
RESOLUTION NO. 2015-01
A RESOLUTION OF THE UINTAH ANIMAL CONTROL AND SHELTER SPECIAL SERVICE DISTRICT TO APPROVE AND ADOPT REVISIONS TO TITLE 12: PROMOTION, DEMOTION, TRANSFERS, RECLASSIFICATION, AND DISCIPLINE, IN THE PERSONNEL POLICY AND PROCEDURE MANAUAL.
WHEREAS, the Administrative Control Board of the Uintah Animal Control and Shelter Special Service District desires to Approve and Adopt Revisions  to Title 12: Promotion, Demotion, Transfers, Reclassification and Discipline, in the Personnel Policy and Procedure Manual.
SECTION 1.  This section being revised.
TITLE 12

PROMOTION, DEMOTION, TRANSFERS, RECLASSIFICATION & DISCIPLINE

Chapters:

12.01
PROMOTIONS

12.02
DEMOTIONS

12.03
TRANSFERS

12.04
RECLASSIFICATION

12.05
DISCIPLINE

12.06
APPEAL PROCEDURES

Chapter 12.01
PROMOTIONS
Sections:

12.01.010
Policy.

Sections 12.01.010
Policy.


A.
Methods of Making Promotions-In order that all current qualified employees of the Uintah Animal Control and Shelter Special Service District may be given proper consideration when a vacancy in job exists, the contracted Personnel Human Resource Office shall post notice of such job vacancies on the bulletin boards of all the District Animal Shelter departments and any major subdivisions thereof. Such notice shall contain the vacant job title, pay range and requirements of said job. This notice shall remain posted for three (3) working days prior to any other formal recruiting activity, during which time employees may, in writing apply to the Personnel Human Resource Office to fill such vacancy. The Personnel Human Resource Office shall review the applicant’s personnel folder and pertinent information in determining that the employee meets or exceeds minimum requirements for the job.

B. 
Selection of Applicants-The method of testing and review of each applicant shall be the responsibility of the Personnel Human Resource Office in coordination with the Department Heads. All examinations and application reviews shall be impartial, fair and practical, and designed to test the relative qualifications and fitness of applicants to discharge duties of the particular position which they seek to fill. The Personnel Human Resource Office shall develop a promotional register, including the applicant’s names and their ratings as determined by the results of said testing. The top five (5) names shall be referred to the Department Head for final selection. The promotional register shall be exhausted immediately after the promotion has been made. If a complete register with a minimum of five (5) names cannot be provided to the Department Head, the Department Head may request that an outside recruitment process be commenced.

Test results of applicants testing for promotional opportunities shall remain valid for a period of six (6) months, after which time the applicant will be required to retest. Applicants will not be allowed to retake promotional examinations within that same six-month period.


C.
Education and Experience-In rating an employee’s education and experience to determine if he/she meets the minimum qualifications for a position, the Personnel Human Resource Office shall take into consideration the employee’s experience within a District Department, when it’s specifically related to the duties of the position for which he/she is being considered.

D.
Priority Applicants-Permanent full-time and part-time employees who apply from within the department for promotions shall be given priority consideration if they meet the minimum qualifications.


E.
Pay Increase Upon Promotion-A successful applicant for promotion shall receive an increase in wage or salary computed by allowing a 5% an increase for each salary range grade advanced to. Thus, if an employee advanced from a Grade 7 to a Grade 9, he would receive a 10% increase. 


F.
Unsuccessful Promotion-Should an employee fail to meet the requirements of probation, the employee may:



1.
Return to the previous position held if such position is available and the employee is in good standing with the department from which he was promoted.


2.
Be placed in a position of similar classification to the one held prior to the promotion if such position is available.


G.
Career Ladder Promotions.
Chapter 12.02

DEMOTIONS

Sections:

12.02.010
Policy.

Section 12.02.010
Policy.


In accordance with Chapter 12.05, Discipline, an employee of the Uintah Animal Control and Shelter Special Service District may be demoted for inefficiency or other cause justifying disciplining action. The Department Head shall request the contracted Personnel Human Resource Office to certify that the employee meets the minimum qualifications for the new position. The performance evaluation date of a demoted employee shall not change.

