
RESOLUTION NO. CLXXVII (177)

A RESOLUTION ADOPTING PERSONNEL RULES, POLICIES AND PROCEDURES
FOR THE CITY OF WILSONVILLE.

NOW THEREFORE BE IT RESOLVED, that the GommonCouncil of the
City of~Jflsonvil1e does h~reby adopfthe following personnel rules,
pn1icies and procedures:

ARTICLE r GENERAL PROVISIONS

Sections: 1.1 Purpose
1.2 Variances
1.3 Definitions

SEcrION 1.1 Purpose

The purpose of Articles I through VI is to provide systematic
and equitable procedures and regulations relating to the hiring, com w

pensation, hours of work, leave, safety, training, working conditions,
promotions, transfers, discipline, removal from service and other
matters affecting the status of employees of the City. Personnel rules
and regulations are provided to maintain uniformity and equity in per­
sonnel matters which will make the City service attractive as a carerr
and to encourage each employee to give his best service to the City.

SECTION 1.2 Variances

rhe City Administrator shall have the power to vary or modify
the strict application of Articles I through VI, in any case in which
the strict application of said provisions would result in practical
difficulties or unnecessary hardships.

SECTION 1.3 Definitions

A. Anniversary Date: One year from the initial date of employment
and annually thereafter for all permanent and temporary, full
and part-time employees.
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B. Class: A group of positions sUfficiently alike in responsibilities
and authorities to require similar qualifications.

C. Disciplinary Action: Imposition of certain personnel action~ e.g.,
reprimand~ warning, suspension, dismissal, demotion, as a re~ult of
conduct detrimental to the City.

D. Dismissal: Termination of employment by the City for reasons
attributable to the employee.

E. Duty D~: Any day or shifteD which an employee is scheduled to be
~vailable for work.

F. FUll-Time Emr]oyee: An employee who works the normal amount of
working hours for the class assigned.

&. Hourly Rate: Rate of compensation for each hour of w~rk performed.
It is determined by dividing the annual regular salary by the regular
number of hours worked each Year.

H. Immediate Family: The husband, wife, son, daughter, father~ mother,
brother, sister, father~in-law, mother-in-law, or other relative
living inthelam~loye~ls house.

l. Layoff: A separation from employment because of organizational
changes, lack of work, lack of funds or other reasons not reflect­
ing discredit upon an employee.

J. Month: One calender month.
K. Part-Time Employee: An employee who is employed regularly for less

than the normal number of working hours. but who normally follows a
predetermined fixed pattern of working hours.

L. Permanent Employee: An employee who has been retained in his/her
appointed position after the completion of his/her probationary
period.

M. Probationary Period: A working test period during which an eDployee
is required to demonstrate his/her fitness for the duties to which
he/she is appointed by actual performance of the duties of tme
position.
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N. Temporary EmploYee: An employee who has been appointed for-a

limited period not to exceed six (6) months for a full-time temporary
employee or 1,040 hours of employment 1n any given calendar year for
a part-time temporary employee.

O. Regular Status: Full-time or part-time employee upon completion of
probationary period,

ARTICLE II ~OLICIES AND PROCEDURES

2. 1

2. 2

2. 3

2. 4
2. 5

2. 6

2. 7

2. 8
2. 9

2.10
2.11

2. 12
2.13
2, 14

2. 15

Sections: Appointment
Probationary period
Hours of work
Attendance
Personnel records
Transfers
Promotions
Layoff
Outside employment
Residence requirement
Department rules and regulations
Travel expense
In-service training
Political activity
Relatives in the City servi~e

~SzE~CT~~rO~N~2~,~1 ~~ointment

A. All original appointments to vacancies shall be made solely on the
basis of merit, efficiencY and fitness without regard to race, creed,
age, religion or Sex. These qualities shall be determined through
careful and impartial evaluation of the following:
1. The applicant's level of experience relative to the requirements

of position for which he/she has applied.
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2. the applicant's level of education relative to the require ...
mentsof the position for which he/she has applied.

3. The applicant's physi~al fitness relative to the requirements
of the position for which he/she has applied.

4. The results of an or~l interview and,
5. WheneYerpractical, the resu1ts of a competitive written

examination or ~emonstration test> which shall be a fair and
valid te$t 0$ the abilities and aptitudes of applicants for
thedutie$to'beperformed.

6. Reports from former employers or other references.
B. No question in any test or in .any application form, or by the City

Administrator, shal1 be so framed as to attempt to elicit information
concerning sex, race, color, ancestry, national origin or political
or religious affiliation for the purpose of discriminating.

C. All statements submitted on the emploYment application or attached
resume shall be subject to investigation and verification prior to
appointment.

D. Any job applicant or transferring employee may be reqUired to take
a physical examination, in cases where a physical examination is
deemed adVisable. The City shall pay the cost of the examination.

