CITY COUNCIL AGENDA
September 5, 2017
7:30p.m.

The meeting convenes at City Hall, in Council Chambers, 1% Floor, 538 N. Market Street, Wooster, Ohio.

VI.

VII.

ROLL CALL & ORDERING OF AGENDA
APPROVAL OF MINUTES

COMMUNICATIONS FROM MAYOR/ADMINISTRATION
CRA Housing Council Appointments (seeking two appointees from City Council) — Jonathan Millea

PETITIONS/COMMUNICATIONS FROM PUBLIC

COMMITTEE REPORTS; PUBLIC HEARINGS

Civil Service Committee — Met on Tuesday, July 18, 2017.

Members are in agreement with the changes and recommend City Council adopt the revisions
to Chapter 133, Civil Service Rules and Regulations, of the Wooster Codified Ordinances.

OLD BUSINESS
Second Reading — ORDINANCE NO. 2017-23

AN ORDINANCE AMENDING CHAPTER 163 OF THE WOOSTER CODIFIED ORDINANCE WITH
RESPECT TO PART-TIME AND TEMPORARY EMPLOYEES, SECTIONS 163.02 AND 163.04
(Knapic)

Second Reading — RESOLUTION NO. 2017-37

A RESOLUTION AUTHORIZING THE MAYOR, ON BEHALF OF THE CITY, TO ENTER INTO AN
ANNEXATION AGREEMENT WITH OHIO POWER COMPANY (“AEP”) AND WOOSTER
TOWNSHIP (Knapic)

Second Reading — ORDINANCE NO. 2017-24

AN ORDINANCE AMENDING PART NINE OF THE CODIFIED ORDINANCES OF THE CITY OF
WOOSTER, OHIO TO PROVIDE FOR AMENDMENTS AND NEW SECTIONS TO CHAPTER 921,
WATER (Knapic)

NEW BUSINESS

First Reading — ORDINANCE NO. 2017-26

AN ORDINANCE AMENDING PART ONE OF THE CODIFIED ORDINANCES OF THE CITY OF
WOOSTER, OHIO TO PROVIDE FOR AMENDMENTS AND NEW SECTIONS TO TITLE FIVE,
CHAPTER 133, CIVIL SERVICE RULES AND REGULATIONS (Knapic)

First Reading — ORDINANCE NO. 2017-27
AN ORDINANCE AMENDING CHAPTER 162, MANAGEMENT BENEFITS, OF THE CODIFIED
ORDINANCES OF THE CITY OF WOOSTER, OHIO, AND DECLARING AN EMERGENCY (Knapic)

First Reading — RESOLUTION NO. 2017-38

A RESOLUTION ACCEPTING THE AMOUNTS AND RATES AS DETERMINED BY THE BUDGET
COMMISSION AND AUTHORIZING THE NECESSARY TAX LEVIES AND CERTIFYING THEM
TO THE COUNTY AUDITOR (Ansel)



4. First Reading - RESOLUTION 2017-39
A RESOLUTION AUTHORIZING THE EXPENDITURE OF FUNDS FOR CONSULTING SERVICES
WITH GREEN ARROW ENGINEERING (Sanders)

5. First Reading - ORDINANCE 2017-40
AN ORDINANCE AMENDING ORDINANCE NO. 2017-15 BY AUTHORIZING THE MAYOR TO
TRANSFER THE COMMUNITY REINVESTMENT AREA AGREEMENT FROM LORAL
PROPERTIES LLC TO IALEXO LLC, A NEW OWNER, AND MODIFYING COMMITMENTS, AND
DECLARING AN EMERGENCY (Ansel)

VI, MISCELLANEOUS

IX. ADJOURNMENT





















































































































































































































ORDINANCE NO. 2017-26

AN ORDINANCE AMENDING PART ONE OF THE
CODIFIED ORDINANCES OF THE CITY OF WOOSTER,
OHIO TO PROVIDE FOR AMENDMENTS AND NEW
SECTIONS TO TITLE FIVE, CHAPTER 133, CIVIL SERVICE
RULES AND REGULATIONS

WHEREAS, updates to Chapter 133 of the Wooster City Ordinances are required due to
changes in regulations, federal, and state laws. In addition, other changes were made, including but
not limited to, a lateral hire provision for the Divisions and Police and Fire, an expansion the
applicant pool for promotional exams, and changes for credits for promotional exams; and

WHEREAS, the Civil Service Commission reviewed the proposed amendments to the civil
service rules and unanimously voted to adopt the changes at the July 18, 2017, Civil Service
Commission Meeting;

WHEREAS, the Council recognizes its constitutional duty to interpret, construe, and
amend its laws to comply with constitutional requirements and regulations as they are
announced; and

WHEREAS, with the passage of any ordinance, the City and the Council accept as
binding the applicability of general principles of criminal and civil law and procedure and the
rights and obligations under the United States and Ohio Constitutions, Ohio Revised Code, and
the Ohio Rules of Civil and Criminal Procedure; and

WHEREAS, Council has determined that it is in the best interests of the City of Wooster
and its residents to enact and codify the proposed additional sections and amendments to part
one, title five, Chapter 133, Civil Service Rules and Regulations, as described below.

NOW, THEREFORE, be it ordained by the Council of the City of Wooster, Ohio:

CHAPTER 133
Civil Service Rules and Regulations

133.01 Definitions

133.02 Classifications
133.03 Applications
133.04 Examinations
133.05 Eligible Lists
133.06 Certifications
133.07 Appointments
133.08 Probationary period
133.09 Promotions

133.10 Unskilled service
133.11 Transfers, leaves of absence and resignations




133.12 Performance evaluation
133.13 Layoffs and reemployment
133.14 Discipline

133.15 Administration of civil service

CROSS REFERENCES

Civil Service - see Ohio Const., Art. XV, Sec. 10 Commission established - see CHTR. §5.01
Powers and functions - see CHTR. §5.02

Classified and unclassified service - see CHTR. §5.03 Civil Service Law - see Ohio R. C. Ch.
124

Open meetings - see ADM. Ch. 107

133.01 DEFINITIONS.

As used in these chapters, the following words, phrases, terms or expressions shall have the
meanings as indicated:

(a) “Abolishment of position™ means an elimination of one or more positions due to
reorganization for efficient operations, economic reasons, or for lack of work.

(b) “Allocation” means the assignment of a class to a pay range or an appropriate pay level.
(c) “Applicant” means a person who has formally applied for a position with the City.

(d) “Appointment” means the act of selecting and hiring an individual to a position in the
employment of the City.

(e) “Authorized position™ means positions set forth in the official table of organization which
has been authorized and approved by the Mayor.
(H “Certification” means the act by which the Civil Service Commission sends to the

Director of Administration a list of names and applicants eligible for a specific position.

(g)  “Classification” or “Classification plan” means a position or group of positions having
similar duties and responsibilities requiring similar qualifications, which can be properly
designated by one title.

(h) “Classified service” means all positions in the Civil Service not included in the
unclassified service by the Charter.

(i) “Commission” means the Civil Service Commission of the City.

() “Continuous Service” means the time a person has been continuously employed,
including time served as a full-time, part-time, temporary, provisional or probationary employee
where there has been a continuation of employment to permanent status without any break in
service.

(k) “Demotion” means a reduction from one classification to another classification for which
the maximum rate of pay is lower.

) “Director” means the Director of Administration, who also serves as Personnel Director,
although such duties may be delegated.

(m)  “Dismissal” means the permanent separation of an employee from City employment.

(n) “Eligible” means a person who has formally applied for a position with the City and has
been placed on an eligible list, or who has qualified to be placed on an eligible list.

(0) “Eligible list” means a list of names established either through registration, examination,

or reinstatement for the purpose of filling vacancies in the classified service.




(p) “Examination” or “test” means methods or procedures used by the City to assess the
relative capability of applicants to perform the duties and responsibilities of the position sought.
Examinations may comprise one or more of the following types:

(1) “Open competitive” means an examination which is open to all qualified
applicants.

(2) “Promotional closed competitive” means an examination which is open to
qualified City employees only.

(3) “Assembled” means an examination which requires qualified applicants to report
a designated time and place to participate in the examination.

4) “Unassembled” means an examination which is based on review and ranking of
experience, educations and other relevant qualifications or written material submitted by the
applicant.

(5) “Non-Competitive” means an examination not involving competition that may be
held for unskilled positions or part-time, seasonal or temporary positions.

(q) “Job specification” means a written position description of the duties and responsibilities
of a position.

(r) “Layoff” means removal of an employee from City employment due to lack of work, lack
of funds, or to changes in administrative organization abolishing one or more positions.

(s) “Part-time™ means a position of employment that may be continual, but involves an
annual average work week of fewer than thirty hours.

(1) “Pay range” means a group of standard rates of pay with minimum, maximum and

intermediate pay steps.

(u) “Position” means an officially designated job with a general defined group of duties and
responsibilities.

(v) “Promotion™ means advancement of an employee from one class to another class for
which the maximum rate of pay is higher. In no case shall the rate of pay received by the
employee in the new class be less than the employee received in the class held prior to the
promotion.

(w)  “Provisional” means a short-term replacement in a vacant permanent position for which
no eligible list exists, but which does not exceed 120 days.

(x) “Step increase” means an increase in pay from one pay step to the next successive pay
step within a pay range.

(y) “Suspension” means the temporary and involuntary separation of an employee from City
employment for disciplinary purposes.

(z) “Temporary” means a position involving short-term employment, usually not exceeding
120 calendar days.

(aa)  “Under filling” means filling a promotional position with an existing employee who does
not meet the minimum qualifications for the position, when an inadequate number of qualified
applicants are available for the promotional position. Such employee is provisionally appointed
and then trained to assume responsibility for the position, provided a promotional examination is
passed or the employee’s qualifications are accepted by the Civil Service Commission.

(bb)  “Working day” means any day during which the employee is regularly scheduled to work
or the days during which the municipal offices are open for business, generally Monday through
Friday, which is applicable. (Ord. 1978-49, Passes 10-16-78)




133.02 CLASSIFICATIONS.

(a) Classification. A classification plan for all employees in the classified and unclassified
service shall be developed and maintained by the Director of Administration and pay ranges
established for each classification.

(b) Job Specifications. Job specifications, with essential functions, shall be developed and
maintained by the Director outlining the duties and responsibilities of each classification. The
job specifications are to be descriptive only and shall not be considered comprehensive or as
limiting the duties of a position.

(c) Incumbents of Changed Classifications. Whenever a position has been allocated to a new
classification through merger, abolition or division of classifications, or through the creation of
new classifications, the employee so allocated shall receive the title of the new classification
without examination. Whenever new classifications are established, or amended, merged,
abolished or divided, the Civil Service Commission shall be given a copy of the new
classification within five days of the implementation of such classification. (Ord. 1978-49,
Passed 10-16-78)

133.03 APPLICATIONS.

(a) Filing of Applications. Applications for all positions in the classified service shall be
made to the Director of Administration upon forms furnished by the Director. Questions on the
applications form must be reasonably related to the duties required to be performed in the
position.

(b) Minimum Qualifications. Prior to the announcement of a vacancy in the classified
service, the Director shall prepare in writing the minimum qualifications required for a vacant
position. The minimum qualifications shall make reference to the following when required for a
position: age, education and experience, licenses and certificates, physical condition, criminal
history, polygraph testing, psychological test. All required qualifications must be reasonably
related to the duties required to be performed in the position, and shall not be used to unlawfully
discriminate.

A copy of such minimum qualifications shall be provided to the Civil Service
Commission. The minimum qualifications must be made a part of the announcement of the
vacancy. Following publication of the announcement, no reduction or modification in the
minimum qualifications shall be performed.

All applicants must be citizens of the United States and meet the minimum requirements
for a position as stated in the announcement, except when necessary to under fill a promotional
position as provided in Section 133.09(a). All applicants for permanent, full-time positions must
be at least eighteen years old, except for police officers, who shall be twenty-one to thirty-five
years of age, and firefighters, who shall be twenty-one to thirty-five years of age, inclusive at the
date of appointment. All applicants seeking a position under Section 133.07(f) shall not be
subject to the maximum age requirements of this section. (Ord. 1998-19, Passed 10-5-98)

(c) Investigation. The Director may investigate the information provided by any applicant.
Whenever the Director finds that an applicant fails to meet minimum qualifications stated on the
announcement; or has been found guilty of a job-related criminal offense; or has been dismissed
from employment for inefficiency, delinquency or misconduct; or has resigned from employment
while disciplinary charges were pending; or is addicted to the habitual or excessive use of habit
forming drugs or intoxicating beverages; or has made false statement on the application; or has




otherwise demonstrated a lack of integrity or responsible behavior, the Director may reject the
application.

The applicant may appeal the rejection to the Commission within five working days from
the date of the notice of rejection. (Ord. 1978-49. Passed 10-16-78.)

133.04 EXAMINATIONS.

(a) Examinations. All original appointments, lateral hires, and promotions in the classified
service shall be filled according to merit and fitness, to be ascertained, as far as practical, by
competitive examination.

The Director of Administration shall have the responsibility for reviewing the
applications and testing applicants.

(b) Announcements. When the Director determines that a vacancy exists that must be filled
in an authorized position in the classified service, and no valid eligible list exists for such
position, the Director shall establish the date and the type of examination that will be given for
the position.

For all examinations, except promotional examinations, the Director shall announce the
vacancy by placing an advertisement in a local newspaper of general circulation or electronically
publishing, and in other publications as necessary, for three successive days.

Notification of the vacancy shall also be sent to the Civil Service Commission and all
City departments to be posted in a conspicuous location in the Municipal Building.

Each classification vacancy shall be advertised in a separate announcement. Multiple
vacancies in one classification may be combined into one announcement.

The Director may announce a combined open and promotional examination when three
or fewer qualified promotional candidates are available for an examination. The examination
shall be advertised as provided herein.

Promotions of sworn officers in the Police and Fire Divisions shall be made only as
specified in Section 133.09. Promotional positions, except sworn officers in the Police and Fire
Divisions, may be provisionally under filled as provided in Section 133.09(a).

When a position requires exceptional qualifications of a scientific, managerial,
professional or educational nature, or where a particular applicant has unusual qualifications for
a vacant position based on exceptional skills, education or experience, the Director may
determine that it is not practicable to give a competitive examination. In such cases the Director
may approve the appointment of a person of recognized attainment, providing satisfactory
evidence can be presented to the Commission showing that the designated person is
exceptionally qualified and that competition would therefore be impractical.

(c) Examination Methods. Examination methods shall consist of one or more of the
following tests, as determined by the Director:

(1) Written tests of aptitudes, achievement and knowledge of the work. The test may
include an objective type examination designed to test the applicant’s familiarity with
information and material which could reasonably be expected in the position; standard
intelligence tests; standard aptitude tests; or a dissertation on one or more subjects dealing with
problems encountered in the classification.

(2) Written tests which evaluate mental fitness, character traits and attitudes, provided
such tests are related to the duties of the position sought.

(3) Ratings which evaluate education, training and/or experience pertinent to the
classification for which the examination is taken.




(4) Performance or skill tests which provide for assessment of applicant’s abilities
and manual skills to perform the work involved in the classification.

(5) Physical examinations consisting of muscular strength, agility, endurance and
coordination of applicants.

(6) Oral examinations which evaluate knowledge, personal qualifications, and
communications skills, provided such tests or ratings are practical, competitive and related to
duties of the position sought.

(d) Conduct of Examinations. All examinations shall be conducted under the supervision of
the Director of Administration who may designate or contract on behalf of the Civil Service
Commission for special examiners as required. Written examinations shall be prepared, graded
and the results certified by a university or other qualified testing service, and contracts for such
written examinations shall be approved by the Commission.

No applicant shall be admitted to any written examination after any applicant who has
seen the questions has withdrawn from the examination room.

Visitors or observers shall not be admitted to the examination room during any
examination except by permission of the Director. The Director may provide for assistance for
handicapped applicants who are otherwise qualified. Such assistance shall be limited to reading
the examination and/or marking the answers as directed by the applicant.

Any applicant who, during an examination, attempts to aid himself or another applicant
in answering questions by reference to notes or other material not approved for use by all
applicants, or by discussion with other applicants, or by other means of cheating, shall be
dismissed from such examination and shall receive no grade.

Examinations shall be conducted in accordance with the following procedures:

(1 Written examinations shall be administered to all applicants on the date advertised. Prior
to the start of the examination, each applicant shall complete and sign an identification card
containing a number the applicant must use to identify the examination form and answer sheets,
and other such information as required. The identification cards shall be sealed in a blank
envelope and delivered to the Commission, who shall use the numbers to identify and rank the
test scores. The identity of the person taking the test shall be concealed from the examiners by
the use of the identification number by the applicant on the examination form and answer sheet.
(2) An unassembled test which involves the evaluation of education, experience and training
of applicants shall use a consistent standard of ranking the qualifications of all applicants.

