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RESOLUTION NO. 92-258 . .

. A RESOLUTION APPROVING THE CIVIL. SERVIGE
. BULES AND REGULATIONS OF THE CITY OF LAUD-
ERMILL. '

BE IT RESOLVED BY THE COMMISSION OF THE CITY OF LAUDERNMILL,
FLORIDA: .
- Seclion 1, The Civil Scrwcc Rules and Regulations are hereby approved and
shail read as lollows:

Sec, 1. Purpose , -.

it shali be Ihe inlent of these Rules and Reguialions lo provide regt-:lar Cily em-
ployces and candidates for full lime Cily employment wilh an estabhshcd procedure for
employmenl applicalions and promotions, and for appeal of declsions which arg con-
Irary 1o the provisions provided hereln, Colleclive Bargaining Agrcemcnls and Iho Code
of Ordinances covering any seclion contalned in these Rules and Hcgulallons shall 50-
persede lhe provisions provided for herein, : _

Employee benelits and evaluations are nol covered by these Rules and Hégula-

llons. These malters are provided lor In other Cily documenls {l.e., Colleclive ﬂargaln-

- Ing Agreement, City Ordinance, City Rcsolullon or Admumstrahvo Policy)

it1s not tho inlent of these Rules and ﬂegulallons lo rcslricl employees from ex-

crcislng thelr appeal rights 1o the Civil Service Board as prowdcd lor ty these olher C;ly

documenls

Sec. 2. - Delinitlons
Aliocate shall mean the acl of assigning each position lo !ls proper class. _
. Budgaled Position shall mean any posluon which ls S0 deslgnaled by Iha budgel, :

: whe!her vacanl or filled.

“Certily shall mean the acl of lhe Personnel Direclor ‘supplylng a Deparimenl Di-

-+ reclor with the hames of applicants who are eligible for conslderation by lhal Deparl-

ment Direclor for appoiniment to Ihe class and posilions In the classllled service for

- which cerlilication is requesled.

&

S U S
(—_—

Class shall mean a posilion or group of posilions having similar dulies and re-
spons:b:lllies requiring similar qualificalions, and which.carry lhe same salary range

Conlinuous Service shall mean employment In the classified service which Is un-
inlerrup!cd excepl for aulhorized leave of absence, suspension, or separallon due o

lay—ou withoul pay for less_lhan thirly{30) days,- Femmanoe S SES GRS kR SR
+ Demolion shall mean the assignment ol an employee 1o a posmon In a Iower
class having a lower maximum sa!ary than the class from which the asslgnmenl Is
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made.
-3 3+ Cligible shall mean a person fisted on an aclive eligible list. 7
* " Eligible List shall mean an employment [lst, promotional list, re-emh!oymen\ list,
or reinstatement jist.

Employment List shall mean a lis! of persons who have been found qualified for

conslderation for appolntment to a position In a particutar class.

Evidentiary Hearing shall mean a public hearing held belore the Clvil Service
Board aller public notice.

Open Competitive Examination shall mean an examination which Is open to alf
persons, whether employed by the City or nol, who mael the qualitications and comply
with the prescribed requirements for admission thereto, o -

Open Continuous Compemrve Examination shall mean an examlnallon assem-

o bled or unassembled, for which applications are accepted on a continuing basis and for

which examlnations are given on a continuing perlodic basis, as needed 1o mesl tho

) needs of the classilied service. Successiul examlnees’ names are Inseried lnto the ex-

AR

orjob.

:'lsling el:giblllly list,

Position shal mean a group ol dulles and responsibilities assigned 1o one person

Probalfonary Employee as defined by Clwl Service Ordinance, Section 2-31
Promouon shall mean |he assignment ol an employes 1o a posillon In a hlgher
class with a higher maximum salary,

_Promotional Examination shall mean an examination or group of examinations or

' review without wrillen examination for a position In a cerlaln class, admission 1o which

Is limited 1o existing employees in |he classitied service, who hold regular positions.
Promolional List shall mean a list of persons who have been found qualified for
considerallon for promollon 1o a position In a particular class.

Prov!sfanaf Employee shall mean any employee !llllng a position In the classified

o service withoul competition, pending the eslablishment of an eligible #ist,

Recrvitment Wnﬂen Without Examination shall mean a review ol appllcallons lo
de_lermlne mlnimum quah!lcallons for a position which may be open compe!!!lve or pro-
métlonal

Regular Employee as delined by the Civil Service Ordinance, Secllon 2-31.
_Stalus shall mean a condillen acquired by an employee when given rights in a

W b
class ln Ihe manner the rules sect fonh

Subsurule Empioyee shall mean an employce h!red io fill a temporary vacancy

'crealed by an employee who Is out of work due 1o an on-the- -job Injury,

) Temporary Employee shall mean an employee holdmg a position olher than reg-
ular, except as provided In the Rules, which ls of a Iemporary, seasonal, casual or
emergency nature. 2

Rosclution No, 92-250, Pago 2
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Temporaty Position shall mean all posilions that are nol designaled regular.
.Vacancy shall mean a position, cxisting or newly crealed, which is nol occupied

«. and lor which funds are available, and for the lifling of which a valid rcquisfﬁdq has been

received by the Personng Direclor.