SECTION 2.2 Probationary Period

A. All original and promotional appointments, including termporary
appointments, shall be tentative and subject to a probationary
period of not less than six (6) consecutive months service from
the date of initial employment Or promotion.

B. In cases where the responsibility of a position are such that a
longer period is necessary to demonstrate an employee's qualifications,
the probationary period may be extended; however, no probationary
period shall be extended beyond twelve (12) months. The employee
shall be notified in writing of any extension and the reasons
therefor.
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•
C. Duri ng the i ni ti a1 probation ary peri od ~ the emploYee sha 11 not be

eligible for vacation benefits, but sha.ll earn Macation credit to
be taken at a later ~ate.

D. Upon completion of the probationary period,. the employee shall
ga.in regular status, ~hallbeconsideredas having satisfactorily
dem 0 nst nated qua 1i f i cat ion s for the posit i on and s ha 11 be s 0

informed through his supervisor.
E. During the probationary period, a probationary employee may be

terminated at any time.

SECTION 2.3 Hours of Work

Regular working hours for City personnel shall be Monday through
Friday from 8:BO A.M. to 5:00 P.M. Shift and flex time employees shall
work according to assigned schedules as approved by the City Administrator.

SECTION 2.4 Attendance

A. Employees shall be in attendance at their work in accordance with
the rules regarding hours of work, hblidays and leaves of absence.

B. An employee shall not absent hdmself/herself from work for any
reason without making prior arrangements with his supervisor.
Unless such prior arrangements are made, an employee, who for any
reason fails to report to work, shall make a sincere effort to
notify his/her supervisor within one hour from the time he is
expected to report to work. If the absence continues beyond the
first day, the employee shall notify the supervisor on a dialy
basis~ unless other arrangements have been made with the supervisor.

D. Any unauthorized absence of an employee from duty shall be deemed to
be an absence without pay and may be cause for disciplinary action.

SECTION 2.5 Personnel Records

A. The City Administrator shall cause a service or personnel recored
to be maintained for each employee in the service of the City~

B. The personnel record shall show the employee's name, title and job
description of each position held, the department to which assigned,
salary, change in employment status, training received arid such
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other information as may be considered pertinent.
C. A personnel action form shall be used as the single document to

fnftate and update personnel records.
D. Employee personnel records shall be considered confidential and

shall be accessible only to the following:
1. The employee concerned
2. Department Heads authorized by the City Administrator
a. Mayor ~nd City Council

SECTION 2.6 Transfers

Request from employees for transfers from one department to
another shall be made in writing and shall be directed to the City
Administrator and referred to the appropriate supervisor. Such,
requests shall be given consideration when a suitable vacancy occurs;
however, no employee shall be transferred to a position for which
he/she does not possess the minimum qualifications. All persons
transferred shall begin a new six (6) month probationary period,
unless expresslY waived by the City Administrator.

SECTION 2.7 Promotions

A. All job vacancies shall, whenever feasible, be filled by promoting
qualified employees within the City service.

B. Neverthless, the City Administrator may recruit applicants from
outside the City service whenever he/she has reason to believe
that better qualified applicants are available outside the City
service.

C. The appointment to fill the vacancy shall be made on a competitive
basis utilizing the criteria for appointments established in
Section 2.1. Where qualifications and ability are equal, then
seniority within City service shall be the determining factor.
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SECTION 2,8 Layoff

If there are changes of duties in the organization, lack of work
or lack of funds, the City Adminsitrator may layoff employees; however,
the City Administrator shan first make every reasonable effort to
i ntergrate:.:those employees into another department by transfer. When
layoffs ar~required, the City Adminstratorshall base the decision on
relative merit and shan give due consideration to seniority in City
service only where the em~loyeesl qualifications and ability are
relatively equal, as determined by the City Administrator.

SECTION 2.9 Outside Employment

Permission to work at outside employment while an employee of the
City may be granted by the City Administrator, In order to be approved,
the outside employment must conform to the following:
A. Be compatible with the employee 1 s City work;
B. In no way detract from the efficiency of the employee in his/her

City work; and
C. In no way conflict with the interests of the City or be a discredit

to the City.

SECTION 2.10 Residence Requirements

Residency shall not be a condition of initial appOintment or
continued employment. Employees are encouraged, however, to live
within the City and to participate in civic affairs.

SECTION 2.11 Department Rules and Regulations

Each department of the City shall establish department rules,
regulations and procedures, Such rules, regualtions and procedures
shall be in harmony with the provisions of the Personnel Policies
and Procedures and shall be binding on the employee.
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SECTION 2.12 Travel Expense

When employees are required to travel outside the City on City
business, reimbursement for expenses incurred shall be determined as

follows:
A.· Prior to traveling outside the City, th~ employee shall obtain

approval for the trip and the mode of travel from the employeers
supervisor and if the trip is beyond the metropolitan area, then
approval shall be obtained from the City Administrator.