(3) Performance tests shall involve similar tasks for all applicants competing for the same
position, and shall be related to the actual duties and responsibilities of the position. This type of
examination shall be administered by someone designated by the Director who is familiar with
the skills required in the position,

4) Physical examination shall involve similar physical fitness activities for all applicants,
and shall be related to the duties and responsibilities of the position.

(5) Oral examination shall involve similar questions for all applicants related to the duties
and responsibilities of the position. This examination shall be administered by two or more
individuals, one of whom may be the Director, or one or more persons selected by the Director
familiar with the position. The two examiners shall average their scores to determine a final
score for the applicant.

(e) Postponement and Cancellation of Examinations. The Director of Administration shall
have the right to postpone any examination because of an inadequate number of applications,
because of non-attendance of special examiners, or for other sufficient cause. or to cancel any




examination, the holding of which becomes unnecessary because of change in the personnel
requirements of the City. All postponements or cancellations shall be approved by the Civil
Service Commission.

(H Grading of Examinations. All examinations shall be graded or ranked by the examiner
and the results certified to the Commission. Written examinations shall be graded by statistical
methods which proportion and convert individual scores on a scale where 100% represents the
highest possible attainment and 65% represents the minimum level of attainment. Non-written
examinations shall use a consistent passing mark representing the minimum performance level
for each examination. In order to attain place on the eligible list, an applicant’s final grade
average from all tests must be no less than 65% for written examinations or the minimum
performance level on non-written examinations. However, the Director, with the approval of the
Commission, may require at least 65% in some specific part of an examination as published in
the announcement, and the failure of the candidate to make such required 65% in that part of the
examination will disqualify the applicant in the entire examination.

The weights of the various parts of each examination shall be determined by the Director
and shall be applied uniformly in determining each applicant’s final grade.

An applicant who has served in the Armed Forces, Reserve, National Guard, or other
Uniformed Services of the United States and has been honorably discharged, shall receive five
points credit in addition to the test score. Veteran credit points shall not be added until a passing
grade is obtained by the applicant. Veteran credit points shall not apply to any promotional or
unassembled examination.

Police officer applicants shall receive two and one-half points credit in addition to the test
score for an Associate’s Degree or five points additional credit for a Bachelor’s Degree.
Applicants shall receive one-half point credit for each year of part-time service in their respective
divisions.

(2) Repeating Examinations. No person who has failed to pass an examination shall be
permitted to be re-examined for the same classification within six months of the date of the
previous examination. However, the Director may, if the examination is determined to be unfair
or unjust, permit person who have failed an examination to be re-examined before the expiration
of the six month period, but in no case prior to sixty days from the date of such failure. When
such re-examination occurs, physical examinations need not be repeated, but rather the
applicant’s score in the previous examination may be used. Applicants disqualified and removed
from an eligible list because of an unsatifactory background investigation may repeat an
examination for the same classification after three years from date of disqualification.

(h) Inspection of Examination Papers by Candidates.

(1) All selection and grading devices and examination papers are the property of the
City, and shall be treated as confidential records to the maximum extent possible under law.

(2) Upon receiving notification of the examination grade, applicants may review the
keyed copy of the written examination and their own answer sheet, which is identified by their
number received during the examination. The criteria and standards used for non-written
examinations may also be reviewed during the period herein provided. This review must be
requested within five days exclusive of Saturdays, Sundays and holidays, from the date of
mailing the applicant’s notification of the examination grade. Review must take place in the
presence of the Director or a person designated by the Director. Notetaking in regard to the
exam content shall not be permitted. If the applicant believes a clerical error has been made, a
request for the correction shall be made to the Director. The scoring by the examiners shall be




deemed prima facie correct. No examination paper or any part thereof shall be subject to
alteration, addition or deletion by the applicant except that any manifest error of scoring may be
corrected by the Director. Additional testing procedures or investigation may continue during
the time period provided for review.

3) Any applicant who exercises the right to inspect examination papers shall not be
permitted to take an examination for the same classification within six months of the inspection,
unless a totally different examination form is used.

(1) Preservation of Examination Papers. Applicants and examination papers of all candidates
for employment shall be kept on file in the office of the Director for at least one year.
(Ord. 1978-49. Passed 10-16-78.)

133.05 ELIGIBLE LISTS.

(a) Establishment of Eligible List. The scores or final standing of each applicant shall be
provided to the Civil Service Commission at the completion of the examination. From the
returns of each competitive examination, the Director shall prepare an eligible list of the persons
whose grades in the examination are not less than sixty-five percent or who meet the minimum
performance level and who are otherwise eligible. The eligible list shall be established in the
order of scores or ratings, with the highest score or rating being at the top of the list, and the
lowest score or rating being at the bottom of the list. The grade of any applicant failing to
qualify shall not be made public.

In an open competitive or lateral examination for original appointment, if two or more
applicants receive the same grade, priority in time of filing the application shall determine the
order in which their names shall be placed on the eligible list.

As soon as the grading and rating of an examination have been completed and an eligible
list is established, all applicants shall be notified in writing of their individual score or rating, and
if successful, of the applicant’s final average and related position on the eligible list.

(b) Duration of Eligible List. An eligible list shall be in effect for one year from the date on
which it is established by the Director provided, however, that any list that has been reduced to
less than three names may be abolished at any time by the Director, except when such eligibility
list consists of persons laid-off from the classification for which the eligible list exists. The
Director of Administration may request an extension of the eligible list up to six additional
months or request that the Commission abolish the eligible list after six months.

(c) Causes for Removal from Eligible List. The Director may at any time remove the name
of an applicant from any eligible list for any one or more of the following causes:

(1) Failure of applicant to reply to notice of certification within the time limit of such
notice, unless reasons are presented that satisfy the Director.

2) Rejection of the applicant for any of the causes listed in Section 133.03 (c).

3) Declination of appointment.

4 Failure to notify the Director of change of address.

(5) For attempted deception, fraud or cheating in connection with any application or

tests.

The applicants shall be notified upon being removed from the eligible list unless the
whereabouts of the applicant is unknown or the address provided is inaccurate.

Reinstatement to an eligible list may be requested by the applicant in writing to the
Commission within thirty days after notification of removal. Upon approval by the Commission,




the name of such person shall be restored to the eligible list in a position determined by the grade
obtained by the applicant on the examination.

A person certified from an eligible list more than three times for the classification, and is
not appointed, may be omitted from future certification from that classification.
(d) Change in Address. Applicants shall notity the Director in writing of any changes in
address while their names remain on the eligible list. (Ord. 1978-49. Passes 10-16-78.)

133.06 CERTIFICATION.

(a) Certification from Eligible List. Upon receipt of an eligible list for a classification, the
Civil Service Commission shall certify to the Director of Administration the names of the three
persons standing highest on the eligible list. When more than one vacancy is to be filled in a
classification, the Commission shall certify the number of names equal to the number of
vacancies to be filled and three more in addition thereto; provide, however, that a few number
may be certified when there is not the required number on the eligible list. No person shall be
certified from a promotional eligible list while permanently separated from employment by the
City.

(b) Placement of Lay-Offs on Eligible List. When any regular appointee is laid off, the name
of such person shall be placed at the top of the eligible list for the classification from which the
employee is laid off. If there is no existing list at the time, the name of such person shall
constitute one. When two or more person have been laid off, whether at the same time or not,
their names shall be placed at the top of such eligible list in the order of their appointment in the
classification held by them when laid off. Such persons shall be eligible for certification and
reappointment for a period of two years thereafter.

(c) Waiver of Certification. An eligible may waive certification by notification to the
Director. A waiver of certification shall remain in effect until withdrawn, at which time the
eligible is reinstated to the position originally held on the eligible list. A waiver may not exceed
six months and may not be used more than two times. After two waivers, or after six months
have passed on a waiver, the eligible name shall be removed from the eligible list. Whenever
one or more of the eligible who have been certified waive certification or fail to respond to
notice of certification, the Commission shall supplement the certification from the eligible list by
an equal number of additional names.

(d) Objection. If the Director objects to the certification of any eligible, the specific reasons
for the objection shall be given in writing to the Commission. Any cause contained in Section
133.03(c) shall be deemed sufficient reason for objection, but the Commission may approve
objection for other causes. The person against whom objection is made may be granted a
hearing by the Commission, at which time the Director may present the objection. If the
objection is sustained by the Commission, the next highest name on the eligible list shall be
certified. (Ord. 1994-54. Passed 12-9-94.)

133.07 APPOINTMENTS.

(a) Investigation of Eligibles. Upon the establishment of an eligible list, the Director of
Administration may conduct or authorize an investigation as to whether the eligible possess the
necessary standards of health, physical attributes and mental soundness necessary to perform the
duties and responsibilities of the position sought. The eligible may be investigated prior to
certification.




The investigation may include physical fitness examination and psychological
examination, polygraph examination, background investigation, personal interview or any other
method necessary to ascertain the qualifications and ability of the applicant.

If the eligible is found during the investigation to be unqualified or unsuitable for the
position, such person may be removed from the eligible list. Upon notification to the Civil
Service Commission of such rejection and the reasons thereof, an additional name shall be
certified to replace each eligible removed.

The person against whom objection is made may appeal such rejection to the
Commission within five days after mailing such notification.

(b) Permanent and Promotional Appointments. After certification of the eligible by the
Commission to the Director, the Director shall recommend to the Mayor the name or names of
persons to be appointed or promoted from the eligible list. The Mayor may follow the
recommendation of the Director, or may appoint or promote another on the eligible list. The
Commission shall be notified in writing upon such appointment or promotion. Appointments or
promotions may only be made to authorized positions.

(c) Temporary Appointments. Part-time and temporary employees may be appointed by the
Mayor, by non-competitive examination, from a list maintained by the Director for such
positions. The Commission shall be notified in writing of all such appointments.

Part-time and temporary employees may be dismissed at any time, and do not
have the same rights and privileges as permanent employees, except where so granted. Such
employees are hired and serve under the following conditions:

(1) Must have the previously established minimum qualifications required for the specific
classification.

(2) Are not eligible to transfer to another position.

(3) Are not eligible to take promotional examinations.

(4 Do not serve a probationary period.

(5) Are not placed on an eligible list during lay-off.

(d) Provisional Appointment. When it is urgent that an immediate appointment be made to
fill a vacant, authorized position, and no eligible list exists for the position, the Mayor may make
a provisional appointment to that position. Prior to such appointment the Director shall notify
the Commission. In no case shall a provisional appointment continue longer than 180 days, or
until an appropriate eligible list is established, whichever occurs first.

(e) Emergency Appointment. In time of extreme emergency that poses a threat to public
health, safety or welfare, and it is necessary to employ one or more persons, the Mayor may,
without consulting the Commission, appoint a qualified person or persons during the period of
emergency, but in no such case for a period exceeding fifteen days.

Emergency appointments, with the reasons therefor, shall be reported to the Commission
as soon as possible after the action is taken, but in any event within three days. The Commission
may inquire into the nature of the emergency and reject the appointment if it is found that no
emergency existed. (Ord. 1978-49. Passed 10-16-78.)

(f) Division of Police and Fire Lateral Hire. There shall also be a lateral hire process. Subject to
Civil Service Rule Sections 133.04, 133.05, 133.06 and 133.07(a) an eligible certified hire list
will be generated as provided below:

(1) In response to an advertisement, applicants must submit an employment application
to the Department of Human Resources. In addition, candidates must conform to all minimum




requirements of the Civil Service Commission Rules and Regulations. And all applicants must
meet the following prerequisites:

(1) An applicant must currently or have previously been employed as a full-time
firefighter or peace officer;

(i1) An applicant must meet all position requirements, as outlined in the posted
advertisement; and

(iii) For applicants previously employed, there shall be no more than a one-year
break in service from previous employment as a peace officer or firefighter.

(2) The Police Chief or Fire Chief, in conjunction with Human Resources and Director
of Administration, will review resumes and applications to determine which applicants meet the
lateral entry criteria.

In addition, lateral entry candidates may be required to submit to the following
evaluations, including but not limited to, a thorough background investigation, polygraph or
CVSA examination, physical, psychological and medical evaluation (post offer), oral interview
and drug screening.

(3) Candidates appointed to police officer through these procedures will be hired at a
wage step commensurate with prior peace officer service and firefighters will be hired at Class B
first year. All candidates must also successfully complete the probationary period. Employees
selected through these procedures shall obtain and retain all other rights attributed to the
classified service, following successful completion of the probationary period.

(4) If a police officer or firefighter is hired under the lateral process, then after the lateral
list expires or is abolished, the next hire must be made from an entry level certified eligible list.

(5) If a layoff exists, then the appointment will be subject to the City Civil Service Rules
and Regulations.

(6) The Civil Service Commission is authorized to promulgate rules and regulations for
the administration of the test and selection methodology not inconsistent with this section.

133.08 PROBATIONARY PERIOD.

(a) Purpose. The probationary period shall be regarded as an integral part of the examination
process and shall be used for closely observing the employee’s work, for securing the most
effective adjustment of a new employee to a new job and for dismissing any employee whose
performance does not meet required work standards.

(b) Probation. Permanent original appointments to the classified service, except classified
service with the Division of Police, shall serve a one year probationary period from the date of
such appointment. For permanent original appointments to the classified service in the Division
of Police, a probationary period shall begin the first day of employment and end one year
following the first day of field training. A probationer may be discharged without cause at any
time within the probationary year.

All permanent promotional appointments in the classified service shall serve a
probationary period of one year from the date of such promotion. If during that period the
service of the employee so appointed is not satisfactory, the employee may be reduced to the
position from which the promotion was made.

No permanent appointment or promotion shall be deemed final until the appointee has
satisfactorily served the probationary period.

(c) Probation Reports. All classified employees shall be evaluated in writing during their
probationary period. The employee’s supervisor shall prepare and transmit to the Director of




Administration an evaluation of the performance of the probationary employee upon a form
approved by Council. A probationary employee, upon request, shall be entitled to a copy of such
evaluation.

For original permanent appointees, a report shall be completed quarterly after the
commencement of the probationary period, with the final report completed five days prior to the
expiration of the probationary period. Promotional appointees shall be evaluated ten days prior
to the expiration of their probationary period.

(d) Absence During Probationary Period. Whenever a probationary employee is granted a
leave of absence, sick leave or is laid off, suspended for discipline purposes, or is otherwise
absent from work, the length of the probationary period shall be extended the length of such
absence. Upon return to duty following such absence, such employee shall be required to service
the unexpired portion of the probationary period. (Ord. 1978-49. Passed 10-16-78.)

133.09 PROMOTIONS.

(a) Method of Filling Vacancies. Vacancies in authorized positions above the lowest
classifications in the classified service shall be filled, as far as practicable, by promotions. All
promotional ranks within the Division of Police and Division of Fire shall be filled by
promotion, except as otherwise provided in the Charter or these Codified Ordinances. In regard
to all other positions, the Director of Administration shall in each case determine whether or not
it is practicable to fill a position by promotion, and from what classification or classifications
such promotion shall be made and the type of examination to be used for the promotion. The
Director may authorize a single combined open and promotional examination for the same
position.

Eligibility for a promotional examination shall be limited to permanent employees who
have satisfactorily completed their probationary period in a designated class or classes, and have
received a satisfactory rating average on the last two most recent evaluation reports.

However, when an open examination will be given for a promotion, employees serving
their probationary year in another position may take the open examination. If such employee is
certified and receives the promotion, the employee’s probationary period in the new position
shall be the greater of ninety days from the date of promotion, or the balance of the probationary
year dated from the time of original appointment with the City.

When a vacancy in a promotional position has been announced, and an insufficient
number of qualified applicants are available for either an open or promotional examination, then,
with the approval of the Commission, such promotional position may be under filled by
provisionally appointing to the position a City employee who has less than the minimum
qualifications for the position. During the provisional period, the employee shall receive training
for the position.

At the completion of the provisional period, the employee shall receive permanent
promotion upon passing a promotional examination, or demonstrating to the satisfaction of the
Commission, that the employee is qualified for the promotion.

(b) Promotional Examinations in Police and Fire Divisions. All regular sworn members of
the Fire Division above the rank of firefighter, who have completed five years of service as a
regular sworn member, may take the examination for Chief . All regular sworn members of the
Police Division, in the job classifications of Lieutenant, Captain and Assistant Chief, may take
the examination for Chief. In addition, the Mayor may nominate two additional candidates to
take the examination for Chief in each division. Except for the position of Chief of each




division, no position above the rank of firefighter and patrolman in their respective divisions
shall be filled by original appointment.

