




































ADMINISTRATION § 2-82

ployee when it is necessary and justified for the
good of the city that the city manager dismiss or
reduce in step or grade that employee because of
that employee's work record and/or his miscon-
duct.

Grievance means as outlined by resolution in
the personnel rules and regulations while the pro-
cedure to hear a grievance shall be outlined in
this division.

Majority means simple majority of the total
councilmembers.

Members means the individuals selected to rep-
resent the employee division by a majority vote of
the members of the employee division voting or by
the alternate methods explained in this division.
They shall serve for terms as defined in this divi-
SIOn.

Quorum means a simple majority of the total
councilmembers.

Reduction in grade means the demotion of any
employee by decreasing his salary or his wage in
the position classification pay plan by reclassify-
ing him to a lower position in another classifica-
tion and/or lower step in the classification pay
plan.

Reduction in step means the demotion of any
employee by decreasing his salary or wage within
the salary or wage range for his position and clas-
sification in the position classification pay plan.

Supervisory personnel means all those unclas-
sified service personnel who have been designated
by the city manager to be department heads or
who hold departmental or supervisory responsi-
bility.

Suspension means that in the judgment of the
city manager, when evaluating the work efficiency
or when evaluating a particular issue involving
any city employee, it is deemed necessary and jus-
tified for the good of the city that the city manager
temporarily separate that employee without pay
for a fixed period of time as may be more specifi-
cally outlined in the personnel rules and regula-
tions as follows:

0) Suspension without pay for a period of more
than ten days may only be appealed to the
personnel board.
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(2) Suspension without pay for a period of ten
days or less may only be appealed to the
non uniformed council as a grievance as out-
lined herein.

The use of the term "suspension" shall be more
specifically outlined by resolution in the person-
nel rules and regulations.

Unclassified service personnel means division
heads, department heads and assistant depart-
ment heads compensated on a year-round basis
and the following:

(1) Officer elected by the people.

(2) City manager's secretary.

(3) Municipal judge.

(4) City prosecutor.

(5) City attorney.

(6) Uniformed employees who have the oppor-
tunity to belong to a bargaining agent rec-
ognized by the city.

(Code 1974, § 2-102; Ord. No. 2009, § 1, 11-9-93)
Cross reference-Definitions generally, § 1-2.

Sec. 2-82. Created.

(a) A nonuniformed council (henceforth referred
to as the council) shall be established for the pur-
pose of assuring that city employees will be fairly
represented on all matters which are pertinent to
them concerning their employment with the city
and the council shall be advisory only on these
matters to the city manager.

(b) All classified employees shall be represent-
ed on the council.

(c) All permanent city employees shall be enti-
tled to cast a vote for representation on the coun-
cil except the city manager, secretary to the city
manager, city treasurer, city clerk, city engineer,
fire chief, police chief, public works director, as-
sistant public works director, community services
director, administrative assistant, assistant fire
chief, utility superintendent, plants superinten-
dent, parks superin- tendent, and cemetery sex-
ton.
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(d) The council shall hold at least two regularly
scheduled monthly meetings as outlined below:

(1) The council may hold such additional meet-
ings as may be called by the chairman, pro-
vided, however, that each member of the
council shall be entitled to at least 12 hours'
written notice to be delivered to him per-
sonally or to his residence.

(2) Special meetings may also be called by the

written authority of a majority of the total
councilmembers, or by the written author-
ity of the city manager in the manner des-
ignated in subsection (d)(1) above.

(3) The designee's responsibilities are to:

a. Notify all councilmembers, the city
manager, and the necessary personnel
of all meetings.

b. Publish agenda and distribute same to
all councilmembers.

c. Take and keep official records and min-
utes of all council meetings.

d. Accomplish any other duties pertinent
to the council.

(4) The designee shall have the prerogative to
appoint an authorized representative to act
as the council's recording secretary.

a. The secretary shall accomplish any of
the duties directed to him by the des-
ignee as long as these duties are not in
variance with subsection (d)(3) above.

b. If the secretary is not a councilmem-
ber, he shall have no voice, vote or any
rights in regards to this council.

c. If the secretary is a councilmember, he
shall have all the rights of any other
councilmember pursuant to this divi-
sion.

d. The secretary shall take and keep offi-
cial records and minutes of all council
meetings.