B. If the employee is authorized to use a private vehicle, mileage
shall be paid at a stand~rd rate periodicallY established by the
City Council. This rate includes all travel, insurance and main­
tenance expense of the vehicle~

C. Reimbursement for sUbsistencg on official trips shall only be the
amount of actual and reasonable expense incurred during the
performance of Official duty as a City employee for theCity1s
benefit.

o. All mileage and other expenses shall be itemized on a City employee
expense form.

SECTION 2.13 In-Service Training

The City Administrator shall provide a training program for
employees and supervisors in order that services rendered to the City
will be more effective. The City Administrator shall assist department
heads in meeting training needs in their department and in developing
training programs designed to meet immediate City-wide personnel needs.

SECTION 2.14 Political Activity

No employee shall use his/her official authority or influence to
further the case of any political party or candidate for nominatiDn or
election to political office.

The restrictions imposed by the law of the State of Oregon ~~ your
political activities are that no City employee shall solicit any ~nney,
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influence~ service or ~ther thing ofvalu~~or otherwise aid or promote
any political committee or the nomination or election of any person to
public office while on the job during working hours. However~ nothing
in this section is intended to restrict the right of a public empl~yee

'to'express his/h~r personal political views.
'As City polic'y~ permissable ac.tiVitiesare limirted to letter

writing~ tel~ph6ne~ speaking and voting; employees are restricted from
managing a campaign or eliciting campaign contributions for all those
candidates and issues pertaining to the City of Wilsonville.

SECTION 2.15 Relatives in the City Service

NQ two relatives shall be employed in the City when one has
personnel responsibilities over the other or when such employment is
not in the best interest Of the City. If the individuals involved
cannot mutually agree as to who will transfer or resign~ the City will
decide. The City's decision will be based on merit and seniority.

txceptions to this policy may be made by the City Administrator
if the prohibited relationship is the result of a personnel action
initiated in the mutual best interestes of the City and of the employee.

ARTICLE III GENERAL CONDUCT, DISCIPLINE, TERMINATION AND APPEAL

Sections: 3.1 Personal appearance and conduct
3.2 Causes for warning, suspension or dismissal
3.3 Form of disciplinary action
3.4 Grievance procedure
3.5 Resignation
3.6 Cost consciousness
3.7 Safety
3.8 Legal liability

SECTIO!L~.l Personal Appea!!nce and Conduct

A. Public relations shall be an intergral part of each employeeOs
job.
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B. All employees shall be neat and clean in appearance and shall
conduct themselves in a manner which is appropriate for an
employee in the public service.

C. Employees shall be courteous, effici.ent and helpful to every­
one in thei~ work and shall do the best Sob possible on every
assignment.

D• Person a1 mail s h0 uI d be se nt tot he employ eel shame and not to
City Hall.

E. The City recognizes that it is an incovenience and a waste of
time to deny limited personal local phone calls. Intelligent
use of the phones will insure a continuation of this privilege.
Except for emergencies, personal calls should be conducted
during coffee breaks or lunch hour.

SECTION 3.2 Causes for Warning, Suspension or Dismissal

A. When an employee l s conduct falls below desirable standards, the
employee may be subject to disciplinary action.

B. General reasonS for which an employee may be disciplined include:
1. Consumption of intoxicating liquor or misuse of drugs or

narcotics during the working day or reporting to work under
the influence of intoxicating liquor, drugs or narcotics.

2. Violation of a laWful duty.
3. Insubordination
4. Oi shonesty
5. The willful giving of false information or withholding

information with the intent to deceive when discussing City
business or the actions of fellow employees.

6. Breach of discipline.
7. Being absent from work without first notifying and securing

permission from the employee'S supervisor, except in case of
illness.

8. Being habitually absent or tardy for any reason.
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9. Obtaining sick leave falsely.
10. Conviction of any felony, or of a misdemeanor involving moral

turpitude.
11. Abuse or gross negligence in the care or operati on ofCi ty

tools, equipment or vehicles.
12. Unauthorized use of City tools, equipment or vehicles.
13. Immoral conduct wh i1 eon duty.
14. Discussion of confidentia1 City business Dr information with

unathorized persons.
15. DisplaY of attitudes or behavior obstructive to job-related

City policies,program$ and/or procedures.
16. Engagin~ in political activity as prohibited by City policy

and State law (see Section 2.15).
17. Misrepresentation of information furnished on employee

application form.
18. Accepting fees, gifts or other valuable things in the per~

formance of the employee's official duties for the City.
19. Inability to perform the assigned job.

SECTION 3.3 Form of Disciplinary Action

A. DisciplinarY action ranges from oral or written reprimands, to
suspension demotion and finally dismissal from the City serVice.
and depends on the severity of the offense as well as the number
and the frequency of previous acts of misconduct.