(1) When a vacancy occurs among sworn officers in the Fire Division, it shall be filled by
promotional examination which shall be open to persons employed within the division as
follows: lieutenants with at least three years’ service in addition to the required one year
probationary period shall be eligible for the examination for assistant chief. Regular firefighters
with at least five years’ service in addition to the required one year probationary period shall be
eligible for the examinations for assistant chief and/or captain. Regular firefighters with at least
two years’ service in addition to the required one year probationary period shall be eligible to
take the examination for lieutenant. Whenever such promotional examinations are given,
lieutenants shall be eligible to take the examination for captain; captains shall be eligible to take
the examination for assistant chief.

(2) For the purpose of this section, two or more persons who are eligible are required
to take the promotional examination for the examination to be deemed competitive.

When a vacancy occurs among sworn officers in the Police Division, it shall be filled by
promotional examination which shall be open to persons employed within the Division. Police
officers, who have successfully completed the one year initial probationary period, shall be
eligible to take the examination for sergeant. Police Officers and Sergeants, who have
successfully completed the probationary period, shall be eligible to take the examination for
Lieutenant. Police Officers, Sergeants and Lieutenants, who have successfully completed the
probationary period, shall be eligible to take the examination for Captain. Captains and
Lieutenants, who have successfully completed the probationary period, shall be eligible to take
the examination for Assistant Chief.

(c) Unassembled Promotional Examinations. Whenever there are three or less eligible City
employees to compete in a promotional examination, an unassembled examination may be given
to the applicants to determine their ranking on the eligible list. In exceptional cases, the
Commission may authorize the promotion of an eligible employee upon presentation of
satisfactory evidence that competition is impractical.

Promotional examinations in the Police and Fire Division shall be conducted only
according to Section 133.09(b).

(d) Grading of Promotional Examinations. Promotional examinations shall be graded in
accordance with Section 133.04 (f). The candidate’s final score shall be determined by adding
seniority credit points and/ or higher education credits to the total examination score. No
candidate shall receive more than a maximum of seven and one half points for higher education
and/or senority credits combined.

(e) Seniority credit may be given at a rate of one half point credit for each year of continuous
service with the City, up to a maximum of seven and one half points. In promotional
examinations for sworn officers of the Police and Fire Divisions, credit for seniority shall be
based only on service in the Police and Fire Divisions, respectively.

) Higher education credits for promotional candidates may be given at a rate of two and
one half points credit for an Associate’s Degree in a related field or five points credit for a
Bachelor’s Degree in a related field. For Police promotional candidates, higher education credits
will only be considered after two years of full-time service.

Efficiency credit shall not be a factor in determining the final score, except that a
satisfactory average of the two most recent evaluation reports in the employee’s class is
necessary to be eligible to take a promotional examination.




When a tie exists after calculation of the final score, including seniority and higher
education credits, then seniority in the classification from which the promotion is sought shall
determine the order of the scores. If a tie still exists, then the final score by which the applicants
obtained the classification from which the promotion is sought shall determine the order of the
scores. (Ord. 1978-49. Passed 10-16-78.)

133.10 UNSKILLED SERVICE.

(a) Unskilled Positions. Pursuant to Section 5.03 of the Charter, the following shall comprise
the unskilled service of the City, which need not be selected by competitive examination:
Receptionist, Laborer, Equipment Operator I, Assistant Operator (Water Pollution Control and
Water Production), Operator (Water Pollution Control and Water Production),

Utility Technician, Account Clerk, Recreation Specialist, Meter Enforcement Aide, Dispatcher,
Custodian, Parking Meter Technician.

(b) Original Appointments to Unskilled Positions. When a vacancy in an unskilled
classification is to be filled by original appointment, such position shall be advertised as
provided in Section 133.04, and applications made to the Director of Administration. The
Director shall evaluate the applications and give tests as necessary to determine the qualifications
of such applicants. A priority list of applicants shall be compiled by the Director, a copy of
which shall be submitted to the Civil Service Commission, from which appointments shall be
made.

(c) Promotional Appointments to Unskilled Positions. Promotions into unskilled positions as
listed in Section 133. 10(a) shall be made as provided in Section 133.09, except that competitive
examinations need not be used to establish the eligible list. The Director shall evaluate the
applications and give tests as necessary and appropriate to determine the qualifications of the
applicants. A priority list of applicants shall be compiled by the Director, a copy to which shall
be submitted to the Commission, from which the promotions shall be made. (Ord. 1978-49.
Passed 10-16-78.)

133.11 TRANSFERS, LEAVES OF ABSENCE AND RESIGNATIONS.

(a) Transfers. Except for sworn officers of the Police and Fire Divisions, the Director of
Administration may transfer any employee from the position held to a like position in the

same or another division. In addition, any employee may request transfer to a like position in
another division, conditional upon the approval of the Director and the head of the division to
which the employee wishes to be transferred .

(b) Leaves of Absence. A leave of absence without pay for cause may be granted by the
Director for a definite period not to exceed one year, provided that the absence does not disrupt
City operations. Such leaves shall be without pay or benefits, except as authorized by the
Director.

Leaves of absence may be granted for physical disability, for study or training of value to public
service, for maternity leave, or for any other purpose approved by the Director.

A request for leave of absence shall be presented to the Director in writing at least twenty days'
prior to the start of the leave, unless the Director consents to a shorter notice.

Holiday pay, sick leave, hospitalization, vacation, seniority and other benefits shall not accrue
during leave of absence.

Failure to return to work on schedule from a leave of absence shall be considered a resignation.




(c) Resignation. Any employee in the classified service who desires to resign in good
standing shall give a written notice to the employee's division head at least two weeks prior to
the date the employee intends to leave, unless the division head consents to a shorter period.
Then the division head approves such request, it shall be forwarded to the Director, who shall in
turn notify the Civil Service Commission.

If an employee has been served with a dismissal notice, and such notice has been filed with the
Commission, and the employee thereupon resigns, the acceptance of the resignation constitutes
resignation in bad standing. The charges pending shall be deemed withdrawn and the proceeding
shall be dismissed without judgment. The resignation shall be effective immediately and the
employee may not be reinstated.

(d) Reinstatement. At the discretion of the City, any employee in the classified service who
has resigned in good standing may, within one year of the effective date of such resignation,
request from the Director in writing reinstatement to the position from which the employee
resigned. Upon approval of the Director, the employee's former division head and the
Commission, if a vacancy exists, the employee may be reinstated to the classification from which
the employee resigned. If no vacancy exists, the name of the employee may be placed at the top
of the eligible list for the classification from which the employee resigned. If no eligible list
exists, such persons named shall constitute an eligible list. However, where such eligible list
includes the names of laid off employees, the laid off employees shall take priority over
employees who have requested reinstatement. In the uniformed ranks of the Police and Fire
Divisions, reinstatement shall be to the position of patrolman or firefighter, regardless of the
former position held.

(e) Absence Without Leave. Absence from duty without authorized leave for three
consecutive work days shall constitute resignation in bad standing. However, if within three days
of the effective date of such resignation the employee submits sufficient evidence explaining that
the employee was physically or mentally unable to notify the Director or his supervisor, the
Director may authorize reinstatement. For this subsection (e), "work day" means the days the
employee is regularly scheduled to work.

This section does not preclude discipline or dismissal action for a shorter period of absence of
sufficient seriousness.

133.12 PERFORMANCE EVALUATION.

The Director of Administration shall require supervisors to complete annually evaluation reports
of each non-probationary employee. Such reports shall be on forms provided by the Director.
The completed evaluation report shall be presented to the employee for review and discussion,
and must be signed by the employee. No alterations shall be made to the evaluation report after it
has been signed by the employee.

When the evaluation report has been marked, reviewed and signed, a copy shall be furnished to
the employee, a copy shall be retained in the employee's department, and the original shall be
sent to the Director.

Any permanent employee who receives a performance rating average of less than satisfactory
shall have ten days from receipt of notice thereof to file an appeal with the Civil Service
Commission setting forth supporting facts and evidence that the performance rating was not
properly determined. The Director shall, prior to the Commission hearing, inquire of the
employee, the employee's supervisors, and the appointing authority with respect to the appeal,




and submit a report of findings to the Commission. The Commission may amend a performance
rating that averages less than satisfactory if it ascertains that the rating was determined arbitrarily
or totally without regard to actual performance. In the event an employee is rejected for
promotional examination due to a less than satisfactory service rating average for the rating year
preceding the examination and the ten day appeal time has not expired, the employee must file
the performance rating appeal within five days of the receipt of the rejection notice, in order to
be granted conditional acceptance to the examination pending the consideration of the appeal by
the Commission. In the event the Commission amends the employee's performance rating to the
extent necessary to qualify for the promotional examination, the examination will be graded and
if a final passing grade is obtained, the employee's name will be merged to the eligible list. Such
employee shall be eligible for certification thereafter in accordance with the eligible list. (Ord.
1978-49. Passed 10-16-78.)

133.13 LAYOFFS AND REEMPLOYMENT.

(a) Reduction in Personnel. Whenever it becomes necessary to reduce the number of
employees in the classified service by abolishing one or more positions, the Director of
Administration shall have the power to designate the classifications, divisions and departments to
be affected by such layoffs. The Director shall notify the Civil Service Commission and furnish
the names of the employees in the order in which such layoffs occurred.

(b)  Order of Layoffs. Whenever it becomes necessary to reduce the working force in

a classification in any division of the City, the Director shall lay off employees inversely in order
of seniority credit. No layoffs shall be affected or influenced by politics, religion, sex or race,
and no layoffs shall be used as a substitute for disciplinary action.

In the event two or more employees of the same status in the same classification are subject to
layoff and have the same seniority credit, the order of layoff shall be according to their final
average grades on the examination passed to obtain such classification . The employee with the
lowest grade shall be laid off first.

Any permanent employee who has been promoted and is subject to layoft shall be entitled to
return to the position from which the employee was promoted. If such former position has been
filled, the employee in that position shall be demoted into the lower position occupied prior to
the promotion. This process shall continue until the most recently hired employee affected by
such demotions shall be laid off.

(c) Seniority Credit. Seniority credit shall be the amount of continuous service an employee
has accumulated in the service of the City, according to the following rules:

(1) Any permanent employee who has served as a temporary or probationary employee and
who has achieved permanent status with no interruption in service shall receive seniority credit
for the continuous service during the period served as a temporary or probationary employee.
2) Part-time employees shall have their continuous service pro-rated as it relates to full-time
when determining seniority credit for layoff purposes.

3) Any leave without pay other than sick leave, injury leave or military leave shall be
subtracted when computing the continuous service of an employee for purposes of determining
seniority credit.

(4)  The continuous service of a permanent employee who has resigned and been re-instated
shall be computed from the time of the last reinstatement and no seniority credit shall accrue for
service prior thereto.




(d) Re-employment List. When any permanent employee is laid off, the name of such person
shall be placed at the top of the eligible list of the classification from which the employee was
laid off. If there is no existing eligible list at the time, the name shall constitute one. When two or
more persons have been laid off, whether at the same time or not, their names shall be placed at
the top of such eligible list in the order of their appointment in the classification held by them
when laid off

Such persons shall be eligible for certification and reemployment for a period of two years
thereafter, or, if sooner, until such time as the employee is removed from the eligible list for the
reasons provided in Section 133.05(c).

(Ord. 1994-54. Passed 12-19-94.)

133.14 DISCIPLINE.

(a) Disciplinary Action. The tenure of every employee in the classified service shall be
during good behavior and efficient service. Any employee in the classified service who has
completed the probationary period may be dismissed, suspended or demoted for just and
reasonable cause and upon specific written charges.

(b) Disciplinary Procedure. The Mayor, Director of Administration or a department or
division head of the City may prefer charges and suspend, demote or dismiss a classified
employee. Such person shall serve the employee with written notice of the charges preferred and
written notice of the action taken. A copy of such charges shall also be filed with the Director
and the Civil Service Commission.

The disciplined employee may request a hearing with the Director to appeal the action of a
department or division head, which shall be scheduled within three days after the request for
appeal. Upon hearing such appeal, the Director shall issue an opinion in writing within three
days after the hearing that may affirm, deny or modify the disciplinary action. Upon receiving
the written opinion of the Director, or at the date of mailing the letter containing the Director's
opinion, the time period for appealing to the Commission shall commence.

(c) Appeal. A suspended, demoted or dismissed employee may appeal in writing to the
Commission within ten days of the delivery of charges. The Commission shall hear the appeal
not less than twenty days, or more than thirty days, after receipt of a written timely request for a
hearing.

(d) Hearing. The hearing shall be conducted with at least two members of the Commission
present. The hearing shall be in public unless waived in writing by the employee prior to the time
of the hearing.

The Commission shall hear the evidence upon the specific charges as filed by the officer
preferring charges. No material amendment s or addition to the charges may he considered by the
Commission once the charges have been filed.

The proceedings shall be as informal as is compatible with the requirements of justice, and the
Commission need not be bound by formal rules of evidence or procedure. The Commission may
make inquiry in the matter through oral testimony and records presented at the hearing, which is
calculated to ascertain the rights of the parties and to justly carry out the provisions and spirit of
the Charter and these regulations.

The testimony taken at the hearing shall be under oath, administered by the Commission. The
Commission shall have the power to subpoena and require the attendance of witnesses and the
production of pertinent records. The Commission may continue the hearing as is necessary and
required to receive all relevant testimony and evidence.




(e) Ruling. The Commission by majority vote may affirm, disaffirm or modify the
disciplinary action, and may award retroactive pay and benefits or other relief as appropriate. It
shall report its findings and decision lo the Director, who shall be required to have such decision
implemented. The decision of the Commission shall be a final order, which may be appealed to
the Court of Common Pleas of Wayne County within thirty days of the Commission's decision.
() Demotion for Causes Other Than Disciplinary Action. When an employee becomes
physically or mentally incapacitated in the performance of the duties of a position, the Director,
with approval of the employee and the Commission, may reduce the employee to a vacant
position in a lower classification which the employee has the ability to fill, at a pay range
assigned to such lower classification .

Such a demotion may also be made for any other reason upon the written request of the
employee and consent of the Director.

(Ord. 1978-49. Passed 10-16-78.)

133.15 ADMINSTRATION OF CIVIL SERVICE.

(a) Administration. The Civil Service Commission shall enforce the civil service laws and
regulations applicable to the City. The Director of Administration shall be the administrative
officer of the Commission, and may act on behalf of the Commission in administering the civil
service laws and regulations, except where the authority is specifically reserved to the
Commission. The Commission shall have the power to hear appeals regarding implementation of
any civil service laws and regulations.

(Ord. 1978-49 . Passed 10-16-78.)

(b) Civil Service Commission. The Commission shall consist of three members appointed
by the Mayor with majority consent of Council to serve for a term of six years. In accordance
with §4.06 of the Charter, no member shall serve for more than twelve consecutive years. Not
more than two members of the Commission shall be adherents of the same political party. An
appointment to fill an interim vacancy shall be for the unexpired term of the office.

The Commission shall elect one of its members as chairman, one as vice-chairman and one as
secretary. The chairman shall preside over all meetings, sign the minutes of all actions taken by
the Commission, call such meetings as the Commission finds necessary to transact business and
affairs of the Commission, and represent and act for the Commission in matters relating to civil
service.

The chairman may, on his own initiative, and shall upon request of the other two members of the
Commission, call a meeting of the Commission to be held not later than seven days after the date
of the notice of the meeting. A special meeting may be called on not less than twenty-four hours’
notice to the news media and the parties involved. In the absence of the chairman, the vice-
chairman will act as chairman. Two members of the Commission shall constitute a quorum at
any meeting of the Commission and it shall require the affirmative vote of at least two members
to adopt any motion or resolution, or take any official action.

The secretary shall be elected from the members and shall keep the minutes of the Commission
and administer over the files thereof. The secretary shall also prepare and deliver notices,
correspondence and other communication authorized by the Commission and maintain eligibility
lists. The secretary shall perform such other duties as may be required by the Commission . (Ord.
2011-02. Passed 2-7-11.)

(¢)  Suspension and Removal of Commission Member. The Mayor may at any time suspend
or remove any Commission member for neglect of duty, misfeasance, nonfeasance, or




malfeasance in office having first given to such member a copy of the charges setting forth the
specific complaint. An opportunity shall be given such member to be publicly heard before
Council, in person or by counsel in his own defense. A request for hearing before Council must
be filed with the Clerk of Council within ten days of receiving the charges. Only upon the
affirmative vote of the majority of the members of Council hearing such charges shall the

Commission member be removed from office. In no event shall Council hear such
charges unless two-thirds of the voting membership of Council are present. (Ord . 1978-49.
Passed 10-16-78.)

SECTION 2. This Council finds and declares that all formal actions concerning and
relating to the adoption of this Ordinance occurred in an open meeting of this Council or its
Committees, in compliance with law.