Employees who move to positons of a lower grade shall receive a decrease in pay rate computed by calculating the percentage of decrease from the grade previously held by the employee to his/her new grade. 
Chapter 12.03

TRANSFERS

Sections:

12.03.010
Lateral transfer policy.

Section 12.03.010
Lateral transfer policy.


A transfer shall occur when an employee is transferred from one job to another within the Uintah Animal Control and Shelter Special Service District and within the same grade. An employee may be transferred to another position for reason of training, shortage of funds, department reorganization, or position vacancy. A transferred employee shall be on probation for a period not to exceed six (6) months. However, the employee’s performance evaluation date shall not change. No change in wage or salary shall be made for employees who make lateral transfers.

Chapter 12.04

RECLASSIFICATION

Sections:

12.04.010
Policy.

12.04.020
Temporary reassignment.

Section 12.04.010
Policy.


A Department Head may, upon his own initiative or at the request of an employee of the Uintah Animal Control and Shelter Special Service District, request that a specific job be reviewed by the Personnel Human Resource Office in order to assess whether a reclassification of the job is in order. The contracted Personnel Human Resource Office, after once again reviewing job requirements and duties, shall review the job for reclassification. If, in the judgment of the Personnel Human Resource Office, the reassessment of the job classification justifies reclassification, such job shall only be reclassified to the new pay grade after approval of the District Board.


If a reclassification effort of the Personnel Human Resource Office justified a lowering of the pay grade for the position, the employee shall receive no more than a 5% reduction in pay pursuant to the reclassification.
Section 12.04.020
Temporary reassignment.


In case an employee is temporarily assigned to perform the function of a position of higher grade or pay, it is not necessary that he/she meet the minimum requirements of the position, so long as he/she does not serve longer than six (6) months before either qualifying for such a position of higher grade or pay and is regularly promoted under provisions of these regulations, or the position is filled in compliance with these regulations.

Chapter 12.05

DISCIPLINE

Sections:

12.05.010
Policy.

12.05.020
Reserved.

12.05.030
Causes for Disciplinary Action.

12.05.040
Legal and management review required for formal disciplinary 


action.

12.05.050
Pre-disciplinary hearing with employee.

12.05.060
Notice of disciplinary action.

12.05.065
Types of disciplinary action.

12.05.066
Suspension limitation.

12.05.070
Reduction in pay in the same grade.

Section 12.05.010
Policy.


A.
It is the policy of the Uintah Animal Control and Shelter Special Service District that management will inform its employees about what is expected at work, what constitutes employee misconduct, what management and the employee may do to correct any misconduct, and what the employee’s rights are if disciplined.

B.
It is the responsibility of all employees to observe rules of conduct necessary for the proper operation of the District government. Administrative procedures have been established for the handling of disciplinary measures when required. All such measures shall follow the presentation of charges to the employee.

C.
Disciplinary action, up to and including termination, may be imposed for misconduct.


D.
Written documentation concerning employee disciplinary action imposed will become part of an employee’s personnel record.

Section 12.05.020
Reserved.
Section 12.05.030
Causes for Disciplinary Action.


An employee holding any position with the District may be placed on probationary status, transferred, demoted, reduced in pay, suspended with or without pay, or terminated, for any of the following reasons including, but are not limited to the following:


A.
A violation of any of the District Personnel policies and procedures as adopted by resolution of the Uintah Animal Control and Shelter Special Service District Board;


B.
Neglect of duty;


C.
Refusal to obey a reasonable order by any supervisor, either written or verbal;


D.
Inefficiency or inability to satisfactorily perform assigned duties;


E.
An act hostile to public service;


F.
Falsification or unauthorized alteration of District records;


G.
Falsification of employment application;

H.
Knowingly marking the time sheet of another employee, authorizing one’s time sheet to be marked by an unauthorized employee, or unauthorized alteration of a time sheet;