B. It shall be the duty of all City employees to comply with and to
assist in carrying into effect, the prOVisions of the City's
Personnel Rules and Regulations. No employee(s) shall be
disciplined except for Violation of established rules and
regulations and such discipline shall be in accordance with
procedures established by the Personnel Rules and Regulations.

C. Every supervisor shall discuss improper or inadequate performance
With the employee in order to correct the deficiencies and to avoid
the need to exercise disciplinary action.
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D. A written notice shall be given each employeefol" each disciplinary
action stating the reasons for the disciplinary action and the date
it shall take effect. The noti ce shall be given to the employee at
the time such action is taken.. An acknowledgement of receipt shall
be pl acedin the emp loyee •S per so nn el f i Te and sha11 s er ve. as
evidence of delivery.

E. All p~rmanent employees shall have the right to appeal disciplinary
action taken against them within five (5) days after the effective
date of disciplinary a~tion. Appeals shall be made as grievances
in accordance with the provisions of Section 3.4.

SECTION 3.4 Grievance Procedure

A. The City shall promptly consider and equitably adjust employee
grievances relating to employment conditions and relationships.
Furthermore s the City desires to adjust the causes of grievances
informally; both supervisors and employees are expected to resolve
problems as they arise.

B. If grievances are not resolved informally, the follOWing steps shall
be followed in submitting and processing a grievance:
1. Step One: The aggrieved employee or group of employees shall

present the grievance in writing to the immediate supervisor
within five (5) working days of its occurance, not including
the day of occurance. The supervisor shall give his/her
oral reply within two (2) working days of th~ date of
presentation of the grievance, not including the date of
presentation.

2. Step Two: If the grievance is not settled in Step One of this
section, it shall be prepared in detail, shall be reduced to
writing) shall be dated, signed by the aggrieved employee or
group of employees and shall be presented to the Department
Head within five (5) working days after the Department Head's
reply is given, not including the day the answer is given.

RESOLUTION NO. CLXXVI1 (177) PAGE 12 OF 26



The Department Headsha 11 meet with the grtevant (5) and
reply in wY'iting to the grievance within ten (10) working
days of the date of the presentation of the written grievance,
not including the day of the pY'esentationwith a copy to the
DepaY'tment Head.

3. Step Three: If the gri evance is not settled 1n Step 2 of
this section, the written grievance shan be presented along
with all pertinent correspondence, records and information
accumulated to date to the City Administrator within five (5)
working days after the Department Headls response isg;ven~

nat including the day the response is given. The City
Administrator shall meet with the aggrieved employe~ or
group of employees, and the supervisory personnel. The City
Administrator shall reply to the grievance in writing Within
five (5) working days of the date of the meeting mentioned
above.

4. If the decision of the City Administrator is unacceptable to
the employee(s), the employee(s) may appeal to the Mayor in
writing within ten (10) working days of the City Administrator1s
decision. The Mayor shall direct the City Recorder to pY'epare
all relevant documents for presentation to the City Council at
an Executive Session called by the MayoY' w1thin fifteen (15)
working days of date of appeal.

C. If the grievance proceduY'es: are not initiated within the time
limits established by this section, the grievance shall be
consideY'ed resolved.

D. Any grievance not taken to the next step of the grievance procedure
shall be considered settled on the basis of the last reply made and
received in accoY'dance with the provisions of this section.

,;;.S..;;;.E~CT.;..;I;;;..;O:;..;.N.;,.-;:;3...;.. ..;;.5 --:,.;.;Res i gnat ion

A. To resign in good standing, an employee shall give the City
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Administrator not less than ten (lO) working days prior notice
of such resignati.Q.nun'-ess the City Administrator agY'ees;to
permit a shorterperi~d of notice because of extenuatingcir~

cumstances. The notice of resignation shall be in wY'iting and
shall contain the reasons for leaving t,he City service.

B. Failure to comply with this seciton shall be entered in the.
employee's service record and may be cause for denying future
employment by the City.

SECTION 3.6 Cost Conscio~sness

A. City employees shall practice every eaonomy possible in the
discharge of their duties.

B. Employees are encoufaged to recommend to their sUPervisors work
procedures which will result in a cost saving or improved service
to the public.

G. The City shall establish a program to recognize cost effective
efforts of the employees.

SECTION 3.7 Safety

The City acknowledges and shall enforce DRS and OSHA Safety
RegUlations.
A. Department Heads, supervisors and employees shall gaurd the

safety of themselves, fellow employees and the pUblic.
B. When accidents occur with City property, or involVing a City

employee on official business, the employee shall contact his
supervisor immediately and the supervisor shall complete an
accident report form. In case of a motor vehicle accident,
the state or local police shall also be notified immediately.