Sec. 3
A

Applicalions,
Announcement of Examinalic;n = Recruitment Without Writlen Examination
Public nolice of entrance examinallons or recruitment without wrilten examij-
nalion shall be given al Icasll one ( 1'J7wcck in advanco by publlcan?n In at
least ona (1) daily newspaper of gencral circulalion In the City and by posl-
Ing an announcement an the Cily Hall bulictin board and in such ollher plac-
es and such other manner as the Personfel Direclor deems advisable,
Promotional announcemenls need only Io be posied on City bullelin boards
in depariments Invoived, Recruilment Withou! Wrilten Examinalion shall ba
based upon review of employmenl applicalions and documents submilled
therewith, : o

Filing of Application ]

All applicants lor pbsilions in tha clas.sil'ied service must file willien applica-
tion on the form prescribed by the Personnel Direclor with approval of he
Mayor within the lime fimit fixed In the anno_uncem'enl. Deleclive gppl'ica-

: ,7 tlons may be relumed (o the applican! with a nolica 1o amend same,

Amendments or Correclions must bo made within the I]me liml{ lixed by the
Personnel Direclor. Voluntary amendment or correclions al the inlllative of

- the employee/candidate may be made at any time up to tha closing date

posled In the announcement lor said posilion,
Cllizenship. '

All applicants must be cilizens of the United Slates or ha\"e praper working
documents In compliance with Federal and State laws,

. Residence. -
“ There shall be no requirement of residence for flling an applicalion for a po-
_silion In the Clty. An applicant for Inltlal employment with the C!ly'who Is’

currently a resident of the City of Lauderhill and whose resldence has been

- continuous for al leas! one (1) year, and who presents salisfaclory proof be-

: : fore the announced closing dale, and who receives a passing grade on a
.~ willlen examination, shall have iwo (2) additional points added 1o their

score, ‘ ,
Minlmum Qualilications, o A

The Personnel Direclor, alter consultalion with lhe Depariment Direclors
concerned, may prescribe such specific rcq:jiremcnts. physical or other-

Rosolution No, 92.255, Pago 3
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' -wisé, as the Direclor's judgment are required by the nature of the work 1o be

beﬂormed. Such requirements shall be shown In the announcement,
Refection of Applicalion.

The Personnel Director shall have the tight lo reject any applicatlon or appli-
canl where upon determination that:

1.

The application was not liled within the perlod specified in the an-

nouncement of was nol {iled on the prescribed form.

“The applicant lacks the required qualificatlons set forth In the an.

nouncement.

The applicant is addicled to the habliual use of drugs or Intoxicating ii-
quor or lails {o pass a post-ofler drug of alcohol test.

The applicanll has made a {alse stalement of a mater'lai.'!acl or pfac-
tice, or allcrﬁplcd 1o praclice any fraud or deception In his appﬂcallén
ortest, _ )

The applicant was previously In the Cily service and removéd for
cause or resigned In poor slanding. : 3

. The applicant, after notification, did nol promplly appear al the lime

and place deslgnated for the examination,.

The applicant has a work performance record not consistent with the
slandards expecled of a City employee. (Le., large amount of un-
scheduled leave, 1ardiness, disciplinary problems, and/or poor é\?alua-
tions.} ‘ _ -

The applicant has previously been ;':onvicted of a crime or lirsl degree
misdemeanor or olher misdemeanor relevanl lo the position sought.
The Personnel Director shall delermine physleal qualifications for the

specllic employment applled for based upon slandzrds as prescrlbed
In the Americans wilh Disabililies Act, S

Velerans Preference

1.

in certification for appoiniment, relnslalémenl. re-employmenl, and re-
lentlon in position, the rights of velerans, as specitied In Florlda or Fed-

eral Stalules, along with any fulure amendments therelo, shall apply 1o

“* the Cily.

All persons seeking to quality for a veleran's prelerence hereunder

~ shall present such documenlary proof as may be riecessary lo eslab-

' ) lish the pré!erence lo which applicant may be entitled by ‘!he' an-

nounced closing date. In the case of applicants for non-classiled ser-
vice or non-competitive posilions, documentary proof must be provided
at the time of making lormal application for sueh position, Originals or
pholostals of papers must be préscnled to verity service time and sep-
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aralion slaius. Recent slalements from the Velerans Adminisiration
(l.e., statement shall not e more Ihan six (6) monlhs old) mus! be pre-

senled lo verily the amount of service-connecled disability which will .

be processed in compliance will the Americans wilh Disabilities Act,

Recrullmenl

+ Recruilment by Exarninalion,

All appointments in the classilied service shall be made according to meril
and lilness. All examinalions shall be impartlal and not discriminalory and
shall relale Io those malicrs which will tes! tairly tho applicant’s capaciiy and
lithess 1o discharge ellicicnlly the dultcs of the position lo be filied. Tho
Score o an examinalion is a measure of achievement rather Wan an.unerr-
ing lorecast of suécess or lailure and serves as one faclor of several In the
selection process, Examinations may be open-competitive, open continu-
Ous compelilive, promolional competitive, and assembled or non-assem-

_ bled, and may Include a wrilten, oral, physical, and perormance lest, or any
'combinalion ol these. i l

Poslponement and Cancellalion ol Examinalion.

Any examinalion may be posiponed or cancolled al the discrelion of the
Personnel Direclor who shall also notily the Mayor and Deparlmenl Heads
involved. Each applican! shall bg noliied of the pos!ponamenl or cancella-
Iion. )

Identily of Examinees Concealed,
The ldénllly'ol ail persons laking a competitive wrillen {est shall be con-
cealed from the examiners by the use of an Idenlification number which

’ - .
.