I.
Carelessness which affects the safety of personnel;


J.
Threatening, intimidating, coercing or interfering with fellow employees on the job or the public;


K.
Theft or removal from the work area or premise without proper authorization of any District property or that of any employee;

L.
Gambling or engaging a lottery at any District work area;

M.
Misusing, destroying or damaging any District property or the property of any employee;

N.
Deliberately restricting output;

O.
Possessing or consuming any alcoholic beverage or unlawfully manufacturing, distributing, dispensing, possessing or using a controlled substance in the workplace of the District;

P.
Intoxication, or being under the influence of alcohol or prohibitive drugs during work hours or in the workplace of the District;


Q.
Immoral conduct or indecency affecting job performance or job effectiveness.;


R.
Sleeping on the job during work hours;


S.
Engaging in conduct that negatively impacts the employee’s ability to perform essential functions of his job;


T.
Using, threatening or attempting to use personal or political influence in an effort to secure special consideration as a District employee;


U.
Failure to report to work without notification to the Department Head unless it is impossible to give such notice;


V.
Involvement in a vehicular accident involving a District vehicle, where negligence has been demonstrated by the employee;


W.
Act of dishonesty related to job performance;

X.
Misuse of disposed surplus property;


Y.
Sexual harassment of employees;


Z.
Using profane language;


AA.
Displaying insubordinate behavior;


BB.
Any other misconduct;


CC.
Possession of firearms, weapons or explosives on District owned property or at the work location without supervisory authorization;


DD.
Employment discrimination;


EE.
Violation of traffic laws while operating a District vehicle;


FF.
Violation of the Information Technology Resources provisions of these policies and procedures.

Section 12.05.040
Legal and management review required for formal 




disciplinary action.


A.
Whenever any Department Head, or his designee, feels there is a need for formal disciplinary action to be taken against a District employee, that Department Head must contact the Executive Director’s office prior to the pre-disciplinary hearing with the employee and prior to taking any other action.


B.
A meeting will be held with the Department Head and appropriate members of his/her department to discuss the action of the employee and the proposed disciplinary action to be taken in response.


C.
Excepting for oral warnings or written reprimands, the Executive Director shall approve all other disciplinary actions of any employee as provided in Section 12.05.010 and 12.05.060 of this Chapter.
Section 12.05.050
Pre-disciplinary hearing with employee.


Whenever formal disciplinary measures are anticipated, excepting placement of the employee on probationary status, a pre-disciplinary hearing must be held prior to imposing disciplinary action. 



A.
The employee shall be given prior notice of the hearing along with an explanation of charges, evidence, allegations, and reasons for considering disciplinary action and, where termination is being considered, notice that such a measure is being considered. The employee shall be advised that he or she will be given an opportunity to respond and may bring any evidence or witnesses to the hearing which the employee believes are relevant to the hearing. The employee shall be given reasonable time to prepare for the hearing.


B.
The hearing shall be conducted by the Executive Director or his/her designee, and shall be held for the purpose of allowing the employee to examine the reasons for discipline and present any information or evidence the employee believes is relevant to the decision.



C.
The following items should be accomplished at the hearing:




1.
Charges, evidence, allegations or reasons shall be given 




orally or in writing to the employee by the Department 




Head or other appointing authority.




2.
The employee shall be given a full opportunity to respond 




and give an explanation of the evidence against him or her to the 




Executive Director, verbally or in writing, or both.



D.
The District will maintain a written record of the conduct of the hearing.



E.
A decision as to the disciplinary action to be taken, if any, shall be made by the Executive Director or his designee, and the employee shall be notified in writing within twenty (20) working days after the hearing. If formal disciplinary action is imposed, the Executive Director or his/her designee shall provide the employee written notice of disciplinary action along with a written explanation of any employee rights for an appeal.
Section 12.05.060
Notice of disciplinary action.


The notice of disciplinary action is required when imposing formal discipline. It must be in writing, signed by the Executive Director, addressed to the employee against whom the disciplinary action is taken, and must advise the employee of the cause for and the disciplinary action taken, the effective date thereof, and the employee’s rights for an appeal, if applicable.