C• Ci tyAdmin i s trator s ha11 ben 0 t i fie d 0 f a11 ace ident sinva lv i n9
City employees and City equipment as soon as possible, and not
later than the next day.
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SECTION 3.8 Legal Liabili ty

A. Employees shall abide by laws and regulations 'which govern the
perfonmance oft~ei~ dutiJs and shall perform their duties as
reasonably, productive persons. As ..~ general rule, em~loyees

who are reasonably cautious and prudent in the performance of
their duties are not negligent and, therefore, are nei~her

legally nor morally liable for accidents or injuries which may
occur.

B. If an employee is negligent in the performance of duties and
responsibilities and if an a~cident reSUlts from such negligent
performance of duties and responsibilities, the employee may be
held personnaly and legally liable.

ARTICLE IV POSITION CLASSIFICATION PLAN

Sections: 4.1 Generally
4.2 Titles and specifications
4.3 Reclassification
4.4 New positions
4.5 Performanc~ evaluations

SECTION 4.1 Generally

A. A position classification plan as adopted and amended by the
City Council shall be a part of these rules.

B. The classification plan shall consist of positions in the City
serVice defined by class specifications and identified by the
class titles. The classification plan shall be so developed
and maintained that all positions SUbstantially similar with
respect to duties, responsibilities, authority and character
of work are included within the same class and that the same
schedules af compensation may be made to apply with under like
working conditions to all positions in the same class.
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C. Copies of this plan and of specificati.0I1sforindiv1'dual classes,
When adopted by the City Council, shall be available in the office
of the City Administrator.

SECTION 4.2 Titles and Specifications

A. The pOSition classification plan shall include titles and written
specifications for the various claSSes of positions as a guide
toward equal pay for equal work. Job titles shall refer to a
particular position, not to the individual filling a particular
position, and shall be used in all personnel, bUdget and financial
records.

B. Each position shall be allocated to an appropriate class on the
basis of the duties and responsibilities of the position.

C. Each class shall have a specification that includes a concise,
descriptive title, and a description of the duties and responsi-'
bilities of each position in the class. Position specifications
take into consideration the reqUirements of the job and are
merely descriptive and explanatory of the work to be performed.
They may not include all of the duties and are not intended to
replace detailed work assignments.

SECTION 4.3 Reclassification

A. Positions may be reclassified Whenever the duties of the position
change materially.

B. Reclassification of a position shall not be used to cir~umvent the
effects of the disciplinary action or to avoid restrictions con­
cerning compensation.

SECTION 4.4 New Positions

A. The City Administrator shall be responsible for keeping the
classification plan current through periodic studies of the
positions within the City service.
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B. Napasit ion arc1 i:l S S s hallc i:l Y' ry an off i cia 1 t; t lewhie h hasn0 t
been approved by the City Council as being appropriate to the
duties performed.

C. The City Council may create new positions and al10eate the ~ositions

to an appropriate class and may delete existing positions, whenever
conditions warrant.

SECTION 4.5 Performance Evaluations

Every City employeewi11 .be evaluated on his/her performance at
the completion of the six (6) month probationary period and annually
thereafter at the anniversary date of:

1. Becomming a permanent employee, or
2. Promotion to a position of a higher classification.
Performance reports shall become a part of the employeeJs permanent

personnel file. Employees shall be evaluated by their immediate super­
visor; supervisors by the City Administrator; and the City Administratar
shall be evaluated by the City Council. All evaluations shall be reviewed
by the City Administrator. Each emplOyee shall participate in his/her
performance evaluation. Evaluations shall be prepared on forms provided
by the City.

ARTICLE V PAY PLAN AND COMPENSATION

Sec t ion s : 5 . 1 Pay p1 an
5.2 Analysis of pay plan
5.3 Appointee compensation
5.4 Pay day
5.5 Overtime

SECTION 5. 1 Pay Plan

A. The City Administrator shall prepare a compensation plan which Shall
prescribe a mlnlmum~ a maximum and any intermediate rates of pay
appropriate for each class.
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B. The rate or range for each class shall equitably reflect the
differen ce in du ties and res pons i bil ; ties and s ha 11 be re 1ated
to compensation for comparable ~bsitions in other places of
public and private employment Within the same job market.

SECTION 5.2 Analysis of Pay Plan

A. Ai least once each fiscal yea~~ the City Administrator shall
compare the current City salary rates, compensation policies
and personnel developments With those of other public and
private employers within the same job market. Changes;n the
cost of liVing shall also be considered.

B. The City Administrator shall then examine the salary range for
each clasS of position to ascertain whether current minimum and
maximum salaries should be maintained, increased , or decreased,
during the succeeding fiscal year, and upon the basis of this
analysis, shall submit recommendation for amending the pay plan
to the City Council.

SECTION 5.3 Appointee Compensation

A. Upon initial appointment to a position, the employee shall
receive the minimum salary for the class to which the position
is allocated.