SECTION 3. This Ordinance is declared to be an emergency measure necessary to the
immediate preservation of the public health, peace, safety and welfare of the City, or providing
for the usual daily operation of a municipal department or division, and for the further reason
that prompt action is necessary to protect the public and the City; wherefore, this Ordinance shall
be in full force and effect from and immediately after its passage and approval by the Mayor;
provided it receives the affirmative vote of at least three-fourths of the members of the Council;
otherwise it shall take effect and be in force from and after the earliest period allowed by law.
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Passed: , 2017 Vote:
Attest:
Clerk of Council President of Council
Approved: L
Mayor

Introduced by: Barb Knapic




RevLwed -
<howse c/)aycs

ORDINANCE NO. 2017-26

AN ORDINANCE AMENDING PART ONE OF THE
CODIFIED ORDINANCES OF THE CITY OF WOOSTER,
OHIO TO PROVIDE FOR AMENDMENTS AND NEW
SECTIONS TO TITLE FIVE, CHAPTER 133, CIVIL SERVICE
RULES AND REGULATIONS

WHEREAS, updates to Chapter 133 of the Wooster City Ordinances are required due to
changes in regulations, federal, and state laws. In addition, other changes were made, including but
not limited to, a lateral hire provision for the Divisions and Police and Fire, an expansion the
applicant pool for promotional exams, and changes for credits for promotional exams; and

WHEREAS, the Civil Service Commission reviewed the proposed amendments to the civil
service rules and unanimously voted to adopt the changes at the July 18, 2017, Civil Service
Commission Meeting;

WHEREAS, the Council recognizes its constitutional duty to interpret, construe, and
amend its laws to comply with constitutional requirements and regulations as they are
announced; and

WHEREAS, with the passage of any ordinance, the City and the Council accept as
binding the applicability of general principles of criminal and civil law and procedure and the
rights and obligations under the United States and Ohio Constitutions, Ohio Revised Code, and
the Ohio Rules of Civil and Criminal Procedure; and

WHEREAS, Council has determined that it is in the best interests of the City of Wooster
and its residents to enact and codify the proposed additional sections and amendments to part
one, title five, Chapter 133, Civil Service Rules and Regulations, as described below.

NOW, THEREFORE, be it ordained by the Council of the City of Wooster, Ohio:

CHAPTER 133
Civil Service Rules and Regulations

133.01 Definitions

133.02 Classifications
133.03 Applications
133.04 Examinations
133.05 Eligible Lists
133.06 Certifications
133.07 Appointments
133.08 Probationary period
133.09 Promotions

133.10 Unskilled service
133.11 Transfers, leaves of absence and resignations



133.12 Performance evaluation
133.13 Layoffs and reemployment
133.14 Discipline

133.15 Administration of civil service

CROSS REFERENCES
Civil Service - see Ohio Const., Art. XV, Sec. 10
Commission established - see CHTR. §5.01
Powers and functions - see CHTR. §5.02
Classified and unclassified service - see CHTR. §5.03
Civil Service Law - see Ohio R. C. Ch. 124
Open meetings - see ADM. Ch. 107

133.01 DEFINITIONS.

As used in these chapters, the following words, phrases, terms or expressions shall have the
meanings as indicated:

(a) “Abolishment of position” means an elimination of one or more positions due to
reorganization for efficient operations, economic reasons, or for lack of work.

(b) “Allocation” means the assignment of a class to a pay range or an appropriate pay level.
(c) “Applicant” means a person who has formally applied for a position with the City.

(d) “Appointment” means the act of selecting and hiring an individual to a position in the
employment of the City.

(e) “Authorized position” means positions set forth in the official table of organization which
has been authorized and approved by the Mayor.
() “Certification” means the act by which the Civil Service Commission sends to the
Director of Administration a list of names and applicants eligible for a specific position.
(g)  “Classification” or “Classification plan™ means a position or group of positions having
similar duties and responsibilities requiring similar qualifications, which can be properly
designated by one title.
(h)  “Classified service” means all positions in the Civil Service not included in the
unclassified service by the Charter.
(1) “Comrmss:on means the Civil Service Comm1551on of the Clty
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employment:
G) “Continuous Service” means the time a person has been continuously employed,
including time served as a full-time, part-time, temporary, provisional or probationary employee
where there has been a continuation of employment to permanent status without any break in
service.

(k) “Demotion” means a reduction from one classification to another classification for which
the maximum rate of pay is lower.
()] “Director” means the Director of Administration, who also serves as Personnel Director,

although such duties may be delegated.
(m)  “Dismissal” means the permanent separation of an employee from City employment.



(n) “Eligible” means a person who has formally applied for a position with the City and has
been placed on an eligible list, or who has qualified to be placed on an eligible list.

(0) “Eligible list” means a list of names established either through registration, examination,
or reinstatement for the purpose of filling vacancies in the classified service.
(p) “Examination” or “test” means methods or procedures used by the City to assess the

relative capability of applicants to perform the duties and responsibilities of the position sought.
Examinations may comprise one or more of the following types:

(N “Open competitive” means an examination which is open to all qualified
applicants.

(2) “Promotional closed competitive” means an examination which is open to
qualified City employees only.

(3) “Assembled” means an examination which requires qualified applicants to report

a designated time and place to participate in the examination.

4) “Unassembled™ means an examination which is based on review and ranking of
experience, educations and other relevant qualifications or written material submitted by the
applicant.

(5) “Non-Competitive” means an examination not involving competition that may be
held for unskilled positions or part-time, seasonal or temporary positions.

(@ “Job specification” means a written position description susmsary of the duties and
responsibilities of a position.

(r) “Layoff” means removal of an employee from City employment due to lack of work, lack
of funds, or to changes in administrative organization abolishing one or more positions.

(s) “Part-time” means a position of employment that may be continual, but involves an
annual average work week of fewer than thirty hours.

(1) “Pay range” means a group of standard rates of pay with minimum, maximum and
intermediate pay steps.

(u) “Position” means an officially designated job with a general defined group of duties and
responsibilities.

(v)  “Promotion™ means advancement of an employee from one class to another class for
which the maximum rate of pay is higher. In no case shall the rate of pay received by the
employee in the new class be less than the employee received in the class held prior to the
promotion.

(w)  “Provisional” means a short-term replacement in a vacant permanent position for which
no eligible list exists, but which does not exceed 120 days.

(x) “Step increase” means an increase in pay from one pay step to the next successive pay
step within a pay range.

(v) “Suspension” means the temporary and involuntary separation of an employee from City
employment for disciplinary purposes.

(z) “Temporary” means a position involving short-term employment, usually not exceeding
120 calendar days.

(aa)  “Under filling” means filling a promotional position with an existing employee who does
not meet the minimum qualifications for the position, when an inadequate number of qualified
applicants are available for the promotional position. Such employee is provisionally appointed
and then trained to assume responsibility for the position, provided a promotional examination is
passed or the employee’s qualifications are accepted by the Civil Service Commission.



(bb)  “Working day” means any day during which the employee is regularly scheduled to work
or the days during which the municipal offices are open for business, generally Monday through
Friday, which is applicable. (Ord. 1978-49, Passes 10-16-78)

133.02 CLASSIFICATIONS.

(a) Classification. A classification plan for all employees in the classified and unclassified
service shall be developed and maintained by the Director of Administration and pay ranges
established for each classification.

(b) Job Specifications. Job specifications, with essential functions, shall be developed and
maintained by the Director outlining the duties and responsibilities of each classification. The
job specifications are to be descriptive only and shall not be considered comprehensive or as
limiting the duties of a position.

(©) Incumbents of Changed Classifications. Whenever a position has been allocated to a new
classification through merger, abolition or division of classifications, or through the creation of
new classifications, the employee so allocated shall receive the title of the new classification
without examination. Whenever new classifications are established, or amended, merged,
abolished or divided, the Civil Service Commission shall be given a copy of the new
classification within five days of the implementation of such classification. (Ord. 1978-49,
Passed 10-16-78)

133.03 APPLICATIONS.

(a) Filing of Applications. Applications for all positions in the classified service shall be
made to the Director of Administration upon forms furnished by the Director. Questions on the
applications form must be reasonably related to the duties required to be performed in the
position.

(b) Minimum Qualifications. Prior to the announcement of a vacancy in the classified
service, the Director shall prepare in writing the minimum qualifications required for a vacant
position. The minimum qualifications shall make reference to the following when required for a
position: age, education and experience, licenses and certificates, physical condition, criminal
history, polygraph testing, psychological test;-erC-EF-A-+$unding. All required qualifications
must be reasonably related to the duties required to be performed in the position, and shall not be
used to unlawfully discriminate.

A copy of such minimum qualifications shall be provided to the Civil Service
Commission. The minimum qualifications must be made a part of the announcement of the
vacancy. Following publication of the announcement, no reduction or modification in the
minimum qualifications shall be performed.

All applicants must be citizens of the United States and meet the minimum requirements
for a position as stated in the announcement, except when necessary to under fill a promotional
position as provided in Section 133.09(a). All applicants for permanent, full-time positions must
be at least eighteen years old, except for police officers, who shall be twenty-one to thirty-five
years of age, and firemen-firefighters, who shall be twenty-one to thirty-five years of age,
inclusive at the date of appointment. All applicants seeking a position under Section 133.07(f)
shall not be subject to the maximum age requirements of this section. (Ord. 1998-19, Passed 10-
5-98)

(c) Investigation. The Director may investigate the information provided by any applicant.
Whenever the Director finds that an applicant fails to meet minimum qualifications stated on the




announcement; or has been found guilty of a job-related criminal law offense; or has been
dismissed from employment for inefficiency, delinquency or misconduct; or has resigned from
employment while disciplinary charges were pending; or is addicted to the habitual or excessive
use of habit forming drugs or intoxicating beverages; or has made false statement on the
application; or has otherwise demonstrated a lack of integrity or responsible behavior, the
Director may reject the application.

The applicant may appeal the rejection to the Commission within five working days from
the date of the notice of rejection. (Ord. 1978-49. Passed 10-16-78.)

133.04 EXAMINATIONS.

(a) Examinations. All original appointments, lateral hires, and promotions in the classified
service shall be filled according to merit and fitness, to be ascertained, as far as practical, by
competitive examination.

The Director of Administration shall have the responsibility for reviewing the
applications and testing applicants.

(b) Announcements. When the Director determines that a vacancy exists that must be filled
in an authorized position in the classified service, and no valid eligible list exists for such
position, the Director shall establish the date and the type of examination that will be given for
the position.

For all examinations, except promotional examinations, the Director shall announce the
vacancy by placing an advertisement in a local newspaper of general circulation or electronically
publishing, and in other publications as necessary, for three successive days.

Notification of the vacancy shall also be sent to the Civil Service Commission and all
City departments to be posted in a conspicuous location in the Municipal Building.

Each classification vacancy shall be advertised in a separate announcement. Multiple
vacancies in one classification may be combined into one announcement.

The Director may announce a combined open and promotional examination when three
or fewer qualified promotional candidates are available for an examination. The examination
shall be advertised as provided herein.

Promotions of sworn officers in the Police and Fire Divisions shall be made only as
specified in Section 133.09. Promotional positions, except sworn officers in the Police and Fire
Divisions, may be provisionally under filled as provided in Section 133.09(a).

When a position requires exceptional qualifications of a scientific, managerial,
professional or educational nature, or where a particular applicant has unusual qualifications for
a vacant position based on exceptional skills, education or experience, the Director may
determine that it is not practicable to give a competitive examination. In such cases the Director
may approve the appointment of a person of recognized attainment, providing satisfactory
evidence can be presented to the Commission showing that the designated person is
exceptionally qualified and that competition would therefore be impractical.

() Examination Methods. Examination methods shall consist of one or more of the
following tests, as determined by the Director:

(1) Written tests of aptitudes, achievement and knowledge of the work. The test may
include an objective type examination designed to test the applicant’s familiarity with
information and material which could reasonably be expected in the position; standard
intelligence tests; standard aptitude tests; or a dissertation on one or more subjects dealing with
problems encountered in the classification.




(2) Written tests which evaluate mental fitness, character traits and attitudes, provided
such tests are related to the duties of the position sought.

(3) Ratings which evaluate education, training and/or experience pertinent to the
classification for which the examination is taken.

(4) Performance or skill tests which provide for assessment of applicant’s abilities
and manual skills to perform the work involved in the classification.

(&) Physical examinations consisting of muscular strength, agility, endurance and
coordination of applicants.

(6) Oral examinations which evaluate knowledge, personal qualifications, and
communications skills, provided such tests or ratings are practical, competitive and related to
duties of the position sought.

(d) Conduct of Examinations. All examinations shall be conducted under the supervision of
the Director of Administration who may designate or contract on behalf of the Civil Service
Commission for special examiners as required. Written examinations shall be prepared, graded
and the results certified by a university or other qualified testing service, and contracts for such
written examinations shall be approved by the Commission.

No applicant shall be admitted to any written examination after any applicant who has
seen the questions has withdrawn from the examination room.

Visitors or observers shall not be admitted to the examination room during any
examination except by permission of the Director. The Director may provide for assistance for
handicapped applicants who are otherwise qualified. Such assistance shall be limited to reading
the examination and/or marking the answers as directed by the applicant.

Any applicant who, during an examination, attempts to aid himself or another applicant
in answering questions by reference to notes or other material not approved for use by all
applicants, or by discussion with other applicants, or by other means of cheating, shall be
dismissed from such examination and shall receive no grade.

Examinations shall be conducted in accordance with the following procedures:

(1)  Written examinations shall be administered to all applicants on the date
advertised. Prior to the start of the examination, each applicant shall complete and sign an
identification card containing a number the applicant must use to identify the examination form
and answer sheets, and other such information as required. The identification cards shall be
sealed in a blank envelope and delivered to the Commission, who shall use the numbers to
identify and rank the test scores. The identity of the person taking the test shall be concealed
from the examiners by the use of the identification number by the applicant on the examination
form and answer sheet.

(2) An unassembled test which involves the evaluation of education, experience and
training of applicants shall use a consistent standard of ranking the qualifications of all
applicants.

3) Performance tests shall involve similar tasks for all applicants competing for the
same position, and shall be related to the actual duties and responsibilities of the position. This
type of examination shall be administered by someone designated by the Director who is familiar
with the skills required in the position,

(4) Physical examination shall involve similar physical fitness activities for all
applicants, and shall be related to the duties and responsibilities of the position.

(5) Oral examination shall involve similar questions for all applicants related to the
duties and responsibilities of the position. This examination shall be administered by two or




more individuals, one of whom may be the Director, or one or more persons selected by the
Director familiar with the position. The two examiners shall average their scores to determine a
final score for the applicant.
(e) Postponement and Cancellation of Examinations. The Director of Administration shall
have the right to postpone any examination because of an inadequate number of applications,
because of non-attendance of special examiners, or for other sufficient cause, or to cancel any
examination, the holding of which becomes unnecessary because of change in the personnel
requirements of the City. All postponements or cancellations shall be approved by the Civil
Service Commission.
(H) Grading of Examinations. All examinations shall be graded or ranked by the examiner
and the results certified to the Commission. Written examinations shall be graded by statistical
methods which proportion and convert individual scores on a scale where 100% represents the
highest possible attainment and 65% represents the minimum level of attainment. Non-written
examinations shall use a consistent passing mark representing the minimum performance level
for each examination. In order to attain place on the eligible list, an applicant’s final grade
average from all tests must be no less than 65% for written examinations or the minimum
performance level on non-written examinations. However, the Director, with the approval of the
Commission, may require at least 65% in some specific part of an examination as published in
the announcement, and the failure of the candidate to make such required 65% in that part of the
examination will disqualify the applicant in the entire examination.

The weights of the various parts of each examination shall be determined by the Director
and shall be applied uniformly in determining each applicant’s final grade.

An applicant who has served es-active duty in the amled Armed Fforces, Reserve.
National Guard, or other Uniformed Services of the United States and has been honorably

d1scharged withinfive-years-of the date-of application-te-the-City, shall receive five points credit
in addition to the test score. Partieipation-in-the National-Guard ROTC orany-inactive military
%%M%MMWWM Veteran credit points shall not be added
until a passing grade is obtained by the applicant. Veteran credit points shall not apply to any
promotional or unassembled examination.

Police officer applicants shall receive two and one-half points credit in addition to the test
score for an Associate’s Degree or five points additional credit for a Bachelor’s Degree.
Applicants shall receive one-half point credit for each year of part-time service in their respective
divisions.