On or before the date of disciplinary action, the department head, or his/her- designee, shall send a copy of the notice of disciplinary action to the personnel department human resource office to be placed in the employee’s personnel file. If the employee refuses to sign the form, the department head, or designee, will so state.

Section 12.05.065
Types of disciplinary action.


A.
Informal disciplinary procedures can include the following:


1.
Oral warning. Whenever grounds for disciplinary action exist, and 



the department head determines that more severe action is not 



immediately necessary, the deficiency demonstrated may be orally 



communicated to the employee.




a.
A memorandum of the date and content of the oral warning 



shall be written by the department head, or designee.




b.
This memorandum shall be placed in a separate verbal 




warning folder in the personnel department human resource 



office and is not part of the employee’s personnel file.



2.
Written reprimand. The department head, or designee, may 




reprimand employees for employment performance related 




reasons.




a.
The department head, or designee, shall furnish the 





employee with an employee written reprimand notification 




setting for the reasons.




b.
A copy of the employee written reprimand notification, 




signed by the department head, or designee, and the 





employee, shall be sent to the personnel department human 




resource office and be placed in the employee’s personnel 




file. If the employee refuses to sign the form, the 





department head, or designee, will so state.

B.
Formal disciplinary procedures can include the following:



1.
Placement on probation. The department head, or his/her designee, 



after approval of the Executive Director, may place an employee 



on a disciplinary probation status for a time period not to exceed a 



six (6) month period.



2.
Suspension. The department head, or designee, after consultation 



with the Executive Director, and in accordance with the provision 



of this Chapter pertaining to formal disciplinary procedures, may 



suspend employees with or without pay.



3.
Demotion or reduction in pay in the same grade. If in the best 



interest of both the employee and the District, the department head, 


or designee, after consultation with the Executive Director and in 



accordance with the provisions of this Chapter pertaining to formal 


disciplinary procedures, may demote or reduce in the same grade, 



employees for employment performance related reasons.



4.
Transfer which may result in reduction in pay. If in the best 



interest of both the employee and the District, the department head, 


or designee, after consultation with the Executive Director, and in 



accordance with the provisions of this Chapter pertaining to formal 


disciplinary procedures, may transfer employees, except a 




probationary employee, by furnishing the employee with written 



employee transfer notification.


5.
Termination. The department head, or designee, after consultation 



with the Executive Director, and in accordance with the provisions 



of this Chapter pertaining to formal disciplinary procedures, may 



request to terminate an employee. Only the Executive Director 



may approve the termination of an employee.

Section 12.05.066
Suspension limitation.


No employee may be suspended, with or without pay, for more than ten (10) working days at one time.

Section 12.05.070
Reduction in pay in the same grade.


Reduction of an employee’s pay in the same grade, for disciplinary action shall not exceed a 5% reduction in pay.

Chapter 12.06

APPEAL PROCEDURES

Sections:

12.06.010
Right of appeal.

12.06.020
Appeal Board.

Section 12.06.010
Right of appeal.


Any employee of the Uintah Animal Control and Shelter Special Service District, excepting the Executive Director, any department head, newly hired probationary employee, shall have the right to appeal to the District Board any disciplinary actions involving dismissal, demotion, reduction in pay, suspension, or transfer to a position with less remuneration; however, only one hearing before the District Board shall be allowed as to any one disciplinary action.
Section 12.06.020
Appeal Board.


The appeal procedure shall be in accordance with UCA 10-3-1106 with the District Board serving as the appeals board.
SECTION 2. Severability. The Provisions of this resolution shall be severable and if any provision thereof or the application of such provision under any circumstances is held invalid and it shall not affect the validity of any other provision of this resolution or the application in a different circumstance.
SECTION 3.  Effective Date. This resolution shall take effect upon approval and adoption.

PASSED, ADOPTED AND ORDERED published this 16th day of January, 2015.

______________________
Chair-Person

ATTEST:

_______________________

Secretary