B. HoweVer, in the caseS when uhusal difficulty in filling the
vacancy is experienced, or When the appointee is exceptionally
qualified, the City Administrator may cause the appointment to
be made at a salary level above the minimum.

C. Based upon employee performance in a job classification, the
City Administrator may authorize merit raises Within the pay
scale.

D. Upon appointment to a new position) the employee may request a
merit review for the purpose of establishing an entry level pay
for the new position.
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SECTI ON5. 4 PayDay

A. Normally, employees shall be paid on the la'st day or each
month. If the last day of the month f·alls on a Saturday,
Sunday or holiday, then employees shall be paid on the last
working day preceeding the last day of the month.

B. An employee may elect to receive a draw up to a maximu~ equal
to amount earned.

C. Certain deductions will be taken from em~loyeels regular pay~

check. Federal and State income tax is withheld, as are re­
tirement contributions, Social Security and State Industrial
Accident. Voluntary deductions may include insurance benefits
and other appropriate deductions as approved by the City Council.

SECTION 5.5 Overtime

A. Supervisors shall assign to each employee, regular work duties
and responsibilities which can normally be accomplished within
the established work day and work week.

B. When non-supervisory employees are authorized by the Department
Head to work in excess of forty (40) hours in a work week, they
shall be compensated at one and one half times regular rate of
pay.

C. For supervisory positions Where some overtime is considered part
of the job responsibility, any supervisor required to work in
excess of a forty (40) hour week, overtime will be compensated
one and one half times the normal rate of pay for hours in
excess of forty-eight (48) hours.

D. Managers/Department Heads will not be compensated for overtime
worked except as may be approved by City Council.
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ARTICLE VI

Sections:

S.ECTION 6.1

6. 1

6 ~ 2

6. 3

6. 4

6. 5

6. 6

6. 7
6. 8
6. 9

6.10

6. 11

6.12

FRINGE BENEFITS

Holidays
Vacation
Sick leave
Leave Qfabsence wit~ pay
EducationaToppo~tunities

Retirement
Retirement age
Social Security
Industrial accidents
Medical and hospital insurance
Life insurance
Disability insurance

Holidays

A. T} New Year's Day on January 1st
2) President's Day on third Monday in February
3} Memorial Day on last Monday in May
4) Independence Day on July 4th
5) Labor Dayan first Monday in September
6} Veteran's Dayan 11th day of November
7) Thanksgiving Dayan fourth Thursday in November
8) Christmas Day on December 25th

B. If any such holiday falls on a Sunday, the folloWing Monday shall
be given as a holiday. If any such holiday falls on a Saturday,
the preceeding Friday shall be given as a holiday.

C. If any employee works on a recognized holiday, that employee shall
be paid at time and one half regular rate of pay plUS regular pay.

D. Holidays which occur during vacation or sick leave shall not be
charged against such leave.

SECTION 6.2 Vacation

A. All permanent employees with less than five (5) years of
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continuous service ~hall ~e grant~d ten (lO} days annual
vacation leave with pay. Employees with five (5) years of
continuous service shall be granted fifteen (15) days ,of
annual vacation leave with pay. Emp'oY~eswith fifteen'{15)
years of continuous service shall be granted twenty (20) days
of annual vacation leave with pay.

B. New employees shall not be eligible for vacation leave during
their first six (6) months of employment, although vacation
leave shall accrue from the beginning of employment. One w~ek

of vacation may be taken after six (6) months of satisfactory
completion of employment.

C. Annual vacation leave shall accrue monthly and may be taken
when earned.

D. Employees shall be required to take one (1) weekotP vacation
per Year, but may accrue up to thirty (30) days of vacation
leave with pay.

E. Supervisors shall schedule vacations for their respective
employees with due consideration for the desires of the
employees and the City's work requirements. Vacation
schedules may be amended to allow each supervisor to meet
emergency situations.

F. Vacation leave shall be used in units of full hours.

SECTION 6.3 Sick Leave

A. All full time City emploYees shall earn sick leave with full
pay at the rate of one workday for each calendar month of
service. Sick leave shall accrue from the date of employment~

but shall not be taken until the successful completion of the
initial probationary period. unless approved by the City
Administrator.

B. Employees are eligible for sick leave for the following reasons:
1. Non-occupational personal illness or physical disability.
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2. Quarantine of an employee by a physician Tor non w

oCcupationally related disability.
3. Illness in the immediate family .requiring the employee

tD remain at home. Sick leav~ should not bansed as a
result of minor illness or for extended serious illness
in the employee 1 s family.

4. The time of actual physical incapaGity in pregnancy.
C. Sick leave shall be charged as follows:

1. Employees work i ng a forty (40) hou r wo\" k wee k s ha 11 be
charged sick leave on the ~asis of one (1) day sick leave
for each duty day absent.