(5) If a quorum is not present the chairman
may, at his discretion, continue the meet-
ing to another date and include all hear-
ings so scheduled, but only upon giving the
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required 12 hours' written notice of such
meetings as outlined in subsection (d)(l)
above.

(6) The council shall not transact any business
at any regular or special meeting unless a
quorum is present.

(7) Every official action taken and every deci-

sion rendered by the council must be ap-
proved by a majority of the total council.

(e) The council shall hold its regular meetings
on the second and fourth Wednesdays of each
month unless the day is a holiday, and then the
meeting shall be held on the next regular work
day. All meetings, hearings, appeals and special
meetings shall be held during normal work hours
of the city; normal work hours shall be deemed to
be from 8:00 a.m. to 4:30 p.m. on any regular work
day.
(Code 1974, § 2-103; Ord. No. 2009, § 1, 11-9-93)

Sec. 2-83. Purpose.

The purpose for creation of a nonuniformed coun-
cil is to:

(1) Promote a high degree of understanding,
cooperation, efficiency, unity and morale for
city employees.

(2) Provide a mechanism, through recommen-
dations to the city manager, whereby all
employees may contribute to the develop-
ment and/or improvement of work condi-
tions, personnel rules and regulations, ben-
efits, compensation, and all other personnel-
related matters directly affecting the
employees.

(3) Promote the public good by providing a har-
monious working relationship between the
city council, city administration, city em-
ployees and the general public.

(Code 1974, § 2-101)

Sec. 2-84. Composition.

The non uniformed council shall be composed of
classified service personnel who shall be elected
by classified employees, and as defined below.

(1) No supervisory or unclassified personnel,
or uniformed employee recognized by a lo-
cal bargaining agent, shall be a councilmem-
ber.
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(2) There shall be seven representatives from
the nonuniformed employees of classified
servIce.

(3) Councilmembers shall be elected by a vote
of the employees, as follows:

a. Each classified service employee will
be allowed to vote for seven candidates
from the slate of candidates.

b. Ties shall be broken by the candidates
drawing lots before the city clerk and
witnesses.

c. Resignations. In case of the resigna-
tion, recall or termination of a mem-
ber, the council shall appoint another
classified service personnel employee
who is not in conflict with any of the
provisions of this division to serve the
duration of any vacancy except as more
specifically prohibited below:

1. All appointees to serve in any va-
cancy must receive the affirmative
vote of at least a majority of the
total councilmembers.

2. All appointments to fill vacancies
due to resignations must be made
within 30 days of the resignation
except as more specifically prohib-
ited hereinafter and indicated be-
low.

3. Any resignation taking place 45
days before the next election shall
remain vacant.

d. Procedure when an election is conduct-
ed without a candidate: If no person
runs for a position, a write-in will be
accepted.

1. In such cases when two or more
write-in candidates receive votes,
that candidate which has received
the most votes shall be deemed
elected as the representative. All
ties shall be broken by the candi-
dates drawing lots before the city
clerk and witnesses.

2. In those cases in which the council
must make a rendering in regards
to a vacancy caused by no candi-
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date running or no write-in candi-
date, said appointment to the emp-
ty position shall be made only when
one appointee has received a ma-
jority vote of the total councilmem-
bers.

3. In those cases when the council
cannot decide on a candidate, the
city manager shall be charged with
the responsibility of appointing a
qualified employee.

4. In all cases in which the council
must make a rendering as to who
is to be appointed to the position,
voting shall be by ballot.

(4) Election date:

a. The time for the first election shall be
no later than 45 days from the date
this division takes effect.

b. The time for all subsequent elections
shall be set by the city clerk at least 30
days before the election, and the elec-
tion date shall be on the anniversary
date of the original election, or as near
thereto as feasible. When the election
date falls on a weekend or a holiday,
the election shall be held on the next
following regular work day.

(5) Responsibility of coordinating all elections:
The city clerk shall be in charge of all elec-
tions and shall see that the proper ethical
procedures are observed by all candidates
and employees.

a. To become a candidate for a position,
any classified service personnel must
submit his name within 15 days of the
appointed election to the city clerk on a
form provided by the city clerk.

b. The city clerk shall post on all employ-
ee bulletin boards notification of such
elections and all procedures which must
be followed for the election at least 30
days before the election.