'shali be used on all examinallon papers. This number shall be used from

the beginning of the examination unlil all lest papers have been raled Test
results of individualg are hol subject lo public review, Oral panels shall not
be laped,

Scoring Examination,

Appropriale scientilic lechniques and procedures shall be used In scoring
the resulls of the examination and in delcrmmmg the relative ralings of the

‘compelilors. Final examination’ grades shall be expressed on a scale of

100 for maximum possible allainmenl. The normally required passing
grade shall be 70. Velerans prulcrence credil shall be in addilion lo the
above, (The linal scores of successiul compelilors who have allained a
passing score of 70 or abovo shall be oe rounded ofl_lo whole numbers sc-
cordlng lo the lollowmg 50 and abOVc the next highest score; Lelow .50,

!henexl lower score; (Ie 81 51=02 91,49 = B1)

- Rozolulion Ne, 92-250, Page 5




L o

~ --!n«mﬂ- —— o ———

"CITY OF LAUDERHILL
FIRE-RESCUE DEPARTMENT
RULESAND REGULATIONS

mons e e = neme s i o

;. , B Nolilicalion of Resulls,

@ i Each applican! laking an examination shall be given wrillen notlce of the re-
- sults thercol.
F. Inspeclion of Papers. )
Any applicant shall have the right lo make one personal Inspec!ion of his
examination papers within ene month froni the dale of eslablishment-of the
. list. A manifest error in raling a test or test procedure shall be correcled If
+ calied 1o the atlention of the Personnel Direclor within the Inspection period.
Such corrections shatl not Invalidate any appolniment praviously mado from
such list. The writlen lesls themselves are not subject 1o Inspecllon
. G, Promolional Opporlunilies \ _'
Vacancies In higher positions in the classilier'j service shali b'c.ii filled by the
i promotion of employees in the service whenever, In the Judgment ol lﬁe
Mayor and Depariment Director, i Is In the besl interest of the City to do so.
When the delermination Is made thal there is a vacancy which will be lilled
by a promotion, the Personnel Direclor, afler consullalion with Depanmeql
‘Director Involved, .shall designate the class(es) and deparimeni(s) from
which promotion is o be made and shall establish the required period of
_service In ihese classes which shall not be less than six (6) conﬂnuqus
months. The Rule of Three Scores will prevall when a scoring procedure Is
used. All promollional oppoﬂunllieé shall be publicized at least one (1) week
by posling announcements on a bultel[n board in the City Hall and such
olher places and In such other manner as the Personne! Director deems ad-
‘visable, Coples of all such announcements shall be lumished 1o the Mayor
~ and Depariment{s) atlecled. )
. H - In the event the Personnel Direclor finds thal the number of candidates
' quallfied to compele In an examination ls five or less, the" Director, without
lurther examination may declare all candidates ellglble 10 be cerilflable for
conslderalion for an appointment or promolion provided all have met mini-
mum qualificaiions for the position. The Rule of Three Scores shail nol
apply.
. Non-Assembled Examinatlon. : :
1. Whenever the Personnel Direclor delermlnes'lhal'posslble apbilcan:s
are nol available In sulficienl numbers 1o hold assembled examina-
_ .+ u- .lions, the Personnel Direclor may authorize examinations for such
S ._ .- classes on a continuous non-assembled basls, .o i
: ... & The names of successlul applicants shall be placed on the appfopﬂale
cligible fist In order of their relative grade on the exam,

3. A person who competes In or Is disqualified from a non-assembled ex-
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aminalion lor a patticular class is cligible lo compele inlblioll\cr exami-
nalion lor the same class ailler an clapsed lime as delermined by the
Personnel Dircclor, '

Recruitment Wilhoul Written Examinalion (RWWE), " * -

A list ol qualilied candidales may be eslablished lor a posilion withoul wril-

len examinallons where [ is delermined thal an examinalion could be dis-
crilnlﬁalory andfor where il is detenmined 1o be in the besl inlerest of the
City and the applicants. RWWE shall only be done by a review of applica-
lions by the Personnel Direclor, The Personnel Direcior shall cetlity tho lop
qualificd candidales. The candidates shall nol recelve a score, as nd wiil-

len oxamination has been given. lelalive irainlng, expeticnce, and work

berformance shall all be consideored in co lil'yirig a list of qﬁaliricd candi- .

dales in tho RWWE proccdures.

Enlry Level Applicants.

Applicalions or job inferest catds for entry level posilions .";uch as Mainlo-
nance Workers, NMecrealion Aides, clc.. may be received in an open conllr_w-

*uous manner and placed In chrenological daled and/or job relaled cxperi-

ence order lor relerral to Depaitmenl Direclors for consideralion and inler-

views as vacangics occur.

~ Appointmenls

Procedures lor Filling Vacancies. ,

When a vacancy Is to be lilled In the classilicd sesvice, 11 shall be lilled by
original appolntment, promollonal appoiniment, pravisional appoiniment,
subslitule appolntment, lemporary appolnlineni, .re-cmptoymcm. reinslale-
mend, ransler, or demolion.

Priority Lisls, ..

Cerlilication shall be made lrom existing lisls in the foliowing order of prefor-
cnhce:

1.  Re-employnient lists.

2.~ Promotional lisls.

3. Ehploymnnl lisls,

4,  Reinslalement lists.

tilication by specific request of the appainling authority.
Cerlilication From lhe Lisl,
On request to Hll a vacancy approved by the Mayor, the Personnel Direclor

shall certily lo the requesting Department Direclor Iha names of those eligl-

blé who most quakifiy on the lisl for the class for interviews.