D. Abuse of the sick leave privilege shall be cause for dismissal.
An employee who is unable to report because of any of the reasons
setfo\"th in sub-section B~ shall report the reasons for his/her
absence to his/he\" supervisor within one (l) hour. tf;rom the time
he/she is expected to \"epo\"t for work. Sick leave with pay shall
not be allowed unless such report has been made. Sick leave with
pay in excess of three (3) worki~g days shall be allow~d only after
presenting a written statement from a physician certifying that
the employee 1 s condition prevented him/her f\"om appearing for work.

E. Sick leave shall not exceed an accrual of more than twenty-fou\"
(24) days.

SECTION 6.4 Leave of Absence with Pay

A. Employees must request leave of absence with pay for the purposes
specified in this section. Each request shall be judged by the
City Administrator on its merits and on the basis of the guide­
lines in this section.

B. Compassionate Leave~ In the event of a death in the employeets
immediate family, an employee may be granted leave of absence with
pay not to exceed three (3) calendar days per year.
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C.Witness or Jury Duty. When a City employee is called for jury

duty or is subpoenaed as a ~itness,heJshe shall not suif~rany

loss of his/her regular City compensation during such absence;
however, he/she shall be required to transfer any compensation
he/she receives for the performance of jury or witness duty to
the City. Time not worked because of such duty shall not affect
vacation or sick leave accrued.

D. Conferences and Conventions. Decisions concerning attendance
at ~onferences, conventions and other meetings at the City
expense, shall be made by the supervisor with the approval of
the City A~ministrator. Permission shall be granted on the
basis of an employee's participation in or the direct relation
of hiS/her work to the subject matter of the meeting. Members
of professional societies may be permitted to attend meettrigs
of their society when such attendance is considered to be in
the best interest of the City.

SECTION 6.5 Educational Opportunities

The City shall encourage continuing education for all employees
and will assist in financing of such education as follows:
A. The City may reimburse an employee full tuition costs for one (1)

class per t~rm, not to exceed three (3) classes per year, provided
that:
1. The class is directly related to the employee1s work (or to

a position to Which an employee can reasonably expect to be
promoted).

2. The employee has made prior arrangement with his/her super­
visor and received approval from the City Administrator for
reimbursement prior to registration for such course.

3. Prior to reimbursement by the City, the employee must submit
evidence of satisfactory completion of the course.
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4. The employee is not receiving reim~ursement for tUition
from any other sourCe.

5. That the employee agrees to continue employment with the
City, at least six (6) months following satisfactory
completion of the course or will reimburse the City for
tuition costs paid during his/her last six (6) months of
employment with the City.

The City shall all ow time6ff with pa.y and shall pay all
expenses of attending classes, lectures, conferences or con­
ventions when attendance is on an assignment basis and approved
by the City Administrator.
When an employee wishes to take a work related course(~) which
is only offered during regUlar working hours, the City Administrator
may either:
1. Reimburse the employee in accordance with the provisions of

Section A above, prOVided that the employee takes the
necessary time off without payor makes prior arrangement
payor makes prior arrangement with his/her supervisor for
alternative working hours; or

2. Allow time off with pay prOVided the employee pays his/her
own tuition costs and prior arrangements are made with his/
her superVisor and approved by the City Administrator.

Normally, the cost of textbooks and technical publications
required for such courses shall be the responsibility of the
employee.
If an employee Wishes to obtain educational benefits beyond the
scope of those listed above, he/she may SUbmit a proposal, in
the form of a contract, the terms of which shall be negotiated
with the City Council.

SECTION 6.6 Retireme~

r,
VI

After six (6) months full time employment~ employees are re~uired

to participate in the PUblic Employee's Retirement Plan of the State
of Oregon.
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SEC"nON 6.7 Retirement Age

A. The retirement age for Ci ty employees is as fo 11 ows :
l. Sixty-two (62) years for early retirement, with twenty (20)

to twenty-five (25) years service as prOVided by State law~

and sixty-five (65) Yiars for all other employees.
2. Upon City Administrator and City Council approval, an

employee with good health may be employed until seventy (70)

years of age when the employee IS skil 1s ",education and
experience are needed to conduct the reqUired City services.

B. At the end of the month in which an employee reaches retirement
age~ the employee shall automaticallY terminate his/her service
with the City, unless preVious officially approved arrangements
have been made.

SECTION 6.8 Soci a1 Sec uri ty

The City shall match the employee's contributions in the Social
Security Plan.

SECTION 6.9 Industrial Accidents

All employees shall be covered for industrial accidents and
disease. Benefits include medical treatment and care as well as
disability compensation during period of time lost from the job.