(6) Terms of office.

a. The term of office shall be two years.
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b. During the term of membership, any
member who is absent for 50 percent
or more of the meetings within a three-
month period, or three consecutive
meetings, without good cause deter-
mined by the council, shall automati-
cally cease to be a member and a re-
placement shall be appointed by the
council as outlined in this section.

c. The council also has the authority, upon
a majority vote, to cease the member-
ship of an employee who does not share
the responsibilities of the council in a
proper manner.

(7) Election procedures: Polls shall open and
close on the date of the election as set forth
by the city clerk.

a. Each employee shall have an opportu-
nity to vote during the work day within
the time limit prescribed.

b. Employees not working that day may
vote on election day at their own dis-
cretion, but within the prescribed time
limit.

c. Employees on annual leave, or who are
sick and are unable to vote on election
day, may so vote by receiving from the
city clerk a ballot in advance of the elec-
tion.

1. Such employees will have from the
deadline of candidates filing (15
days before the election) to the time
specified for the polls to close on
the date of the election to vote by
absentee ballot.

2. Such ballots must be returned by
the time the polls close on the day
of the election.

3. The absentee ballots must be
sealed in an envelope and each bal-
lot must be signed by the voting
employee.

4. The absentee ballots will be count-
ed with the regular ballots after
the election.

d. Whenever an emergency illness has
arisen, causing an employee to be un-
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able to obtain an absentee ballot, the
city clerk shall rule on these matters to
determine the most feasible way to al-
low such employees to vote, if possible.

e. A record of the names of all persons
voting, but not how they voted, shall be
kept by the city clerk.

(8) Vote tabulation procedure. The votes shall
be tabulated within 24 hours of the elec-
tion.

.

a. The votes shall be counted in the first
election by the city clerk, designee and
two noncandidates representing the
classified service personnel and select-
ed by the designee.

b. In each subsequent election, the votes
shall be counted by the city clerk and a
majority of the existing nonuniformed
council.

c. Election returns shall be posted on the
employee bulletin boards within 24
hours of the election.

(9) Immediately after the election has been
completed as provided above, the council
shall, as soon as possible, hold its first meet-
ing for organizational purposes only.

a. The council shall elect one of its mem-
bers to serve as chairman, vice-chair-
man, and treasurer for two years until
the next election.

b. The vice-chairman shall preside at all
meetings in which the chairman is ab-
sent.

(10) The city manager and the designee shall be
ex officio members of the council, having a
voice in any proceeding, but no vote.

(Code 1974, § 2-104; Ord. No. 2009, § 1, 11-9-93)

Sec. 2-85. Procedures for meetings and hear-
ings.

(a) Generally. All meetings and hearings of the
council shall be conducted in an orderly and civil
fashion.
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(b) Meetings. The council shall conduct open
meetings and any conflict as to the correct ethical
procedure shall be resolved by reference to Rob-
ert's Rules of Order, Newly Revised.

(1) Agenda. An agenda shall be prepared for
all special and regular meetings by the
chairman and designee.

a. Deadline for any business to appear on
the agenda shall be made prior to noon,
three working days before the meeting
date.

b. For an employee to bring any business
before the council, he must submit a
written outline to the chairman, vice-
chairman or designee, prior to the dead-
line as outlined above, of the business
on proper form.

c. The request shall be given to the chair-
man as soon as possible so that it may
be placed on the agenda as a business
item for the appropriate action.

d. Any business that appears on the agen-
da which has not been completely dis-
posed of at the meeting shall be auto-
matically transferred to the next
regular agenda unless otherwise dis-
posed of, and in such cases as when it
is disposed of in some other manner, a
report shall be made at the next regu-
lar meeting.

e. Special meetings may be called to han-
dle any special business and the busi-
ness shall be handled in the same man-
ner as regular business items.

f. The agenda, after it is made up, shall
be posted on all employee bulletin
boards.

1. Agenda for regular meetings shall
be posted no later than 24 hours
prior to the meeting, excluding Sat-
urdays, Sundays, and holidays.