Rosolution Ne. 02-250, Pago 7

- Relnstalement lists may rank before or alter employment lists al lime of cor-




CITY OF LAUDERHILL | o -
FIRE-RESCUE DEPARTMENT CIVIL SERVICE RULES
~ | RULES AND REGULATIONS

The Nule of Three Scores will prevait Tor promotional opportunitles provided
lhe eligibies on the list have Indicated a wiltingness 1o serve and have the

. minimum qualificalions as determined by the lob deseription and announce-

ment, The Rule ol Three Scores provides that the names assoclated with
the three highest scores shall be cenified 1o a vnca.ncy: three additionat
names shall be cerified tor each addiliona! vacancy to be cerified based
upon next highest score achieved, provided, however, thal a fewer number
may be cerlified where there Is not the required number on the list and the
Department Dircclu.r consents. The Department Director shall interview and
select lrom 1he cligibles so certilied the number of persons required for the
vacancies to be filled and recommend 1o the Mayor that lhcy be 'xppoln!cd.
Notice of Ccrlmcalnon lo the Cligible Person. -

. Upon cerl:lnca!lon an cligible person shall be nofitied In writing. The not!ca
- shall state the lime and place within which the applicant, eligible, must re-

porl for the Inlerviev:,
Whaiver of Cedlilication,

" Eligibles may waive cedilication upon filing reasons satlsfaclory lo the Per-

sonnel Direclor. Failure 1o executle a salislaclory walver or to report for In-
lerview within the time Indicated shall be deemed sulficlent cnu;.:e for re-
moving the name of such efigible lrom the list,

Provisional Appointiment,

Whenever there Is an urgent reason for tilling a mgular posillon In a class
for which approptiate lists or deslred number of eligibles are not available,
the Mayor may authorize the vacancy be filled by a provisional appointmen.
Provislonal appalntments shall be terminaled ot such time as the requlre‘d
certification and appointment can be made from a list and shall be lor not
longer than four (4) months. An appolntment In excess of four {4} months
shall be approved by the Board. A provislonal employee Is an employce al-
will and may be lerminated by the Clly at any time. No charges are re-
qulred or appca‘i Is permitied. The provisionaf employee shall recelve the
current pay scale but shall nat accrue or recelve any benelils or senlonly
Temporary Appointment,

A lemporary appointment may be made 1o a person whose employment Is
expecled o be of seasonal nalure or whose services are required for a spe-

_.l_.clnl ]Ob or pro]ec! and when it s expecled that the scrvlces of such person

an bl

: .will be no Ionger necessary al tho close of the season or unon complellon of

that -'pcclal Job or project for which appolnted, or lor speciat clrcumslances
of limited duralion. A lemporary appolntment may also be made 1o fill a va-
cancy resulling from a regular employee on authotized leave ol absence.

Macrmbiilinmm Sla ™ e oo o
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( ‘ Such appoiniment shall be made from the appropiiale lisls in;-;olz_i_n::;ls brf",F',i:.,_. et

cable. The acceplance ol a lemporary appointmen! shall nol allect thal per-

n's slanding on any cligible ilsl. A lcmporary employee is an cmpl_uycb

: al-will and may be lerminaled by the Cily at any imo. No charges arce re-

7 quired or appeal Is pamilied, The lemporary emmployee shall rccci\-"c lhe

cuirent pay scale Lut shall no! accrue or receive 5:1y beinelils or seniotily,
H Subélilulo Cimployee. -

An employce who 'may be hired 1o Jill a lemporary vacancy created by an

cimployee who is oul of work due lo an on-the-job injury. .Such employee is

on an al-will slatus and ‘may be lerminated by the Cily at any time.! No

charges are required and no appcal Is pcmullcd A .,ub.,lilulc cmployeo

shall receive and/or accrue benelils gcncrally applicable 1o Culy employccs

ol ihat class and shall also receive insurance benelits the lirst of the monih

' following three (3) months. n the event this employee s ollered a budgot-
ed vacani position, lime served as a subslitule cmployeo shall be crediled N

s

lowards lhelr prebalionary patiod and lowards seniorily.

l. *Emcrgency Appointment,

i _ An cmergency appeintmenlt may be made by the Mayor lor an emergency
N ) which lhreatens lile, propetly, or the general wellare of the Cily. .:Uc:h ap-
{ ‘\__ 5 ' _ pomlmcnls shall conlinue only duting Ihe period of such emergency and

shail nol conlinue longer than thitly (30) calendar daya
o ) Ac!fng Appomlmcnl _

) Whicnever there Is a vacancy because ol promolion, Icinination of employ-
menk or lhe resull of an authorized leave of absence, the Mayor may [ill the
vacancy by acling appoiniment lor such lime as lo aliow for elleclive rccruut-.
ment or promolional procedure, During the employee's acling appointment,

. _Ihn cmployco shall conlinue to accrue all benelils-in actordance wilh the
- ’ _ en_xplpyco s regular posilion, However, il the employee shall be promoled lo
' _Ihe posllion in which he or she has been acling, benclils shall acerue in ac-
cordancc wilh the promoled posilion retroaclive o the lime of the employ-

| ) eo'’s acling appoiniment. '

K . Hcins!alcmenl. _

Any regular employee who has tcsignéd in good slanding may.'wilhin one
year Irom ihe elicclive dalg of sald Tesignalion, lile a wrillen requesl lor re-
Instalement, and willy the approval of the Depariment Direclor and the
Mayor, be reinstaled 1o a vacancy, provided lhere are no regular cmployees
who have been laid off whose names ﬁppcar on the re- cmploynicn! list for
the class, Such reinstaled cmp!oyec shall be lrealed as a new enlrant, al- -