SECTION 6.10 Medical and Hospital Insurance

A medical and hospitalization plan is avaialble to all City
employees after thirty (30) days of full time employment. The
City will pay one hurdred (lOO%) percent of monthly premiums Tor
City employees and their dependents. Copies of this plan are on
file in the City Administrator's or City Recorder's office.
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SECTION 6.11 Dental Insurance

A dental plan is available tQ all City employees after thirty
(30) days of full time emploYment. The City will pay one hundred
(l00%) percent of monthly premi ums for City emploYees and their
depen~ents. Copi~s of this plan are on file in the City Administrator's
or City Recorder's office.

SECTION 6.12 Life Insurance

Accidental death coverage is paid for bY. the City for all
em~lQyees. Details are on file in the City Administrator's or
City Recorderfs office.

SECTION 6.13 Disability Insurance

Disability insurance is paid for by the City for all employees.
Details are on file in the City Administrator's or City Recorder's
offi'ce.

ADOPTED by the Wilsonville City Council at a regular meetin9
thereof this 6th day of July, 1981. and filed with the Wilsonville
City Recorder this same date.

WILLIAM G. LOWRIE, Mayor

ATTEST:

DEANNA J.,THOM, City Recorder

RESOLUTION NO. CLXXVII (177) PAGE 26 OF 26



P.O. Box 2201 Wilsonville, Oregon 97010
503/682-1011

RESOLUTION NO. 177

P·ERSONNEL POLICY



e
A

CITY OF a-
II 1 !1

\\ I» I/o ft ,011111~
\\// ~p HI' It ~(t::-')Jf(11\fll tlll(;;;~
\l V uu~!~!d \l 'V JUU~J
'. . ~

P.o. Box 220 / Wilsonville, Oregon 97070
503/682-t011

---.

PERSONNELP-OLICY - RESOLUtION NO, 177
TABLE OF CONTENTS

• • .. , " Ii • tt ...

4' , • 1

1
1
1

3

3
4
5
5
5
6
6
7
7

· • . . 7
7
8
8
8
9

~ . "

· . .

. . . '"

... ,. . .. .•

. . ~ ..
• • Ii '<It.

- GENERAL PROVISIONS
Purpose........
Variances • •• • • • •
Definitions • • • • .

ARTICLE II - POLlCIES AND PROCEDURES
2. 1 Appointment . . ••.
2. 2 Probati onary Peri od . •
2. 3 Hours of Work • . . • • .
2. 4 Attendance ..•...•.•..••
2. 5 Personnel Records . • • .
2. 6 Transfers . . .. .
2. 7 Promotions •..
2. 8 Layoff ..•....
2. 9 Outside Employment .
2.10 Residence Requirements .....
2.11 Department Rules and Regulations
2. 12 Travel Expense . . . . . . . .
2.13 In-Service Training .
2.14 Political Activity ....•...
2.15 Relatives in the City Service .•

ARTICLE I
L 1
1. '2
1. 3

ARTICLE III - GENERAL CONDUCT, DISCIPLINE, TERMINATION

· . .3. 1
3. 2
3. 3
3. 4
3. 5
3. 6
3. 7
3. 8

AND APPEAL • . . . . • • • . . . . . .
Personal Appearance and Conduct . . . • • .
Causes for Warning, Suspension or Dismissal
Form of Disciplinary Action •
Grievance Procedure • • . . • • • •
Resignation • • • .
Cost Consciousness
Safety . . . . . . . . Ii Ii • • • Ii •

legal Liability ••.

· .

• " • • 9
· . Ii. 9

· 10
• 11

. . • 12
· 13

• • . • 14
· 14

. • 15



ARTICL'E IV -POSrTION CLASSIFICATION PLAN ..
4. 1 GeneraUyo " .
4. 2 Titles and Specifications
4. 3 Reclassifications ......
4. 4 New Positions .....•
4. 5 Performance. Evaluations

, f •

• It .,

• ,- ': • ,f

. ... . - . .

· ~:·5

15
· • 16

• . . 16
· . 16

.. 17

..
ARifICLE V .. PAY PLAN AND COMPENSATION •

5. 1 Pay Plan • . . •. . . .
5. 2 Analysis of Pay Plan .
5. 3 Appointee Compensation
5. 4 Pay Day . . • . . • • • . .
5. 5 OVertime. . . . . •

. .
17

· 17
· . 18

. • . 18
. . . • . 19

• ft, •• • 19

· 20

• 20
20

· 21
· 22

23
. . . . . 24

.25
• . 25
· . 25

• 25'
• . 26

· 26
· 26

· '..

..

Holidays .
Vacation . . • .. . .
Sick Leave . . . . ...
Leave of Absence with Pay
Educational Opportunities
Reti rement . . . . .
Retirement Age . . . •. •
Social Security •.
Industrial Accidents .. . . . . .
Medical and Hospital Insurance .
Dental Insurance •.
Life Insurance .•.
Disability Insurance

ARTICLE VI - FRINGE BENEFITS
6. 1
6. 2
6. 3
6. 4
6.5
6. 6
6. 7
6. 8
6. 9
6.10
6.11
6.12
6.13