(2) Repeating Examinations. No person who has failed to pass an examination shall be
permitted to be re-examined for the same classification within six months of the date of the
previous examination. However, the Director may, if the examination is determined to be unfair
or unjust, permit person who have failed an examination to be re-examined before the expiration
of the six month period, but in no case prior to sixty days from the date of such failure. When
such re-examination occurs, physical examinations need not be repeated, but rather the
applicant’s score in the previous examination may be used. Applicants disqualified and removed
from an eligible list because of an unsatifactory background investigation may net repeat an
examination for the same classification after three years from date of disqualification.

(h) Inspection of Examination Papers by Candidates.

(1) All selection and grading devices and examination papers are the property of the
City, and shall be treated as confidential records to the maximum extent possible under law.




(2)  Upon receiving notification of the examination grade, applicants may review the
keyed copy of the written examination and their own answer sheet, which is identified by their
number received during the examination. The criteria and standards used for non-written
examinations may also be reviewed during the period herein provided. This review must be
requested within five days exclusive of Saturdays, Sundays and holidays, from the date of
mailing the applicant’s notification of the examination grade. Review must take place in the
presence of the Director or a person designated by the Director. Notetaking in regard to the
exam content shall not be permitted. If the applicant believes a clerical error has been made, a
request for the correction shall be made to the Director. The scoring by the examiners shall be
deemed prima facie correct. No examination paper or any part thereof shall be subject to
alteration, addition or deletion by the applicant except that any manifest error of scoring may be
corrected by the Director. Additional testing procedures or investigation may continue during
the time period provided for review.

(3)  Any applicant who exercises the right to inspect examination papers shall not be
permitted to take an examination for the same classification within six months of the inspection,
unless a totally different examination form is used.

(1) Preservation of Examination Papers. Applicants and examination papers of all candidates
for employment shall be kept on file in the office of the Director for at least one year.
(Ord. 1978-49. Passed 10-16-78.)

133.05 ELIGIBLE LISTS.

(a) Establishment of Eligible List. The scores or final standing of each applicant shall be
provided to the Civil Service Commission at the completion of the examination. From the
returns of each competitive examination, the Director shall prepare an eligible list of the persons
whose grades in the examination are not less than sixty-five percent or who meet the minimum
performance level and who are otherwise eligible. The eligible list shall be established in the
order of scores or ratings, with the highest score or rating being at the top of the list, and the
lowest score or rating being at the bottom of the list. The grade of any applicant failing to
qualify shall not be made public.

In an open competitive or lateral examination for original appointment, if two or more
applicants receive the same grade, priority in time of filing the application shall determine the
order in which their names shall be placed on the eligible list.

As soon as the grading and rating of an examination have been completed and an eligible
list is established, all applicants shall be notified in writing of their individual score or rating, and
if successful, of the applicant’s final average and related position on the eligible list.

(b)  Duration of Eligible List. An eligible list shall be in effect for one year from the date on
which it is established by the Director provided, however, that any list that has been reduced to
less than three names may be abolished at any time by the Director, except when such eligibility
list consists of persons laid-off from the classification for which the eligible list exists. The
Director of Administration may request an extension of the eligible list up to six additional
months or request that the Commission abolish the eligible list after six months.

(c) Causes for Removal from Eligible List. The Director may at any time remove the name
of an applicant from any eligible list for any one or more of the following causes:

(1) Failure of applicant to reply to notice of certification within the time limit of such
notice, unless reasons are presented that satisfy the Director.

(2) Rejection of the applicant for any of the causes listed in Section 133.03 (c).




(3) Declination of appointment.

(4) Failure to notify the Director of change of address.

(5) For attempted deception, fraud or cheating in connection with any application or
tests.

The applicants shall be notified upon being removed from the eligible list unless the
whereabouts of the applicant is unknown or the address provided is inaccurate.

Reinstatement to an eligible list may be requested by the applicant in writing to the
Commission within thirty days after notification of removal. Upon approval by the Commission,
the name of such person shall be restored to the eligible list in a position determined by the grade
obtained by the applicant on the examination.

A person certified from an eligible list more than three times for the classification, and is
not appointed, may be omitted from future certification from that classification.

(d) Change in Address. Applicants shall notify the Director in writing of any changes in
address while their names remain on the eligible list. (Ord. 1978-49. Passes 10-16-78.)

133.06 CERTIFICATION.

(a) Certification from Eligible List. Upon receipt of an eligible list for a classification, the
Civil Service Commission shall certify to the Director of Administration the names of the three
persons standing highest on the eligible list. When more than one vacancy is to be filled in a
classification, the Commission shall certify the number of names equal to the number of
vacancies to be filled and three more in addition thereto; provide, however, that a few number
may be certified when there is not the required number on the eligible list. No person shall be
certified from a promotional eligible list while permanently separated from employment by the
City.

(b) Placement of Lay-Offs on Eligible List. When any regular appointee is laid off, the name
of such person shall be placed at the top of the eligible list for the classification from which the
employee is laid off. If there is no existing list at the time, the name of such person shall
constitute one. When two or more person have been laid off, whether at the same time or not,
their names shall be placed at the top of such eligible list in the order of their appointment in the
classification held by them when laid off. Such persons shall be eligible for certification and
reappointment for a period of two years thereafter.

(c) Waiver of Certification. An eligible may waive certification by notification to the
Director. A waiver of certification shall remain in effect until withdrawn, at which time the
eligible is reinstated to the position originally held on the eligible list. A waiver may not exceed
six months and may not be used more than two times. After two waivers, or after six months
have passed on a waiver, the eligible name shall be removed from the eligible list. Whenever
one or more of the eligible who have been certified waive certification or fail to respond to
notice of certification, the Commission shall supplement the certification from the eligible list by
an equal number of additional names.

(d) Objection. If the Director objects to the certification of any eligible, the specific reasons
for the objection shall be given in writing to the Commission. Any cause contained in Section
133.03(c) shall be deemed sufficient reason for objection, but the Commission may approve
objection for other causes. The person against whom objection is made may be granted a
hearing by the Commission, at which time the Director may present the objection. If the
objection is sustained by the Commission, the next highest name on the eligible list shall be
certified. (Ord. 1994-54. Passed 12-9-94.)




133.07 APPOINTMENTS.

(a) Investigation of Eligibles. Upon the establishment of an eligible list, the Director of
Administration may conduct or authorize an investigation as to whether the eligible possess the
necessary standards of health, physical attributes and mental soundness necessary to perform the
duties and responsibilities of the position sought. The eligible may be investigated prior to
certification.

The investigation may include physical fitness examination, -medieal-examination and
psychological and/erpsyehiatrie examination, polygraph examination, background investigation,
personal interview or any other method necessary to ascertain the qualifications and ability of the
applicant.

If the eligible is found during the investigation to be unqualified or unsuitable for the
position, such person may be removed from the eligible list. Upon notification to the Civil
Service Commission of such rejection and the reasons thereof, an additional name shall be
certified to replace each eligible removed.

The person against whom objection is made may appeal such rejection to the
Commission within five days after mailing such notification.

(b) Permanent and Promotional Appointments. After certification of the eligible by the
Commission to the Director, the Director shall recommend to the Mayor the name or names of
persons to be appointed or promoted from the eligible list. The Mayor may follow the
recommendation of the Director, or may appoint or promote another on the eligible list. The
Commission shall be notified in writing upon such appointment or promotion. Appointments or
promotions may only be made to authorized positions.

(c) Temporary Appointments. Part-time and temporary employees may be appointed by the
Mayor, by non-competitive examination, from a list maintained by the Director for such
positions. Ne-such-appointmentshall be-made-to-any full-time-permanent positionin-the
classified-serviee-The Commission shall be notified in writing of all such appointments.

CET-A-—employeeshired-atter October 1978 shal-be constdered-temporary
entployees.

Part-time and temporary employees may be dismissed at any time, and do not have the
same rights and privileges as permanent employees, except where so granted. Such employees
are hired and serve under the following conditions:

(1) Must have the previously established minimum qualifications required for the
specific classification.

(2) Are not eligible to transfer to another position.

3) Are not eligible to take promotional examinations.

4) Do not serve a probationary period.

5 Are not placed on an eligible list during lay-off.

(d) Provisional Appointment. When it is urgent that an immediate appointment be made to
fill a vacant, authorized position, and no eligible list exists for the position, the Mayor may make
a provisional appointment to that position. Prior to such appointment the Director shall notify

the Commission;whe-shall-approve the-appeintment. Ameongsworn-officers-ofthe Policeand

Fire-Divistons—provisionabappeointiments-may-only-be-made by-appeinting thenext-Jower
available rank tofill such-positions. In no case shall a provisional appointment continue longer
than 120 180 days, or until an appropriate eligible list is established, whichever occurs first.




(e) Emergency Appointment. In time of extreme emergency that poses a threat to public
health, safety or welfare, and it is necessary to employ one or more persons, the Mayor may,
without consulting the Commission, appoint a qualified person or persons during the period of
emergency, but in no such case for a period exceeding fifteen days.

Emergency appointments, with the reasons therefor, shall be reported to the Commission
as soon as possible after the action is taken, but in any event within three days. The Commission
may inquire into the nature of the emergency and reject the appointment if it is found that no
emergency existed. (Ord. 1978-49. Passed 10-16-78.)

(f) Division of Police and Fire Lateral Hire. There shall also be a lateral hire process. Subject to
Civil Service Rule Sections 133.04, 133.05, 133.06 and 133.07(a) an eligible certified hire list
will be generated as provided below:

(1) Inresponse to an advertisement, applicants must submit an employment application
to the Department of Human Resources. In addition, candidates must conform to all minimum
requirements of the Civil Service Commission Rules and Regulations. And all applicants must
meet the following prerequisites:

(i) An applicant must currently or have previously been employed as a full-time
firefighter or peace officer;

(i) An applicant must meet all position requirements, as outlined in the posted
advertisement: and

(i11) For applicants previously employed, there shall be no more than a one-year
break in service from previous employment as a peace officer or firefighter.

(2) The Police Chief or Fire Chief, in conjunction with Human Resources and Director
of Administration, will review resumes and applications to determine which applicants meet the
lateral entry criteria.

In addition, lateral entry candidates may be required to submit to the following
evaluations, including but not limited to, a thorough background investigation, polygraph or
CVSA examination, physical, psychological and medical evaluation (post offer), oral interview
and drug screening.

(3) Candidates appointed to police officer through these procedures will be hired at a
wage step commensurate with prior peace officer service and firefighters will be hired at Class B
first year. All candidates must also successfully complete the probationary period. Employees
selected through these procedures shall obtain and retain all other rights attributed to the
classified service, following successful completion of the probationary period.

(4) If a police officer or firefighter is hired under the lateral process, then after the lateral
list expires or is abolished, the next hire must be made from an entry level certified eligible list.

(5) If a layoff exists, then the appointment will be subject to the City Civil Service Rules
and Regulations.

(6) The Civil Service Commission is authorized to promulgate rules and regulations for
the administration of the test and selection methodology not inconsistent with this section.

133.08 PROBATIONARY PERIOD.

(a)  Purpose. The probationary period shall be regarded as an integral part of the examination
process and shall be used for closely observing the employee’s work, for securing the most
effective adjustment of a new employee to a new job and for dismissing any employee whose
performance does not meet required work standards.



(b) Probation. Adl-p Permanent original appointments to the classified service, except
classified service with the Division of Police, shall serve a one year probationary period from the
date of such appointment. For permanent original appointments to the classified service in the
Division of Police, a probationary period shall begin the first day of employment and end one
year following the first day of field training. A probationer may be discharged without cause at
any time within the probationary year.

All permanent promotional appointments in the classified service shall serve a
probationary period of sninety one year days from the date of such promotion. If during that
period the service of the employee so appointed is not satisfactory, the employee may be reduced
to the position from which the promotion was made.

No permanent appointment or promotion shall be deemed final until the appointee has
satisfactorily served the probationary period.

(©) Probation Reports. All classified employees shall be evaluated in writing during their
probationary period. The employee’s supervisor shall prepare and transmit to the Director of
Administration an evaluation of the performance of the probationary employee upon a form
approved by Council. A probationary employee, upon request, shall be entitled to a copy of such
evaluation.

For original permanent appointees, a report shall be completed quarterly afterthe-original
date-ofappointment-after the commencement of the probationary period, with the final report
completed five days prior to the expiration of the probationary period. Promotional appointees
shall be evaluated ten days prior to the expiration of their probationary period.

(d) Absence During Probationary Period. Whenever a probationary employee is granted a
leave of absence, sick leave or is laid off, suspended for discipline purposes, or is otherwise
absent from work, the length of the probationary period shall be extended the length of such
absence. Upon return to duty following such absence, such employee shall be required to service
the unexpired portion of the probationary period. (Ord. 1978-49. Passed 10-16-78.)

133.09 PROMOTIONS.

(a) Method of Filling Vacancies. Vacancies in authorized positions above the lowest
classifications in the classified service shall be filled, as far as practicable, by promotions. All
promotional ranks within the Division of Police and Division of Fire shall be filled by
promotion, except as otherwise provided in the Charter or these Codified Ordinances. In regard
to all other positions, the Director of Administration shall in each case determine whether or not
it is practicable to fill a position by promotion, and from what classification or classifications
such promotion shall be made and the type of examination to be used for the promotion. The
Director may authorize a single combined open and promotional examination for the same
position.

Eligibility for a promotional examination shall be limited to permanent employees who
have satisfactorily completed their probationary period in a designated class or classes, and have
received a satisfactory rating average on the last two most recent evaluation reports.

However, when an open examination will be given for a promotion, employees serving
their probationary year in another position may take the open examination. If such employee is
certified and receives the promotion, the employee’s probationary period in the new position
shall be the greater of ninety days from the date of promotion, or the balance of the probationary
year dated from the time of original appointment with the City.




When a vacancy in a promotional position has been announced, and an insufficient
number of qualified applicants are available for either an open or promotional examination, then,
with the approval of the Commission, such promotional position may be under filled by
provisionally appointing to the position a City employee who has less than the minimum
qualifications for the position. During the provisional period, the employee shall receive training
for the position.

At the completion of the provisional period, the employee shall receive permanent
promotion upon passing a promotional examination, or demonstrating to the satisfaction of the
Commission, that the employee is qualified for the promotion.

(b) Promotional Examinations in Police and Fire Divisions. All regular sworn members of

the Pelice-and-Fire Division above the rank of firefighter, above-therank-of patrolman-or
firefighterrespeetively; who have completed five years of service %emresmeﬂ%wm&

as a regular sworn members. may take the examination for Chief .
All regular sworn members of the Police Division, in the job classifications 0’[ Lmutendnt
Captain and Assistant Chief, may take the examination for Chief. In addition, the Mayor may
nominate two additional candidates to take the examination for Chief in each division. Except
for the position of Chief of each division, no position above the rank of firefighter fireman-and
patrolman in their respective divisions shall be filled by original appointment.

(1)When a vacancy occurs among sworn officers in the Fire Division, it shall be filled by
promotional examination which shall be open to persons employed within the division as
follows: lieutenants with at least three years” service in addition to the required one year
probationary period shall be eligible for the examination for assistant chief. Regular firemen
firefighters with at least five years’ service in addition to the required one year probationary
penod shall be ell glble for the exammat:ons for assistant chief and/or Laptam Regﬁ}af—hfemeﬁ

pfebdﬂeim%peﬁed—fRegular firenten llrehuhtem mlh at least two years” service in addition to
the required one year probationary period shall be eligible to take the examination for lieutenant.
Whenever such promotional examinations are given, lieutenants shall be eligible to take the
examination for captain; captains shall be eligible to take the examination for assistant chief.

(2)  For the purpose of this sessien section, two or more persons who are eligible are
required to take the promotional examination for the examination to be deemed competitive.

When a vacancy occurs among sworn officers in the Police Division, it shall be filled by
promotional examination which shall be open to persons employed within the Division. as

o 4l ation for i -

Police officers, who have successfully completed the one year initial probationary period,
shall be eligible to take the examination for sergeant. Police Officers and Sergeants, who have
successfully completed the probationary period, shall be eligible to take the examination for
Lieutenant. Police Officers, Sergeants and Lieutenants, who have successfully completed the
probationary period, shall be eligible to take the examination for Captain. Captains and
Lieutenants, who have successfully completed the probationary period, shall be eligible to take

the exammatlon tor Assmtant Ch1ef M—WM&F@MF@H{W&S—F@&?W




(c) Unassembled Promotional Examinations. Whenever there are three or less eligible City
employees to compete in a promotional examination, an unassembled examination may be given
to the applicants to determine their ranking on the eligible list. In exceptional cases, the
Commission may authorize the promotion of an eligible employee upon presentation of
satisfactory evidence that competition is impractical.

Promotional examinations in the Police and Fire Division shall be conducted only
according to Section 133.09(b).