ﬁk.. - el = though enirance exariliation requirement may be wawcd Al personnel

Hosolution No, 92-250, Mago 9
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must pass medical examination and dr:t-Jghlcohol lests and lire combat per-
sonnel also must pass addilional medical and physical agllity tesls,
L. - Transler.
An employee may be transierred from another position of the same class or
simllar class with essentially the same basle qualilications. Translers musl
be approved by the Department Director(s) involved and the Mayor.
M.- Demotion,
1. A posilion may be filled by the demolion of a regutar employee,
2. An employee may request lo be demoled, sald requeslt requliing the
- approval of the Mayor and the Oepartment Direclor. The demoted em-
S ployee shall be entilled 1o determinatipn of status based upon thal em-
i ployee’s original date of fulf time employment, X,
N.  Probationary Perlod,
The probatlonary period shall be regarded as an Integrat pan of he exam]-
nation process and shall be utilized for closely observ[ng the emp!oyee (] ’ :
wark, for securing the efleetive adjusiment of the new employee 10 the posl- : ,
. " lion, and lor rejecting any employee whose performance does'not meet the ~—
. required work standards. The probatlonary employee shall be informed ol
an "al-will” stalus which allows the Clty lo release tha employee any lima
during this status without explanalion, All appolntments shall be probation-
k: ary and, except for those positlons fitled through promaotions, are sublecl to
a a probationary period afler appoiniment of six (G) months for all general em.-
ployees and as prescribed In the bargalning unit agreement for firefighters,
sy, The promotlona! probalionary perlod shall be three {3) months for all em-
: ployees excepl Firg Olflcers, which shall be one (1) year, At any time dur-
. ' o r Ing the probationary period, the Depariment Director may remove an em-
ployee whose performance does nol meel required work standards, provid-
. ©d thal Direclor shall notity the employee and recelve approval from the
Mayor, Il an employee promoled tg a higher class as a resul! of appolint~
ment from a prorﬁollonal list Is found unsuited for the work of the class dur-
_Ing the probationary perlod, the employee shal! be relnstated 1o a vacant
position In the class from which the employee was promoled. If no vacancy
_exists, the Mayor shall ofer the employee elther a vacant position In a class
. slmilar to the one from which the employee was promoled or the opponunlly

1o bump the most recently Nred employee In the class from which the em.'
p!oyee wig promoled . K

Al 5 ] \—’/

i 0. Medical Examination, ‘ I . ’
' Al applicants for positions in the Cily shall be requlred 1o undergo a medlcat
examinatlon and drug anrd alcohol s'creenlng tests In compllance with the

NMacsal 10 308 e e e
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- Re-employment Lists.’

ADA 1o delermine their physical and mental litness 10 potiorm work In the e

posilion lo which the appoiniment is lo be made.

Cligibility

Establishment of Eligibility UsL. ‘ .
Tha Personnel Dircclor shall establish and mainlaln' sﬁch eligible lisls lor
the varlous classes of positions as arc, necessary to meet ihe needs of the
service. Each such list shall conlain the names of 1hose persons who are
decmed lo be quahilcd Ly virlve ol the examination of RWWE process to
parlorm the dutics required in the specilic ¢lass
Duration of Lists. :

The duration of cach cligible list shall be dclcrmincd by Whe Pcr.,onncl Di-
reclor and shall ba no more than ong (1) year, Tho Personnel Direclor,
after consulling with the Depariment Dircclor and the Mayor, may cxiend
such period: No list ghail be extended lo alime moie han one (1) addilion-
al year from the original cslablishment thereol.

A regular employec who has been involunlarily, scparaled lrom the Cily ser-

vice wilhout faull or delinquency on the employee’s parl. shall have their

name placed on a rc-cmploymcnl list Ior the lasl class ol posillon held at

the time of separation up lo one (1) year lrom {he dalc ol separalion.

Removal of Names lrom Lists.

The Personnel Direclor may remove the name of an pligiblc for any one of
the loliowing causés:

4. Altherequeslollhe cligible.

2, Failure lo respond lo notice lo appear tor Inlerview within the lime fimit-

ed 1o such nalice. i 7

3. Fallure 1o nolily Personnel Direclor of change ol address.

4. Failurelo accep! appoinknent.

5. Appoinimenl lo a regular posilion rough ccrlilica\ion tfrom a lisl for
anolher ¢lass al the same oF higher salary. .

6. Upon scparation, olter than layold, lrom ihe City service.

7. in any casc where the Personnel Direclor linds that the cligible person
has become dirdbalilicd for the class for which the cligible person ls
listed In accordance with these rvics and rcgul:mons.

8. When an eligible person has been lnlerviewed lwice and nol sclected.

5, Il the person s detetmined physically unable to perlorm the require-

e onls of the position_or fails a drug and alcohol fest pursuant lo the

ADA. -

Rosolution No, 92-258, Pago 11
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E.  Aesloralion of Names lo Cligible List,

Whenever any person’s name Is temoved from an eligible list for any one or
- more of the causes mentioned In the preceding section, the person shall Im-
mediately be notified thereot, In wilting, unless the person’s whereabouls
“are unknown, The Personne! Direclor shall sel forih the reasans !'c_;r the re-
moval of the name from the fist, Such person may, within live (5) days trom
the dale of notice of removal, make o written requesl lo the Personnel Di-
rector for restoration of the person's name lo such a list for the duralion of
eligibifity. The Personne! Director may feslore the name to the eligible Hst
or may refuse such request. Neasons shall be spaciliéd and lhé person

shali be nolified in wriling of Ihe decision, N '

F.  Merging of Lists. ' : - _

) Wlmnever.-ln' the opinion of the Personnel Director, It Is desirable to hold a
subsequent examinatlon while an eligible list of five {5) or less exists, the
Personnel Dlreclor may merge the two lisis according 1o scores. All per-
sons whose names appear on the exisling lst shall have the opportunlly lo

‘compele In the second examination 1o Improve their score, Any person on
such exisling list who lakes the second examination shall be given slanding
on the merged ilsts according o the higher grade recelved on elther exam.
The Personnel Direclor may also merge RWWE lists,

Sec. 7. Righls of Appenl )
A. Violalion of These Rules and Negulations.