2. Agenda for special meetings shall
be posted no later than 24 hours
prior to the special meeting, ex-
cluding Saturdays, Sundays, and
holidays.
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(2) Minutes. It shall be the responsibility of the
recording secretary to keep minutes of all
regular and special meetings.

a. Minutes shall contain all actions taken
by the council.

b. Minutes shall also contain a brief de-
scription outlining the nature of the
business with a complete statement of
any information the council members
wish to be made part of the record.

c. Minutes shall contain the description
of how each council member voted on
each action.

d. Minutes shall be posted on all bulletin
boards so as to allow employees free
access to ascertain business transact-
ed.

e. All minutes must be transcribed with-
in ten days of the meeting by the re-
cording secretary.

f. A copy of all minutes shall be sent to
all councilmembers, the designee, and
the city manager; one copy shall be filed
with the city clerk, after approved by
the council.

g. Minutes shall be ratified by the action
of the council at its regular meeting.

1. If no changes to the minutes are
proposed, the minutes shall stand
approved.

2. If changes are made to the min-
utes, the changes shall be posted
on all employee bulletin boards.

(3) Right to appear. Any employee who has an
interest at a meeting due to business items
he has initiated shall have the right to ap-
pear at the meeting in which his business
item is being considered, and he shall also
have the right to object to or favor any mo-
tion made on his business item.

a. He shall have the right to produce any
pertinent documents, witnesses or
statements from witnesses in regard to
his business item.

b. If any employee who has an interest at
a meeting (due to business he initiat-
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ed) cannot attend the meeting in which
his business is being considered, he may
submit a written statement.

1. The statement may contain any ad-
ditional information he so desires
to make.

2. The statement shall be read into
the record by the chairman.

(c) Hearings. All hearings shall be conducted in
a civil and orderly fashion.

(1) Hearings may be open or closed, as the ap-
pellant so desires.

(2) Any conflicts as to the correct procedure
shall be resolved by reference to Robert's
Rules of Order, Newly Revised.

(3) The council shall hold hearings only upon
proper request when one of the following
conditions have been met:

a. An employee has been suspended with-
out pay for ten days or less.

b. An employee has been involuntarily
transferred to another position within
the position classification plan and not
resulting in a pay loss.

c. An employee who has been laid off due
to a staff reduction properly established
by the city council, or for economic rea-
sons, as may be determined by the city
manager.

(4) The council shall not hold hearings related
to:

a. An employee suspended without pay for
more than ten days.

b. An employee demoted or removed dur-
ing a probationary period of six months.

c. Any personnel action of an unclassified
employee.

d. The termination of any employee.

e. An employee involuntarily transferred
to another position resulting in a pay
loss.

Supp. No.2

(5) All hearings shall be held during normal
working hours to best allow employees and
other persons an opportunity to participate
in the hearings.

(Code 1974, § 2-105; Ord. No. 2009, § 1, 11-9-93)

Sec. 2.86. Scope of responsibility.

The nonuniformed council may advise the city
manager on all matters relating to personnel, pro-
cedures, morale and safety, as follows:

(1) Personnel rules. It may recommend the de-
velopment and adoption of the personnel
rules and regulations and changes to these
rules and regulations.

(2) Salary matters. The council may make rec-
ommendations on salary matters as out-
lined below:

a. It shall recommend periodically a po-
sition classification pay plan for all em-
ployees of the city except for supervi-
sory personnel.

1. The periodic report will be made
at a time designated by the desig-
nee.

2. The report shall be submitted to
the city manager for his review, and
then the report, along with the city
manager's recommendations, will
be submitted to the city council for
its review and approval.

b. An area survey of all classified posi-
tions, benefits and other related mat-
ters shall be made by the designee at
least once every two years, and the re-
port shall be presented to the council
for its recommendations. The recom-
mendations of the council, along with
the recommendations of the designee,
shall be directed to the city manager
for review and final recommendations,
and then to the city council for its re-
view and approval.

(3) Grievances. The council may hear any griev-
ance, or appeal of actions resulting in a loss
of pay of classified service personnel except
as outlined in section 2-85, and the council
shall make an advisory recommendation to
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