(d) Grading of Promotional Examinations. Promotional examinations shall be graded in
accordance with Section 133.04 (f). The candidate’s final score shall be determined by adding
seniority credit points and/ or higher education credits to the total examination score. No
candidate shall receive more than a maximum of seven and one half points for higher education
and/or senority credits combined.

(e) Seniority credit shall may be given at a rate of one half point credit for each year of
continuous service with the City, up to a maximum of seven and one half points. based-en
continbous-service with-Hhe Cryv-up-toa-mmdmum-of fHiteen years. One halt pomnt shall be
added for-each-year-of service-with-the City- In promotional examinations for sworn officers of
the Police and Fire Divisions, credit for seniority shall be based only on service in the Police and
Fire Divisions, respectively.

(H) Higher education credits for promotional candidates may be given at a rate of two and
one half points credit for an Associate’s Degree in a related field or five points credit for a
Bachelor’s Degree in a related field. Ne-eandidateshall receive-meore-than-a-maximum-ofseven
and-one-halfpointsfor-higheredueation. For Police promotional candidates, higher education
credits will only be considered after two years of full-time service.

Efficiency credit shall not be a factor in determining the final score, except that a
satisfactory average of the two most recent evaluation reports in the employee’s class is
necessary to be eligible to take a promotional examination.

When a tie exists after calculation of the final score, including seniority and higher
education credits, then seniority in the classification from which the promotion is sought shall
determine the order of the scores. If a tie still exists, then the final score by which the applicants
obtained the classification from which the promotion is sought shall determine the order of the
scores. (Ord. 1978-49. Passed 10-16-78.)

133.10 UNSKILLED SERVICE.

(a) Unskilled Positions. Pursuant to Section 5.03 of the Charter, the following shall comprise
the unskilled service of the City, which need not be selected by competitive examination:
Receptionist, Laborer, Equipment Operator I, Assistant Operator (Water Pollution Control and
Water Production), Operator (Water Pollution Control and Water Production),

Utility Technician, Account Clerk, Recreation Specialist, Meter Enforcement Aide, Dispatcher,
Custodian, Parking Meter Technician.

(b) Original Appointments to Unskilled Positions. When a vacancy in an unskilled
classification is to be filled by original appointment, such position shall be advertised as
provided in Section 133.04, and applications made to the Director of Administration. The
Director shall evaluate the applications and give tests as necessary to determine the qualifications
of such applicants. A priority list of applicants shall be compiled by the Director, a copy of
which shall be submitted to the Civil Service Commission, from which appointments shall be
made.




(c) Promotional Appointments to Unskilled Positions. Promotions into unskilled positions as
listed in Section 133. 10(a) shall be made as provided in Section 133.09, except that competitive

examinations need not be used to establish the eligible list. The Director shall evaluate the
applications and give tests as necessary and appropriate to determine the qualifications of the
applicants. A priority list of applicants shall be compiled by the Director, a copy to which shall
be submitted to the Commission, from which the promotions shall be made. (Ord. 1978-49.
Passed 10-16-78.)

133.11 TRANSFERS, LEAVES OF ABSENCE AND RESIGNATIONS.
(a) Transfers. Except for sworn officers of the Police and Fire Divisions, the Director of
Administration may transfer any employee from the position held to a like position in the
same or another division. In addition, any employee may request transfer to a like position in
another division, conditional upon the approval of the Director and the head of the division to
which the employee wishes to be transferred .
(b) Leaves of Absence. A leave of absence without pay for cause may be granted by the
Director for a definite period not to exceed one year, provided that the absence does not disrupt
City operations. Such leaves shall be without pay or benefits, except as authorized by the
Director.

Leaves of absence may be granted for physical disability, for study or training of value to
public service, for maternity leave, or for any other purpose approved by the Director.

A request for leave of absence shall be presented to the Director in writing at least twenty
days' prior to the start of the leave, unless the Director consents to a shorter notice.

Holiday pay, sick leave, hospitalization, vacation, seniority and other benefits shall not
accrue during leave of absence.

Failure to return to work on schedule from a leave of absence shall be considered a
resignation.
() Resignation. Any employee in the classified service who desires to resign in good
standing shall give a written notice to the employee's division head at least two weeks prior to
the date the employee intends to leave, unless the division head consents to a shorter period.
Then the division head approves such request, it shall be forwarded to the Director, who shall in
turn notify the Civil Service Commission.

If an employee has been served with a dismissal notice, and such notice has been filed
with the Commission, and the employee thereupon resigns, the acceptance of the resignation
constitutes resignation in bad standing. The charges pending shall be deemed withdrawn and the
proceeding shall be dismissed without judgment. The resignation shall be effective immediately
and the employee may not be reinstated.

(d) Reinstatement. At the discretion of the City, any employee in the classified service who
has resigned in good standing may, within one year of the effective date of such resignation,
request from the Director in writing reinstatement to the position from which the employee
resigned. Upon approval of the Director, the employee's former division head and the
Commission, if a vacancy exists, the employee may be reinstated to the classification from which
the employee resigned. If no vacancy exists, the name of the employee shall may be placed at the
top of the eligible list for the classification from which the employee resigned. If no eligible list
exists, such persons named shall constitute an eligible list. However, where such eligible list
includes the names of laid off employees, the laid off employees shall take priority over
employees who have requested reinstatement. In the uniformed ranks of the Police and Fire




Divisions, reinstatement shall be to the position of patrolman or firemanfighter, regardless of the
former position held.
(e) Absence Without Leave. Absence from duty without authorized leave for three
consecutive work days shall constitute resignation in bad standing. However, if within three days
of the effective date of such resignation the employee submits sufficient evidence explaining that
the employee was physically or mentally unable to notify the Director or his supervisor, the
Director may authorize reinstatement. For this subsection (e), "work day" means the days the
employee is regularly scheduled to work.

This section does not preclude discipline or dismissal action for a shorter period of absence
of sufficient seriousness.
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133.12 PERFORMANCE EVALUATION.

The Director of Administration shall require supervisors to complete annually evaluation
reports of each non-probationary employee. Such reports shall be on forms provided by the
Director. The completed evaluation report shall be presented to the employee for review and
discussion, and must be signed by the employee. No alterations shall be made to the evaluation
report after it has been signed by the employee.

When the evaluation report has been marked, reviewed and signed, a copy shall be
furnished to the employee, a copy shall be retained in the employee's department, and the
original shall be sent to the Director.

e e ket
Any permanent employee who receives a performance rating average of less than

satisfactory shall have ten days from receipt of notice thereof to file an appeal with the Civil
Service Commission setting forth supporting facts and evidence that the performance rating was
not properly determined. The Director shall, prior to the Commission hearing, inquire of the
employee, the employee's supervisors, and the appointing authority with respect to the appeal,
and submit a report of findings to the Commission. The Commission may amend a performance
rating that averages less than satisfactory if it ascertains that the rating was determined arbitrarily
or totally without regard to actual performance. In the event an employee is rejected for
promotional examination due to a less than satisfactory service rating average for the rating year
preceding the examination and the ten day appeal time has not expired, the employee must file
the performance rating appeal within five days of the receipt of the rejection notice, in order to
be granted conditional acceptance to the examination pending the consideration of the appeal by
the Commission. In the event the Commission amends the employee's performance rating to the
extent necessary to qualify for the promotional examination, the examination will be graded and



if a final passing grade is obtained, the employee's name will be merged to the eligible list. Such
employee shall be eligible for certification thereafter in accordance with the eligible list. (Ord.
1978-49. Passed 10-16-78.)

133.13 LAYOFFS AND REEMPLOYMENT.

(a) Reduction in Personnel. Whenever it becomes necessary to reduce the number of
employees in the classified service by abolishing one or more positions, the Director of
Administration shall have the power to designate the classifications, divisions and departments to
be affected by such layoffs. The Director shall notify the Civil Service Commission and furnish
the names of the employees in the order in which such layoffs occurred.

(b) Order of Layoffs. Whenever it becomes necessary to reduce the working force in

a classification in any division of the City, the Director shall lay off employees inversely in order
of seniority credit. No layoffs shall be affected or influenced by politics, religion, sex or race,
and no layoffs shall be used as a substitute for disciplinary action.

In the event two or more employees of the same status in the same classification are subject
to layoff and have the same seniority credit, the order of layoff shall be according to their final
average grades on the examination passed to obtain such classification . The employee with the
lowest grade shall be laid off first.

Any permanent employee who has been promoted and is subject to layoff shall be entitled to
return to the position from which the employee was promoted. If such former position has been
filled, the employee in that position shall be demoted into the lower position occupied prior to
the promotion. This process shall continue until the most recently hired employee affected by
such demotions shall be laid off.

(c) Seniority Credit. Seniority credit shall be the amount of continuous service an employee
has accumulated in the service of the City, according to the following rules:

(1) Any permanent employee who has served as a temporary or probationary
employee and who has achieved permanent status with no interruption in service shall receive
seniority credit for the continuous service during the period served as a temporary or
probationary employee.

(2) Part-time employees shall have their continuous service pro-rated as it relates to
full-time when determining seniority credit for layoff purposes.

(3) Any leave without pay other than sick leave, injury leave or military leave shall
be subtracted when computing the continuous service of an employee for purposes of
determining seniority credit.

4 The continuous service of a permanent employee who has resigned and been re-
instated shall be computed from the time of the last reinstatement and no seniority credit shall
accrue for service prior thereto.

(d) Re-employment List. When any permanent employee is laid off, the name of such person
shall be placed at the top of the eligible list of the classification from which the employee was
laid off. If there is no existing eligible list at the time, the name shall constitute one. When two or
more persons have been laid off, whether at the same time or not, their names shall be placed at
the top of such eligible list in the order of their appointment in the classification held by them
when laid off

Such persons shall be eligible for certification and reemployment for a period of two
years thereafter, or, if sooner, until such time as the employee is removed from the eligible list
for the reasons provided in Section 133.05(c).




(Ord. 1994-54. Passed 12-19-94.)

133.14 DISCIPLINE.

(a) Disciplinary Action. The tenure of every employee in the classified service shall be
during good behavior and efficient service. Any employee in the classified service who has
completed the probationary period may be dismissed, suspended or demoted for just and
reasonable cause and upon specific written charges.

(b) Disciplinary Procedure. The Mayor, Director of Administration or a department or
division head of the City may prefer charges and suspend, demote or dismiss a classified
employee. Such person shall serve the employee with written notice of the charges preferred and
written notice of the action taken. A copy of such charges shall also be filed with the Director
and the Civil Service Commission.

The disciplined employee may request a hearing with the Director to appeal the action of
a department or division head, which shall be scheduled within three days after the request for
appeal. Upon hearing such appeal, the Director shall issue an opinion in writing within three
days after the hearing that may affirm, deny or modify the disciplinary action. Upon receiving
the written opinion of the Director, or at the date of mailing the letter containing the Director's
opinion, the time period for appealing to the Commission shall commence.

(c) Appeal. A suspended, demoted or dismissed employee may appeal in writing to the
Commission within ten days of the delivery of charges. The Commission shall hear the appeal
not less than twenty days, or more than thirty days, after receipt of a written timely request for a
hearing.

(d) Hearing. The hearing shall be conducted with at least two members of the Commission
present. The hearing shall be in public unless waived in writing by the employee prior to the time
of the hearing.

The Commission shall hear the evidence upon the specific charges as filed by the officer
preferring charges. No material amendment s or addition to the charges may he considered by the
Commission once the charges have been filed.

The proceedings shall be as informal as is compatible with the requirements of justice,
and the Commission need not be bound by formal rules of evidence or procedure. The
Commission may make inquiry in the matter through oral testimony and records presented at the
hearing, which is calculated to ascertain the rights of the parties and to justly carry out the
provisions and spirit of the Charter and these regulations.

The testimony taken at the hearing shall be under oath, administered by the Commission.
The Commission shall have the power to subpoena and require the attendance of witnesses and
the production of pertinent records. The Commission may continue the hearing as is necessary
and required to receive all relevant testimony and evidence.

(e) Ruling. The Commission by majority vote may affirm, disaffirm or modify the
disciplinary action, and may award retroactive pay and benefits or other relief as appropriate. It
shall report its findings and decision lo the Director, who shall be required to have such decision
implemented. The decision of the Commission shall be a final order, which may be appealed to
the Court of Common Pleas of Wayne County within thirty days of the Commission's decision.
® Demotion for Causes Other Than Disciplinary Action. When an employee becomes
physically or mentally incapacitated in the performance of the duties of a position, the Director,
with approval of the employee and the Commission, may reduce the employee to a vacant




position in a lower classification which the employee has the ability to fill, at a pay range
assigned to such lower classification .

Such a demotion may also be made for any other reason upon the written request of the
employee and consent of the Director.
(Ord. 1978-49. Passed 10-16-78.)

133.15 ADMINSTRATION OF CIVIL SERVICE.

(a) Administration. The Civil Service Commission shall enforce the civil service laws and
regulations applicable to the City. The Director of Administration shall be the administrative
officer of the Commission, and may act on behalf of the Commission in administering the civil
service laws and regulations, except where the authority is specifically reserved to the
Commission. The Commission shall have the power to hear appeals regarding implementation of
any civil service laws and regulations.

(Ord. 1978-49 . Passed 10-16-78.)

(b) Civil Service Commission. The Commission shall consist of three members appointed
by the Mayor with majority consent of Council to serve for a term of six years. In accordance
with §4.06 of the Charter, no member shall serve for more than twelve consecutive years. Not
more than two members of the Commission shall be adherents of the same political party. An
appointment to fill an interim vacancy shall be for the unexpired term of the office.

The Commission shall elect one of its members as chairman, one as vice-chairman and
one as secretary. The chairman shall preside over all meetings, sign the minutes of all actions
taken by the Commission, call such meetings as the Commission finds necessary to transact
business and affairs of the Commission, and represent and act for the Commission in matters
relating to civil service.

The chairman may, on his own initiative, and shall upon request of the other two
members of the Commission, call a meeting of the Commission to be held not later than seven
days after the date of the notice of the meeting. A special meeting may be called on not less than
twenty-four hours’ notice to the news media and the parties involved. In the absence of the
chairman, the vice-chairman will act as chairman. Two members of the Commission shall
constitute a quorum at any meeting of the Commission and it shall require the affirmative vote of
at least two members to adopt any motion or resolution, or take any official action.

The secretary shall be elected from the members and shall keep the minutes of the
Commission and administer over the files thereof. The secretary shall also prepare and deliver
notices, correspondence and other communication authorized by the Commission and maintain
eligibility lists. The secretary shall perform such other duties as may be required by the
Commission . (Ord. 2011-02. Passed 2-7-11.)

(¢)  Suspension and Removal of Commission Member. The Mayor may at any time suspend
or remove any Commission member for neglect of duty, misfeasance, nonfeasance, or
malfeasance in office having first given to such member a copy of the charges setting forth the
specific complaint. An opportunity shall be given such member to be publicly heard before
Council, in person or by counsel in his own defense. A request for hearing before Council must
be filed with the Clerk of Council within ten days of receiving the charges. Only upon the
affirmative vote of the majority of the members of Council hearing such charges shall the

Commission member be removed from office. In no event shall Council hear such
charges unless two-thirds of the voting membership of Council are present. (Ord . 1978-49.
Passed 10-16-78.)



SECTION 2. This Council finds and declares that all formal actions concerning and
relating to the adoption of this Ordinance occurred in an open meeting of this Council or its
Committees, in compliance with law.

SECTION 3. This Ordinance is declared to be an emergency measure necessary to the
immediate preservation of the public health, peace, safety and welfare of the City, or providing
for the usual daily operation of a municipal department or division, and for the further reason
that prompt action is necessary to protect the public and the City; wherefore, this Ordinance shall
be in full force and effect from and immediately after its passage and approval by the Mayor;
provided it receives the affirmative vote of at least three-fourths of the members of the Council;
otherwise it shall take effect and be in force from and after the earliest period allowed by law.

1* reading: 2" reading; 3™ reading:
Passed: 2017 Vote:
Attest:
Clerk of Council President of Council
Approved: 52017
Mayor

Introduced by: Barb Knapic
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Robert F. Breneman, Mayor Wooster, Ohio 44691-7082 Email: Idepaulo@woosteroh.com

CIVIL SERVICE COMMISSION

The Civil Service Commission met Tuesday, July 18, 2017, to review the recommendations and
changes proposed for Chapter 133, Civil Service Rules and Regulations, of the Wooster Codified
Ordinances.

Present were Commission Members, Steven Slack, and Reg Kramer. Absent was member Joe
Retzler due to an injury.

The members are in agreement with the changes and recommended that City Council adopt the
revisions.

e
Signed and dated this /¢ day of July, 2017.