. Any regular empioyee who clalms that the Employment Code, Including the
provislons sel forth In this resolutlon, Is improperly applled or misinterpreted
to the employee's delriment, and who has exhausted adminstrallve reme-
dies Including a finaf decision by the Mayor, may appeal’lo the Clvil Service
Board within filteen (15) calendar days alter such linal acllon Is laken,
Upon such appeal, the Department Director and the appeallng crﬁployeo
shall have the righl 1o be heard and to present evidence, Al the héarlng of
such appeal, technical sules ol evidence shoutd not apply, except as provid-

“i .- edinthe Civil Service Ordinance. The Clvil Service Board shalt have power
TohE ~ - o adminisler oaths and subpoena wilnesses and eompel the preéenlal!on
of bocks and papers pertinent o the appeal, The Civil Service Bo%rd shall

Beliin .- make the final decision dispasing of the appeal, '

whe 0 0 B, Violalion of Other Cily Nules and flegulations,

ThE | Any Cily employee who clalm§ that Cly rutes or reg&lalions. ol;aer lhan

those provided under these Clvil Service Rules and Regulallons, are Im-
properly applied or misinterpreled 1o the employee's detriment may appeal

[
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lo the Givil Scrvice Board wilhin Tillcen (15) calendar days allcr oUCh lmai

aclion is laken, ptovided such appcal prow.,ion is explicilly wrillen in lhe

"rulos which have allegedly been violaled (Le., Colleclive Dargaining Con-

tract). Such appeal musl specitically state rule and applicable scclion.

The Classilication Pian

Purpose.

The Classilicatlion Plan provides a complete invenlory of all posilions in the

Cily's Civil Service Syslem and accuralely doscribes and specliles cach

class of employment. The plan 5!a:'1d.ardizcd litles, cach i_)l whlchlls indica-

live of a delinite range of duties and rcsupnsibilitics. and !_1‘:15 the same
meaning throughout the cily, )

Composition of the Classilication Plan,

The Classillcation Plan consists of:

1, Classesol posmon... which are established by grouping poslions which
are basically similar In the kind ol work and level of diflicully and JG-
sponsibility. They require similar cxpcrncncc and training al limo ol re-
cruilment and may be compensaled lnorﬁ wilhin the samé range of pay
under similar working conditions. v

2. Class Hlies which are descriplive of the work performed and which
ldentity cach class. - '

3, Wiilich job dcscnpuon., lor cach class of po.,ilic;ns which conlain a de-
scrlpuon of he nalure of the work and of the relalive responsibility of
ho posnlon., in the class.

4. An allocalion list showing the class Iillu of each posilion in the City Civil
Scrvlce Syslem, as idenlilied by the name ol lhé employee holding

lhal posilion.

" Class Tille.

Class litle shall be used In all pcrsonncl accounllng, budgel appropria-
lons, and financlal records. No persen shall be appolnlcd lo, or cmployed
In a possllon In the classilied scrvice under a lallc not lncluded In the Classl-

' Iicalion Pian Tilles used in the course of dcparimcnlal rouline 1o indicale

amhonly. sta!u., In lhc giganizalion, of admlnlslrahvo r:mk may conlinuc 10
be used for such pUFpOSES. '

Job Dcscriplion.s _ _ .

Job Descriptions are lo be inlerpreted.in heir cﬁliréiy ahd in relation lo olh-
ars In the Classificalion Pian, Particular phrases of cxamples are nol lo be
Isolalcd and trealed as a whole dclmluon ol the class. - Job descriplions are

“"decmed tﬁ_be dcsc:iplwc ana cxplanatory ol The kind ol work peﬂormcd

Rgsolulion No. 02-250. P.'lgo' 13
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" Dlsciplinary Action
- Suspension

and not necessarily inclusive of all dulies pariormed. Essentlal tunetlons
will be highlighted. '
Maintenance of the Classification Plan,

The Personnel Director is charged wilh the responsibility for the proper and
continuous malnlenance of the Classilication Plan so that it will reflect the
duties being performed by each employee In the Clly Service and the class
10 which each position is allocaled on acurrend basls, The Personnel Diree-
lor shall periodicatly review the classilication of pos!llqns and._upon the
basis of said Direclor's Investigation, shall recommend 1o the Mayor appro-
priate and necessary amendments 1o the Classilleation Plan In the form ol
new classes, revisions ol exisling classt, and the abolition_ol classes no
longer required In the plan. Such recommmended amendmenls shall be _ef-
feclive when approved by the City Commission, Minor changesof a Job de-
seriplion orl those nccessilated by Federal, Stale, County or Cily law may be
elfectuated by the Personncl Director wilh approval of the Mayor.

Aller communication with the Personnel Direclor, the Deparimen! Directoy
4
may, for disciplinary purposes, conduct a pre-suspenslon hearlng and sus-

pend a regular employec withoul f)ay, lor cause, for such lenglh of lime as
that Depariment Director considers appropriate. The allecied employee
must be given a writlen statement by the employee's supervisor citing the
specilic sections o! the Employment Codo alleged lo have been violaled,
the one or more acls of violallon, the date of the pre-suspenslon hearing be-
fere the Depariment Director, and stating the employee's right to bring a
fepresentative 1o sald hearing. The representative mist be an of!lcl:!al of the
employee's bargaining unit or an allorney, Such employee may continug
working or be suspended with pay pending the pre-suspenslon ngarlng as
determincd_."by the Depariment Director, A wrilten slatement of the rea-
son{'s) for suspension shall be submitted by the Depariment Dlre}l:lbr to the
em'plc;yee alfected, such slatement 1o be submitted within twenlﬁ-rour {24)
hours of the time the suspension become ellective, excluding Saturdays,

Sundays or general holidays.