Reég Kraper, mission Chair Steven Slack, Commission Member



Request for Agenda Item
Non-Capital

Division| Human Resources/Administration | Meeting Date Requested | August 21,2017

Civil Service Rules and Regulations

Project Name Approved for Agenda

Description (be as descriptive as possible, given space limitations)

Civil Service Rules and Regulations are in need of update to reflect several law changes that have not
been added.

Our Safety Services divisions have requested changes to the Civil Services Rules and Regulations in
order to aide in the recruitment of qualified candidates for positions.

These changes have been sent to the Civil Service Commission for review and approval. The Civil
Service Commission voted to recommend these changes to Wooster City Council for a vote.

Main Issues
Legal updates and clarifications

Update part-time to comply with ACA changes

Updates for Safety Services hiring and testing

Is there a need for rules suspension or time limitation when this must be passed?

. W
Manager Requesting el VraRiiek

L2017
Date August 8, 20

Approved for Agenda




ORDINANCE NO. 2017-27

AN ORDINANCE AMENDING CHAPTER 162,
MANAGEMENT BENEFITS, OF THE CODIFIED
ORDINANCES OF THE CITY OF WOOSTER, OHIO,
AND DECLARING AN EMERGENCY

WHEREAS, the Director of Administration has recommended that certain
management positions be created and assigned to the ordinance on Management
Positions for placement into an appropriate pay range.

NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY
OF WOOSTER, OHIO:

SECTION 1. That Chapter 162 of the Codified Ordinances, entitled
Management Benefits, be amended at Section 162.09, MANAGEMENT POSITIONS,
to read as follows:

162.09 MANAGEMENT POSITIONS.
(a) In accordance with Article V, Section 5.03 of the Charter of the
City of Wooster, and the Codified Ordinance Section 162.09, the following
management positions are hereby identified and authorized:

POSITION STATUS
Accountant | Unclassified
Accountant I Unclassified
Administrative Assistant Unclassified
Assistant City Engineer Unclassified
Assistant Fire Chief Classified
Assistant Police Chief Classified
Building Standards Manager Unclassified

City Planner

Community Service and Development

Unclassified

Administrator Unclassified
Deputy Director of Finance Unclassified
Director of Administration Unclassified
Director of Finance Unclassified
Director of Law Unclassified
Development Coordinator Unclassified
Engineering Manager Unclassified
Finance Manager Unclassified
Fire Chief Classified

Human Resources Manager Unclassified
Human Resources Specialist Classified

Human Resources Coordinator Unclassified
Information Systems Manager Unclassified




Planning and Zoning Manager

Police Captain

Police Chief

Public Properties Maintenance Manager
Public Properties Maintenance Assistant Manager
Public Properties Maintenance Supervisor
Public Works Administrator
Recreation/Community Center Manager
Safety Administrative Supervisor

Staff Engineer

Utilities Manager

Utilities Assistant Manager

Utilities Supervisor

(b) [No change]

Unclassified
Classified
Classified
Unclassified
Unclassified
Classified
Unclassified
Unclassified
Classified
Unclassified
Unclassified
Unclassified
Classified

SECTION 2. This Council finds and declares that all formal actions concerning
and relating to the adoption of this Ordinance occurred in an open meeting of this Council
or its committees, in compliance with law.

SECTION 3. This Ordinance shall take effect and be in force from and after the
earliest period allowed by law.

Ist reading 2nd reading 3rd reading
Passed: ,2017 Vote:
Attest:

Clerk of Council President of Council
Approved: , 2017

Mayor

Introduced by: Barbara A. Knapic
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ORDINANCE NO. 2017-27

AN ORDINANCE AMENDING CHAPTER 162,
MANAGEMENT BENEFITS, OF THE CODIFIED
ORDINANCES OF THE CITY OF WOOSTER, OHIO,
AND DECLARING AN EMERGENCY

WHEREAS, the Director of Administration has recommended that certain
management positions be created and assigned to the ordinance on Management
Positions for placement into an appropriate pay range.

NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY
OF WOOSTER, OHIO:

SECTION 1. That Chapter 162 of the Codified Ordinances, entitled
Management Benefits, be amended at Section 162.09, MANAGEMENT POSITIONS,
to read as follows:

162.09 MANAGEMENT POSITIONS.
(a) In accordance with Article V, Section 5.03 of the Charter of the
City of Wooster, and the Codified Ordinance Section 162.09, the following
management positions are hereby identified and authorized:

POSITION STATUS
Accountant [ Unclassified
Accountant 11 Unclassified
Administrative Assistant Unclassified
Assistant City Engineer Unclassified
Assistant Fire Chief Classified
Assistant Police Chief Classified
Building Standards Manager Unclassified
City Planner Unclassified
Community Service and Development

Administrator Unclassified
Deputy Director of Finance Unclassified
Director of Administration Unclassified
Director of Finance Unclassified
Director of Law Unclassified
Development Coordinator Unclassified
Engineering Manager Unclassified
Finance Manager Unclassified
Fire Chief Classified
Human Resources Manager Unclassified
Human Resources Specialist Classified
Human Resources Coordinator Unclassified
Information Systems Manager Unclassified



Planning and Zoning Manager Unclassified

Police Captain Classified
Police Chief Classified
Public Properties Maintenance Manager Unclassified
Public Properties Maintenance Assistant Manager Unclassified
Public Properties Maintenance Supervisor Classified
Public Works Administrator Unclassified
Recreation/Community Center Manager Unclassified
Safety Administrative Supervisor Classified
Staff Engineer Unclassified
Utilities Manager Unclassified
Utilities Assistant Manager Unclassified
Utilities Supervisor Classified

(b) [No change]

SECTION 2. This Council finds and declares that all formal actions concerning
and relating to the adoption of this Ordinance occurred in an open meeting of this Council
or its committees, in compliance with law.

SECTION 3. This Ordinance shall take effect and be in force from and after the
earliest period allowed by law.

1st reading 2nd reading 3rd reading
Passed: , 2017 Vote:
Attest:
Clerk of Council President of Council
Approved: iz L
Mayor

Introduced by: Barbara A. Knapic



Wooster Police Department Restructuring Proposal August 2017

Currently, the Wooster Police Department is structured as follows:

= Chief of Police

=  Police Captain

= Lieutenants (2) — Both positions currently vacant
= Sergeants (5) — Currently two vacant positions

= Patrolmen

The Current Issue:

The issue with the current structure is that all of the supervisory positions below the rank of Police
Captain are members of the Ohio Patrolman’s Benevolent Association Union. This is the same union
that all of the patrolmen are a part of. While on its surface this may seem innocuous, having both
officers and supervisors in the same union is problematic. Sharing a union membership with those that
one supervises causes an inherent conflict of interest between supervisory duties and providing union
representation. This results in supervisors struggling with holding other union members accountable and
hinders policy implementation. This structure also creates problems and conflicts relative to collective
bargaining, as supervisors exercise management authority, and has access to confidential information
used in collective bargaining. Lieutenants currently enforce discipline, and work closely with

management, provide information, and make recommendations to management, and then often sit on
the other side of the negotiation table.

The Wooster community should expect and deserves accountability of its public servants and especially
of its peace officers. Transparency of actions, including discipline and holding officers accountable is of
paramount importance to building community relationships and public trust. In addition, the current
police administration will settle for nothing less than accountability amongst its officers.

The Proposed Solution:

= Chief of Police

= Assistant Chief (New)

= Captains (2)

= Lieutenants (2) — Left unfilled

= Sergeants (5) — Currently two vacant positions
= Patrolmen

Many agencies in the state of Ohio are currently operating under a rank structure of Chief, Captains (3),
and Sergeants. (Examples: Fairborn, Kettering, Springfield, Beavercreek, Sidney). Many of these
agencies are similar in size to the Wooster Police Department. Operating under a structure that includes
multiple captains and no lieutenants effectively negate the conflict of interest between
supervisory/management responsibilities and union representation, as these Captain positions are
considered management and therefore are non-union positions. In addition, holding the captains

C:\Users\lapplebaum\Downloads\Wooster Police Department Restructuring Proposal IM-R3 08-2017.docx



accountable to do their job becomes easier as the police union is not involved in trying to negate or
reduce discipline for a captain who is unwilling or unable to perform his or her job.

This proposal involves the creation of one new position, Assistant Chief, and the filling of a second
Captain position. Rather than operate under a three captain structure as many agencies in the state are,
I would recommend following a model similar to the Mansfield Police Department. Mansfield currently
operates with a structure similar to what | have proposed with a Chief, Assistant Chief, and two
Captains. (Mansfield also has 6 Lieutenants and 13 Sergeants in their rank structure but they are a
larger organization.) This model is very similar to the three captain model illustrated above. This model
would also be similar to our current Fire Department structure.

The civil service rules would require Assistant Chiefs to have previously served in the position of
Lieutenant or Captain.

The filling of a second captain position is not new to Wooster Police Department as this agency once
operated under a two captain model in the late 70’s and early 80’s. The lieutenant positions would not
be filled as they are vacated, which would result in no increase in staff. The operational cost difference
would be minimal, due only to the salary differences between Lieutenants, Captains, and an Assistant
Chief.

C:\Users\lapplebaum\Downloads\Wooster Police Department Restructuring Proposal JM-R3 08-2017.docx



Request for Agenda Item
Non-Capital

Division| Human Resources/Administration | Meeting Date Requested | August 21, 2017

Project Name Management Benefits 162.09

Approved for Agenda

Description (be as descriptive as possible, given space limitations)

Adding of two job titles:

Assistant Police Chief — Police department is preparing for reorganization. The job title change will align
the management structure in safety services. In addition, the structure will be similar to other agencies.
(Also see Chief Fisher’s justification)

Human Resources Coordinator — The HR department has historically had 1-2 part-time HR Coordinators
with up to 4 employees in the department. Our current staff is 2 full-time employees. Due to the
workload and additional HR support services to the WARCOG additional staff in the HR department is
needed. The WARCOG is currently reimbursing a portion of the costs for HR services provided by the

City.

Is there a need for rules suspension or time limitation when this must be passed?

Jeanette Wagner / Joel Montgomery

Manager Requesting

8/8/2017

Date

Approved for Agenda



RESOLUTION NO. 2017-38

A RESOLUTION ACCEPTING THE AMOUNTS AND
RATES AS DETERMINED BY THE BUDGET
COMMISSION AND AUTHORIZING THE NECESSARY
TAX LEVIES AND CERTIFYING THEM TO THE COUNTY
AUDITOR

The Council of the City of Wooster, Wayne County met in regular session on the 5th of
September, 2017, at the chambers of the Wooster City Council with the following members
present:

JON ANSEL

MARK CAVIN
BARBARA KNAPIC
SCOTT MYERS
CRAIG SANDERS
DAVID SILVESTRI
JON ULBRIGHT

WHEREAS, this Council, in accordance with the provisions of law, has previously
adopted a Tax Budget for the next succeeding fiscal year commencing January 1, 2018; and

WHEREAS, The Budget Commission of Wayne County, Ohio has certified its action
thereon to this Council together with an estimate by the County Auditor of the rate of each tax
necessary to be levied by this Council, and what part thereof is without, and what part within,
the ten mill tax limitation; therefore be it

RESOLVED, By the Council of the City of Wooster, Wayne County, Ohio, that the
amounts and rates, as determined by the Budget Commission in its certification, be and the
same are hereby accepted; and be it further

RESOLVED, That there be and is hereby levied on the tax duplicate of said City the
rate of each tax necessary to be levied within and without the ten mill limitation as follows:




SCHEDULE A

SUMMARY OF AMOUNTS REQUIRED FROM GENERAL PROPERTY TAX APPROVED BY BUDGET COMMISSION,

AND COUNTY AUDITOR'S ESTIMATED TAX RATES

Amount to Be

Amount Approved

County Auditor's

Derived from by Budget Estimate of Tax Rate
FUND Levies Outside Commission to Be Levied
10 Mill Inside 10 Mill Inside 10 Outside 10
Limitation Limitation Mill Limit Mill Limit
Column Il Column IV Vv Vi
GENERAL 1,838,200 5.20
FIREMAN'S FUND 153,900 0.30
POLICE PENSION 153,900 0.30
TOTAL 2,146,000 5.80 0.0
SCHEDULE B
LEVIES OUTSIDE 10 MILL LIMITATION, EXCLUSIVE OF DEBT LEVIES
County Auditor's
Maximum Rate Estimate of
FUND Authorized Yield of Levy
to Be Levied Carry to Schedule A
Column II
GENERAL FUND

0.0

WOOSTER
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and be it further

RESOLVED, That the Clerk of this Council is hereby directed to certify a copy of this
Resolution to the County Auditor of said County.

Motion to adopt resolution:

Moved Seconded
Roll Call and Vote to Adopt the Resolution:
Councilperson Yes No
JON ANSEL
MARK CAVIN
BARBARA KNAPIC
SCOTT MYERS
CRAIG SANDERS
DAVID SILVESTRI

JON ULBRIGHT

Passed: , 2017 Vote:
Attest:
Clerk of Council President of Council
Approved: , 2017
Mayor

Introduced by: Ansel




RESOLUTION NO. 2017-39

A RESOLUTION AUTHORIZING THE
EXPENDITURE OF FUNDS FOR CONSULTING SERVICES
WITH GREEN ARROW ENGINEERING

WHEREAS, since the acquisition of the Anerobic Digestion System (ADS) from Quasar
Energy Group, the City has been utilizing the consulting services of Green Arrow Engineering,
LLC. (“Green Arrow”). Green Arrow has been helping with the transition, and has also provided
services, including, but not limited to, repairs and improvements to the operations; and

WHEREAS, since January 1, 2017, the City has paid Green Arrow $49,990 for services,
and future services will exceed $50,000, increasing the costs above the $50,000 limit requiring
legislative authority under WCO 160.03; and

WHEREAS, it is now necessary to seek legislative authority to exceed the $50,000
threshold, which will come from budgeted funds.

NOW, THEREFORE, BE IT RESOLVED BY THE COUNCIL OF THE CITY OF
WOOSTER, OHIO:

SECTION 1. That the City is authorized to exceed the $50.000 threshold for consulting
services with Green Arrow Engineering, LLC, for consulting services related to the City’s ADS
and its component parts.

SECTION 2. This Council finds and declares that all formal actions concerning and
relating to the adoption of this Resolution occurred in an open meeting of this Council or its
committees, in compliance with law.

SECTION 3. This Resolution shall take effect and be in force from and after the earliest
period allowed by law.

Introduced: Passed: Vote:
Attest:
Clerk of Council President of Council
Approved: , 2017
Mayor

Introduced by: Craig Sanders




Request for Agenda Item
Non-Capital

Division | Utilities Meeting Date Requested | 9/5/2017

Proj ect Name Authorization to expend funds for ADS consultant

Approved for Agenda

Description (be as descriptive as possible, given space limitations)

In accordance with Wooster Administrative Code Chapter 160.03, this request is for the
authorization for expenditures exceeding $50,000 to a single vendor or service provider (Green
Arrow Engineering, LLC). To date, $49,990 has been paid to Green Arrow Engineering since
January 1, 2017. Future consulting services will exceed the $50,000 threshold. This amount is
budgeted in the 2017 Operations and Maintenance Budget.

After the acquisition of the Anerobic Digestion System (ADS) from Quasar Energy Group, there
is a need for consulting services to help transition, repair and improve operation of the facility.
Green Arrow has exclusive knowledge and experience with Wooster’s ADS system and will also
assist in the development of a new tipping fee schedule.

Is there a need for rules suspension or time limitation when this must be passed?

No
Manager Requesting Kevin P Givins
Date 8/28/2017

Approved for Agenda



ORDINANCE NO. 2017-40

AN ORDINANCE AMENDING ORDINANCE NO. 2017-15
BY AUTHORIZING THE MAYOR TO TRANSFER THE
COMMUNITY REINVESTMENT AREA AGREEMENT
FROM LORAL PROPERTIES LLC TO IALEXO LLC, A
NEW OWNER, AND MODIFYING COMMITMENTS, AND
DECLARING AN EMERGENCY

WHEREAS, this City Council, in Ordinance No. 2017-15, authorized the Mayor to
enter into an agreement with Loral Properties LLC for Community Reinvestment Area Tax
Incentives, including a capital investment of up to $300.000.00 for the rehabilitation of 2241
Benden Drive, with abatement of real estate taxes for a period of ten (10) years; and

WHEREAS, Loral Properties LLC now desires to sell the property to iAlexo LLC, a
Wooster-based firm with 23 employees and seeks the approval of this Council to transfer its
rights and responsibilities under the existing Community Reinvestment Area Agreement to the
new owner, all within the term of the existing CRA agreement.

NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF
WOOSTER, OHIO:

SECTION 1. That Ordinance No. 2017-15 is amended to provide that the Mayor, on
behalf of the City of Wooster, is authorized to enter into an amended agreement with Loral
Properties, LLC and iAlexo LLC, where the latter will be substituted as the Enterprise, and thus
eligible for the remaining CRA tax incentives. It is expressly understood that the new owner
will assume the CRA agreement as it was originally executed and as it presently exists; that the
terms will remain unchanged except as to identity of the new owner as the Enterprise; and
except as specified in Section 2 below, and that the new owner will be required to meet all of
the Enterprise’s obligations thereunder.

SECTION 2. The Mayor, on behalf of the City of Wooster, is authorized to modify
the CRA agreement to a full-time job retention commitment of 23 with a $387,504.00 payroll.

SECTION 3. This Council finds and declares that all formal actions concerning and
relating to the adoption of this Ordinance occurred in an open meeting of this Council or its
committees, in compliance with law.

SECTION 4. This Ordinance shall take effect and be in force from and after the
earliest period allowed by law.




Ist reading 2nd reading 3rd reading
Passed: ,2017 Vote:
Attest:

Clerk of Council

Approved: » 2017

Introduced by: Jon Ansel

President of Council

Mayor




August 24, 2017

Dear City of Wooster,

Loral Properties LLC currently has a community reinvestment area agreement, CRA #17-001, in
place with the City of Wooster for improvements to its building at 2241 Benden Drive, Wooster,
Ohio. We respectfully request that the City of Wooster modify its current agreement to allow a
new owner, lalexo, LLC to receive the same benefits, as this benefit has been part of our
negotiations to sell our property.

Thank you for your consideration.

Sincerely,
Wl I 5227
Alan Ratliff

Loral Properties, LL.C




TRANSFER of CRA Application — Loral Properties LLC to iAlexo, LLC
Office Building Re-Creation

2241 Benden Drive, Wooster, Ohiv 44691

Authorized Representative: Mr. Andrew Bowers

PROPOSED AGREEMENT for Community Reinvestment Area Tax Incentives between the
City of Wooster located in the County of Wayne and iAlexo. LLC.

1 a. Name of property owner, home or main office address. contact person, and
telephone number (attach additional pages if multiple enterprise participants).

iAlexo. LLC Andrew Bowers
Enterprise Name Contact Person

832 Greensview Drive
Wooster, Ohio 44691 330.464.8626
Address Telephone Number

b. Project site:

NetOps Building Andrew Bowers
Location Name Contact Person

2241 Benden Dr.
Wooster, Ohio 44691 330.464.8626
Address Telephone Number

2. a. Nature of commercial/industrial activity (manufacturing, warehousing, wholesale or
retail stores, or other) to be conducted at the site.

This space will provide a permanent home for NetOps Consulting, LLC’s operations and
headquarters, a company incorporated by one of the same incorporators of iAlexo’s.

o 30 O+t re1ease—ete—MHart af tha camana 320311 o ~non

b. List primary 6 digit North American Industry Classification System (NAICS) #
Business may list other relevant SIC numbers. N/A

¢. If a consolidation, what are the components of the consolidation? (must itemize the
location, assets, and employment positions to be transferred: iAlexo LLC currently
leases space at the Wooster Industrial facility (1700 Old Mansifled Road., Wooster,
Ohio 44691). reberty : b

d. Form of business of enterprise (corporation, partnership, proprietorship, or other).
Limited Liability Company - Partnership transitioning to S Corp

Page I of 4
This CRA Application form comains all text as listed on the Ohio Development Services Agency Business Application for Community Reinvest-
ment Tax Incentives posted 14 July., 2015, at hup:idevelopment ohio govibs/bs comreinve thon, and was provided to Applicant by the City of
Wooster or assigns. with adjustments made for spacing and formarting for improved clariy.




TRANSFER of CRA Application — Loral Properties LLC to idlexo, LLC
Office Building Re-Creation

2241 Benden Drive, Wooster, Ohio 4469]

Authorized Representative: Mr. Andrew Bowers

3

Name of principal owner(s) or officers of the business.

Mr. Andrew Bowers Adan-and-taurie L Rathiff

a.
0 — This site has been vacant for an extensive period of time.

State the enterprise's current employment level at the proposed project site:

b.

Will the project involve the relocation of employment positions or assets from one
Ohio location to another?  YesX No .

- If yes, state the locations from which employment positions or assets will be relocated

and the location to where the employment positions or assets will be located:

1Alexo LLC will maintain the building for NetOps Consulting LLC. which employs 23
people at 1700 Old Mansfield Road and will relocate these positions to 2241 Benden
Drive, Wooster, Ohio 44691 S :

. State the enterprise's current employment level in Ohio (itemized for full and part-time

and permanent and temporary employees):
23 full-time NetOps Consulting LLC employees at 1700 Old Mansfield Road. and four
full-time field emplovees. t .

- State the enterprise's current employment level for each facility to be affected by the

relocation of employment positions or assets:
23 Full-time employees at 1700 Old Mansfield Road. Wooster. Ohio 44691, Pwofull-
time-emploveas.

What is the projected impact of the relocation, detailing the number and type of
employees and/or assets to be relocated?

23 full-time emplovees. Fwofull-time emplovees

Does the Property Owner owe:

a.

Any delinquent taxes to the State of Ohio or a political subdivision of the state?
Yes No _X

Any moneys to the State or a state agency for the administration or enforcement of
any environmental laws of the State? Yes __ No X

Any other moneys to the State, a state agency or a political subdivision of the State
that are past due, whether the amounts owed are being contested in a court of law or
not?

Yes___ No_X

This CRA Application form contains all text as listed on the Ohio Development Services Agency Business Application for Community Reinvest-

ment Tax Incentives posted 14 July., 2013, at htp:fdevelopment ohio.gov _comreinves

Wooster or assigns, with adjustments made for spacing and formarrin g for improved clarity.



TRANSFER of CRA Application — Loral Properties LLC to iAlexo, LLC
Office Building Re-Creation

2241 Benden Drive, Wooster, Ohio 44691

Authorized Representative: Mr. Andrew Bowers

10.

d. If yes to any of the above, please provide details of each instance including but not
limited to the location, amounts and/or case identification numbers (add additional sheets).

Project Description: _The building will be gutted to the studs. New roof, windows and
doors cut into the exterior walls. interior walls constructed. plumbing wiring,. HVAC
insulation, drywall, interior trim and doors, cabinetry, floor covering. and landscaping.
Depending upon client needs, this proposal includes the possibility of adding an addition
to the structure along its southern face of approximately 2.500 square feet (Please see site
plan for reference).

Project will begin May, 2017, and be completed September, 2018 provided a tax
exemption is provided.

a. Estimate the number of new employees the property owner will cause to be created
at the facility that is the project site (job creation projection must be itemized by the
name of the employer, full and part-time and permanent and temporary):

Zero (0) new Permanent Full-Time Jobs Created. (This proiject is retention-only, but
does aspire to create opportunities for future job creation at the site.)

b. State the time frame of this projected hiring:_N/A__ yrs.

¢. State proposed schedule for hiring (itemize by full and part-time and permanent and
temporary employees):

Retention project only.

a. Estimate the amount of annual payroll such new employees will add $0 — Permanent
Full-Time; $0 — Permanent Part Time; $0 — Temporary Full-Time: $0 — Temporary
Part Time (new annual payroll must be itemized by full and part-time and permanent
and temporary new employees).

b. Indicate separately the amount of existing annual payroll relating to any job retention
claim resulting from the project: $ 387,504 68-800 total

An estimate of the amount to be invested by the enterprise to establish, expand, renovate
or occupy a facility:

A.  Acquisition of Buildings: 5 75.000.00
B. Additions/New Construction: $ 150.000.00

C. Improvements to existing buildings: $ 150.000.00
D.  Machinery & Equipment: $ 0.00
E. Furniture & Fixtures: S 50.000.00
F. Inventory: ) 0.00
Total New Project Investment: $ 425.000.00

Page 3 of 4

This CRA Application form coniains all text as listed on the Ohio Devw
ment Tax Incentives posted 14 July., 2015, ar hup:Jdevelopn 1

elopment Services Agency Business Application for Commun ity Reinvest-
hio. gov/bsibs_comreinvest htm, and was provided 1o Applicant by the City of

Wooster or assigns, with adjustments made for spacing and formatting for im proved clarity.



TRANSFER of CRA Application — Loral Properties LLC to iAlexo, LLC
Office Building Re-Creation

2241 Benden Drive, Wooster, Ohio 44691

Authorized Representative: Mr. Andrew Bowers

11. a. Business requests the following tax exemption incentives: 50% for ten (10) vears
covering $150.000 of real property as described above.

b. Business’s reasons for requesting tax incentives:

The iAlexo LLC project will enable the creation of a_permanent home for NetOps
Consulting LLC and its 23 employees. (Mr. Andrew Bowers is one of the incorporators
for both iAlexo LLC and NetOps Consulting LLC). The facility and expansion will
enable the technology firm with room to grow. Original: The tax abatement will enable
us to spend more money on the building renovation, ensuring a renovation with strong
atheistic value and lasting quality.

Submission of this application expressly authorizes City of Wooster to contact the Ohio
Environmental Protection Agency to confirm statements contained within this application
including item # 5 and to review applicable confidential records. As part of this application, the
property owner may also be required to directly request from the Ohio Department of Taxation,
or complete a waiver form allowing the Department of Taxation to release specific tax records to
the local jurisdiction considering the request.

The Applicant agrees to supply additional information upon request.

The Applicant affirmatively covenants that the information contained in and submitted with this
application is complete and correct and is aware of the ORC Sections 9.66(C) (1) and
2921.13(D) (1) penalties for falsification which could result in the forfeiture of all current and
future economic development assistance benefits as well as a fine of not more than $1.000 and/or
a term of imprisonment of not more than six months.

iAlexo LLC 25 August 2017
me Qwner Date
f W Mr. Andrew Bowers
Signature y Typed Name and Title

* A copy of this proposal must be forwarded by the local governments to the affected Board of Education
along with notice of the meeting date on which the local government will review the proposal. Notice
must be given a minimum of fourteen (14) days prior to the scheduled meeting to permit the Board of
Education to appear and/or comment before the legislative authorities considering the request.

** Attach to Final Community Reinvestment Area Agreement as Exhibit A

Please note that copies of this proposal must be included in the finalized Community Reinvestment Area
Agreement and be forwarded to the Ohio Department of Taxation and the Ohio Development Services
Agency within fifteen (15) days of final approval.

Page 4 0/ 4
This CRA Application form coniains all text as listed on the Ohio Development Services A gency Business Application for C ommunity Reinvest-

mient Tax Incentives posted 14 Julv., 2015, ar hup:Vdevelo ptent ohio gov/hs/bs_comreinvest him, and weas provided to Applicant by the City of
Wooster or assigns, with adjustments made for spacing and formartting for improved clariry.




Request for Agenda Item
Non-Capital

Division | Development Meeting Date Requested | 5 September, 2017

CRA 17-001 Transfer Request with Modification by iAlexo LLC

Project Name Approved for Agenda

Description (be as descriptive as possible, given space limitations)

Loral Properties LLC and iAlexo LLC are seeking the City of Wooster’s approval to transfer CRA Agreement 17-001 from
the former to the later. Council previously approved Ordinance No. 2017-15 on April 3, 2017, allowing the Mayor to enter
into an agreement with Loral Properties LLC for community reinvestment area tax incentives and declaring an emergency.
The specific agreement provides for a 10-year, 50 percent tax abatement for Loral Properties LLC to assist it with the
conversion of an abandoned restaurant at 2241 Benden Drive into a professional office, with an approximate 2,500 square-
foot expansion, with a total estimated expenditure of $150,000 to $300,000. The agreement is not transferable without the
express written approval of the City.

Originally, two full-time equivalent jobs were committed with a $60,000 annual payroll, as Loral Properties had intended to
move its offices to the site and also secure additional tenants. After site preparation had begun for the rehabilitation, NetOps
Consulting, a Wooster-based technology firm operating from a leased location at 1700 Old Mansfield Road with 23
employees (and four field employees), determined that the entire 2241 Benden Drive property would make an ideal permanent
home for its company. The applicant, iAlexo LLC intends to hold the building for NetOps Consulting’s use. (Andrew Bowers,
the authorized agent for the request, is an incorporator of both iAlexo LLC and NetOps Consulting LLC.)

Proposed is the purchase of 2241 Benden Drive, Wooster, Ohio, by iAlexo LLC, which will retain 23 Wooster employees
with a minimum $387,504 payroll. The rehabilitation work originally scoped remains the same and will still be managed by
Loral Properties’ owner, as originally proposed. Meanwhile, Loral Properties LLC will be seeking another property for its
operations.

This office also recommends the modification of the original agreement to reflect that twenty-three full-time permanent jobs
will be retained by iAlexo LLC, instead of two, and that the retained payroll will be $387,504, instead of $60,000.

As this request will result in retaining a higher number of jobs and payroll at the site, and all parties have acted in good faith
with progress toward the proposed rehabilitation, the staff recommendation is to approve the transfer with a modification to
the original agreement to reflect the increased job and payroll commitment.

Is there a need for rules suspension or time limitation when this must be passed?

A suspension of the rules is being requested in order to facilitate the CRA transfer, with modification, of Agreement 17-001
from Loral Properties LLC to iAlexo LLC and make the appropriate filings with the State of Ohio Development Services
Agency.

Jonathan Millea

Manager Requesting

Date 28 August 2017

Approved for Agenda




CRA TRANSFER WITH MODIFICATION REQUEST SUMMARY

Application Date: 7 August 2017.

Prepared by the City of Wooster Department of Community Service and Development at the Request of:
Loral Properties LLC and iAlexo LLC — 224/ Benden Drive, Wooster, Oh 44691

Project Summary: Loral Properties, LLC and iAlexo LLC are
seeking the City of Wooster’s approval to transfer CRA (Commu-
nity Reinvestment Area) Agreement 17-01 from the former to the
later. The agreement provides for a 10-year, 50 percent property
tax abatement on any increased value to 2241 Benden Drive (Par-
cel 67-02690.008) resulting from an approximate $300,000 reha-
bilitation, including an approximate 2,500-ft’ expansion. A mini-
mum of two retained jobs with a combined payroll of $60,000
was originally committed, while the firm aspired to bring addi-
tional jobs to the site after construction is completed.

Presently, the 4,644-ft’ abandoned restaurant on one acre has been
secured and prepared for rehabilitation work. Only a few months
past approval of the original agreement, however, NetOps Con-
sulting LLC, a Wooster-based technology firm employing 23
people at a leased location at 1700 Old Mansfield Road (in addi-
tion to four field employees), has identified the property as an
ideal permanent home for its business. The applicant, iAlexo
LLC, would own the building for NetOps Consulting LLC (An-
drew Bowers, the authorized agent, is an incorporator for both
firms). While Loral Properties LLC’s parent firm will continue to
perform the originally planned rehabilitation work as a build-to-
suit rehabilitation, NetOps Consulting LLC will become the actual
owner of the property and wishes to benefit from the existing
CRA. (Loral Properties LLC, in the meantime, will continue its
search for a new location within the Wooster area.)

NetOps Consulting LLC will relocate all 23 of its Wooster em-
ployees to the 2241 Benden Drive location as a result of this pro-
ject. In addition to the transfer, a modification of the original
agreement is recommended by this office, increasing the job
commitments from two with a $60,000 payroll to 23 with a mini-
mum $387,504 payroll.

As the project scope has not changed, and the project will serve to
create a permanent company-owned home to a Wooster business
that now only leases its present location, and with progress on the
site, this office recommends approval of the proposed transfer
with modifications in the job and payroll commitments. Council
approval and an Assignment of CRA agreement signed by all par-
ties are required in order to accomplish the transfer.

Loran Properties, LLC Project Map
224

1 Benden Dr., Wooster, OH, 44691 (67-02690.008).

o

Parcel 67-02690.008 is outlined in green. The existing structure
will receive a comprehensive rehabilitation (outlined in red) with
the potential of adding approximately 2,500 square feet to the
southern face of the structure. Two FTE jobs were originally
committed. The assignment with modification will retain 23 jobs.

Attachments: Loral Properties LLC letter requesting Transfer and iAlexo LLC Application.

Note: Notification to local school districts and a recommendation by the Wooster Growth Corporation are required before an application for a Community
Reinvestment Area (CRA) abatement may be considered by the Wooster City Council. Community Reinvestment Area #169-86348-01 is governed by Ohio
Revised Code Sections 3735.65 rhro%h 3735.70, as administered by the Ohio Development Services Agency, and City of Wooster Ordinances No. 2004-33.

For questions on this application or

e City of Wooster's CRA in general, please contact the City of Wooster Development Coordinator at 330.263.5250.