Although suspensions may be based on other causes, those “catrses® sof
. +"forlhy In Section 2 of this Rule, pertaining to dismissal, shall be suticlent for

suspension. Depending on severity of the cause, efforis should be made to

first Invoke progressive discipling, Le., verbal reprimand, written reprimand,
suspenslon, and termination,  ~- :

' Nosolution No, 92-250, Pago 14
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Al the dircclion of the Deparlineni Dircelor, one- hall ol Ihe suspended dayo,::"" "y

may be served through use of vacalion or PTO days carncd, as a oPUCIE' :
clicunistance, not a right.
A regular employce may be suspended without pay for a longer period
pending the investigation or kial of any lelony or lirsl degree misdemeanor,
or olhicr misdemcanot charge(s) against said cmp[dyce which direclly re-
K : " lale(s) lo the posilion of cmpl;aymenl held, excepling lirclighlers who shall
be governcd by Bargaining Unit Agreement. Il it Is determined Ly a court of
law thal the employec is Innocent of lhe charges, the employec may be re-
lurned to duty wilh full pay for the period of suspension.. In the cvent the
Dcparimenl Dircclor or heir designeo believes ihere Is imminent dang.cr o
he salely of employces, cilizens, equipmenl,'propeaily, or lo,r-'olhcr reason-
able cause, said Ditector or designce may order an immediale suspension
wllh pay. 1or no Iongef than wo (2) working days. Within those lwo {2)
working days, the Direclor shall make a loimal decision.
B. Dismissal, )
) A * Any employee may be dismissed by he Oepariment Direclor for cause altér

O

an appropriate hearing, and aller approval by the Mayor llvough a pre-ier-
; mination hearing. The Dcpatlmén! Director must first communicale with the
Persannel Direclor. A wiillen slalement or recommendalion ol lermination
and the reasons iherelore shall be submilled by the Departmen! Direglor 1o
., the Mayor, ‘i‘he dismissed_employcc will be provided wilh a slalement indi-
caling he violation(s), rcason(s) lor lermlinalion, and, rights ol appcal Al-
lhough dismissals may be bascd on olher causes, :1ny onc or moie of the
following may be sul ficient: ' : :
- 1. lncompetency or g_cnerai inclliclency in the performance of dulies.

2, Conviclion o! a crime, il the ctime a5 a ielony_ur lirst degree misde-
meanor, or olher misdemeanor dircclly related lo the posilion of em-
ployment held or, In the case ol firclighlers ol he Gity, sulbject to Florl-
da Slalule. -

+ o . .3, \Violalion ol any of the provisions of the Charler, Gily Code, these
rules, or deparlment rulo. ' '
—4. Violation of any lawful and rcasonable regulation, order, or direction
made or given by a superior ollicer where such violation has amounted
- 1o Insubordinalion or serious breach ol proper discipline or has resulls
) ' - ed in loss or injury. '
k\ijr— e st ek 5.~ -Inloxication while on duty, fromwhalever soufce, which alleclts orfm-
pairs the ability of Ihc cmploycc 1o carry oul his dulics; Ihe possession,
consumption, or bolh ol lnloxlcaung beverages while on duly or while

Nosolution Mo, 92-250, Pago 15
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10,

1.

12,

13,

14,

operaling or using a City-owned '{fehicle: of the possession, sale, use,

or addiction lo the use of marijuana, flegal harcotics, or danger~1s
drugs while on duty or while operaling or using a Clity-owned vehicl..,

Carelessness or negligence in the use of any property of the City,

. . Allempling 1o induce any alficer or employee ol the City o comm1t an
-act In violation of any lawiu or reasonable rule, regulation, or policy,

Conduct, either while on or off duly, which rellects discredil upon the
City. =
Hindering the requtar operalion of the depariment! or divislon because
ol absenteelsm or lardiness, . 1

Incapacily_ for the proper performance ol duljes becauso of a perma-

o 1 i .
~nent or chronic physical or mental iness or condillon aller rensonable

accommodaiion as stipulated In the ADA has been allempted,

Being absent withow! feave or tailing 1o repor afler leave ol absence

has expired, '

Failure o nolity the Depariment Direclor, within one working day, .of

suspension or revocalion of valld operalor, CDL. or Class D llcera:se

{applics only o employees whose position requires valid licenses),

Maklng a false statement of a malerial fact or practleing or altempling

to practice any fraud or deceplion. ‘

Ofllensive conduct or languaée toward the public or fellow olllcers or

employees; or abusive public eriticism of superlors or public officlats:

(a)  Personally oftensive or abusive conduct or language loward gz
public olficlal, feliow employee, or any member of the general
public when acting in an official capacily as a clly émployeé or
Tepresenlalive or while In unllorm: ‘

(b}  Abusive public crillelsm of a written Clly or depariment po.!icy.'
rule or officlal aclion when acling in an official capacily as ajClly
employee or representalive or while In uniform;

{©) Expre.s';slcn of a personal, work-refated orlevance, or bypaésing

olficiat documented grievance procedures, when such grievance
's not a malter of pubilic concern; or '

. (d) . Abusive use of any portlon of 1his subsection-(14) ule by ang.em-

ployee or ofiicial in order to conlrol, suppress, or threaten: free

B dlscoursc or discussion by any olher ofiiclal or employee, v}hen '

- stich fd!scourse or discusslon Is a matter of pub!'i&“if:bnccrn:and
~ pedains o another employee, public official member of the pub-

fic, or any writlen Cily or deparimental policy, rule or ofticlat ; 5.
tion, - '

Maselution No. 92.258, Paga 16
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C..  Demotion lor inability to Peifonn Dulics. .
The Deparlinent Direclor may demole a regular employee 1o a position, tho -
. +'dulios of which Ihe employce 15 able to petform, in a class carrying a lower
compensallon, when Ihe direclor has delermincd lhe employee Is unable 1o
successiully perform the dulies of the posilion and afler approval by the
Mayor through a pre-demotion hearing. Demolion may be lo anolher de-
pariment il bolh Department Direclor(s) and the Mayor agree and il does
‘ nol violale a conlracl. olalu.. will be given the employee in the new class.
LA A wrilten slatemenl of the rca..on lor demotion shall be submilied lo Ihc am-
ployee allecled and fo ihe Mayor, such stalement 1o bo submilled undcr ihe
-..,ame provisions of oCCIIDl‘l 1 of this rule. 1 the demetion is lar medical rea-
sons, he ADA prow.,lon., ol reasonable accommodation and conhdcnilahly
will apply. '
. D Work-Related Grievance.
An employee shall nol appear belore lha Cily Commls.,lon or make any -
slalement lo the Cily Commission with regard lo a work-relaled grievance
. ‘ "~ while thal employce has avaitable any gricvance, arbilration, or a_appclla!e
W : pfocedure which Is provided for In colicclive bargaining agreement or Cily
Code. .

Sec. 10..  Prohibitions
A.  No person shall be appoinled or premoled o or demoied or dismlssed from
' any posilion In the classilicd scrvice, or in any way lavorcd or discriminaled

agaln.:i with rc.,pecl lo employment In ha classilicd service because ol po-
litical or religlous persuasion or alfiliations or race.

B.  No persen shall seek or allempt to use any political endersement In connec-
tion with any appoinlmeni lo a posilion in the classili_cd.sewicc.

C.  No person shall use or promlse lo use, direclly er indirccily, any olliclal au-
lhorily orinlluence, whether possessed or anlicipaled, lo sccure or allempt
lo scr.';ure for any person an appoinlment lo a position in the classilied ser. -

WA e dme—es

vice or an Increase in or other advanlage in cmploymcnl In any such posl- .

tion, , . '

D.  No empioyce in the clas.,mcd scrvice, and no mcmbcr of Ihe Civit Servico

Board shali, dlrccily or Indireclly, pay or promise lo pay an assessmenl

subscriplion or conlribution for any polilical organizalion or purpose relalmg

lo the Cily, or solicit or .lake parl In soliciling any such assas.,ment sub-

) scripllon, or contribution or any employce in the classilicd ..crwcc. '

ey } . E. No cmployee of Ihe Cily shall reccive ive anything of value from. nny person.— ————— s
é\ig;}"' S *"—‘—_* o a 'nrm corporalion, panncr.,hlp, or olhor cnlity which does business with the B '

——
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depariment in which that employee is employed or Is subject to cantrol or
supervision by the de'paf!mcm in which that employee Is employed,

No person clected to public olfice shall, durlng the term for which he
clected, be appointed to any position In the classified service. Any person
who holds a posilion In the classified service shall resign that position upon
cleclion to Mayor or City Commission,

No person shall make any false stalement, cetlificale, mark, raling, or repori
with regard fo any test, certification, or appolniment. made under any provi-
slon of the charter and these rules or in any manner commit or ailemp .0
commit any fraud preventing lllm Impattial exceutlon of the provisions of the
chader and these rules, ) _

No person Esha!l, directly or indirectly, give, render, pay, qﬂcr.,'solicll, or ac-
cepl any money, service, or other valuable conslderation tor or on account
ol any appoiniment, proposed appoiniment, ‘promolion of proposed promo-
tion to, or any advantage in, a posilion In the elassilied service,

No employee, examilner, or other person shall defeal, deceive, or obslruct

“any person in his right lo examination, elfigibility, cenification, or appofnt-

ment under the charter and these rule, of furnish o any person any speclal
or secrel Information for the purpose of affecting the rlghts or prospecls of
any person with respect lo employment In the classified service, 4

Seclion 2,  This resolution shall lake elfecl Immediately upon iis passage,
DATED this _26__ dayof ___october . 1992~

PASSED AND ADOPTYED on first reading this _2¢ day ol __october

1992,

TMOTION pallin
i SECOND - Elfers
B. BARD-STRACHER Yes
""" W, ELFERS Yes
R. KAPLAN ~Yes -
J. MULLIN T es
- M. MEADOWS ' Misont

TS INSERURENT PRIPARED AND.DR
APPROVED AS 1O TORM DY
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CITY OF LAUDERHILL F.S. 112.82
FIRE-RESCUE DEPARTMENT THE FIREFIGHTER'S BILL OF RIGHTS

Whenever you are subjected to interrogation, you have the following rights under Florida Statutes:

1. Before you are questidned, you must first receive written notice of sufficient detail of the
investigation to reasonably apprise you of the nature of the investigation.

24 Before you are questioned, you must be given the names of all ”complainanfs.“

3. Before you are questioned, you must be informed of the name-and rank of the officer in charge of
the investigation, all interrogators and all persons present during the interrogation.

4, The interrogation must take place at the main fire station, or the facility where the investigating
officer is assigned.

. The interrogation must be held at a reasonable time of day, preferably when you are on duty,
unless immediate action is required. ® s

6. The interrogation must be of reasonable duration with rest periods.
a 7. You cannot be subjected to 6ffensive language.
K' : 8. You cannot be offered any incentive as an inducement tq answer questions.
9. A tape recording or other complete record must be made of the interrogation.
10. If a transcript is made of the interrogation, you are entitled to a copy, free of charge.
11.  You are entitled to a union representative during the interrogation. You are entitled to be

represented by counsel if you desire.

12. You cannot be disciptined, threatened or discriminated against because you exercise your rights,
under this law.

| have read the above listed rights and understand them fully.

Sighed : Date . Time
Witness Witness
Form#52







