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PREFACE

A. MISSION STATEMENT

The mission of the City of Hot Springs is to provide outstanding public service in a
courteous manner to its residents and visitors on a daily basis and to offer programs and
services that meet the future needs of a growing, diverse population.

B. CODE OF CITIZEN SERVICE

(As Adopted by Resolution No. 3694; May 19, 1997)
This Code will be known and followed by all City employees.

If Hot Springs hopes to increase its population base and commercial
development, all City employees must work together as a team to insure that residents
and visitors are pleased with our public contacts and services provided.

All employees shall take part in any training required for their positions and
particularly training provided for the best possible service to the citizens.

Each employee shall understand their job responsibilities, their standards of
performance and the goals of their department and work unit.

Each employee should know the needs of their customers, both internal and
external, in order to provide the services they expect.

Each employee should think of himself as an ambassador of the City, both in and
outside of the workplace.

An employee receiving a complaint or a request for service should handle that
complaint or request until it's resolved or satisfied. If the complaint/request is beyond
your department, it should be directed to the appropriate department.

Employees should react quickly to complaints or requests. Do everything to
insure that citizens are satisfied with the service the City provides.

If a citizen is dissatisfied or rude, do not respond in a negative way. Remain
polite, and refer the citizen to a supervisor. At no time should a City employee be rude
or unresponsive to any citizen or to another employee.

Remember that you are always in the public eye. Consider every action, rest
period or public contact as if it were appearing on the front page of the newspaper.

Be courteous, have a ready smile and a pleasant tone of voice, even when you
have to give citizens news they don't want to hear. Use phrases such as “Good
afternoon, may | help you, sir/ma’am?” or “I'd be happy to look into that and get back to
you later today” or “I'm sorry, but | can’t do that; could | make another suggestion?”

When dealing with the public, whether on duty or off duty, try to keep a positive
attitude. While there are negative aspects to any situation, there are also positive
aspects. We want residents and potential residents to know about the positive aspects
of our City. We only hurt ourselves when we run down some aspect of our City.

Try to escort citizens who ask you about getting to a particular location or
destination if it's reasonably convenient. Don’t just point them in a general direction.

Try to be generally knowledgeable about the functions of City departments,
particularly about those areas about which you are frequently asked.




Use proper telephone etiquette. Try to answer every phone call within three
rings. Answer with a friendly, interested tone of voice. If you must transfer a call,
explain that the caller needs to speak to another party. Ask the caller, “May | place you
on hold?” and, if they agree, then call the appropriate party telling the name of the
person calling and the subject of their call before you actually put the call through.

Take pride in and care of your personal appearance and the appearance of your
workplace.

Ensure that you know your role in all situations. When you see other City
employees behaving rudely to the public or engaging in improper public behavior,
realize that this hurts all of us. All employees must accept responsibility for informing
their supervisor or other responsible person that these things are happening. The future
of our City and our own job security depend on our doing everything possible to make
this a satisfying place to live and work.

Promoting the City of Hot Springs and serving its citizens is the responsibility of
every employee.

C. CITY GOVERNMENT

Hot Springs operates under a City Manager form of government. The City Manager is
the chief executive officer and is appointed by the Board of Directors. He is
responsible for overall management and operation of city government. The Board of
Directors is the supreme legislative and executive body of municipal government. The
Board is composed of seven members who are elected for four-year terms. Six Board
members are elected from districts; the Mayor is elected at large and presides at Board
meetings.

D. CIVIL. SERVICE COMMISSION

All uniformed police and fire employees, once they have completed their probationary
period, are governed by the City of Hot Springs Civil Service Commission. The
composition and duties of the commission are established by state law.




CHAPTER 1
GENERAL POLICIES

1.1 PURPOSE

The purpose of this Handbook is to inform you of the benefits to which you are entitled
and of your responsibilities as an employee of the City of Hot Springs. [f you have any
questions regarding any of the information in this Handbook, do not hesitate to discuss
the matter with your supervisor, your department head or the City’'s Human Resources
Director.

The policies contained in this Handbook will be revised as justifiable needs arise. You
will be furnished with a copy of any revisions, and it will be your responsibility to
maintain your handbook in an up-to-date status. Handbook revisions will be distributed
with payroll. Employee suggestions are encouraged and should be submitted to the
Human Resources Director.

The use of personal pronouns in the masculine form in this Handbook is in accordance
with accepted rules of English grammar and should be interpreted as referring equally
to males or females.

This Handbook does not represent an employment contract or any aspect of an
employment contract and should not be construed as such.

1.2 SCOPE
All employees of the City of Hot Springs are subject to the application of the personnel policies
and procedures described in this Handbook.

1.3 PERSONNEL RECORDS

A personnel file will be maintained for you and will contain all information pertinent to
your employment. You will have the right to examine your own personnel file during
office hours; however, no other employee will be allowed to examine your personnel file
without your written consent. Further, no other individual or agency, other than
management, will be allowed to examine your personnel file without your written
consent, except as may be authorized under the Freedom of Information Act. If you file
any type of complaint against the City or any department or employee of the City, you
will be considered to have authorized the release of your personnel file to the agency,
committee, court or any other party with which the complaint is filed.




CHAPTER 2
EQUAL EMPLOYMENT OPPORTUNITY

2.1 EQUAL OPPORTUNITY EMPLOYER

It is the policy of the City of Hot Springs, Arkansas that no person will be denied the
right of employment or advancement in city government, nor will any person be denied
admission or access to any of the City’s programs or activities, on the basis of political
or religious affiliations; race; sex; age; national origin; color; physical or mental disability;
veteran status; or any other non-merit factor. It is recognized that certain affirmative
actions must be carried out to guard against discriminatory practices whether apparent
or concealed, intentional or unintentional. The City will employ such affirmative actions
to the fullest extent possible and will make adherence to their principles a basis for
evaluating job performance among department heads and employees. Further, the City
will attempt to refrain from doing business with or associating with firms that openly and
knowingly practice any form of discrimination in their employment practices.

2.2 HARASSMENT

Any form of harassment based on race, religion, color, sex, national origin, age,
disability or veteran status is strictly prohibited. All employees will be provided a
professional work environment representative of fair and courteous treatment that is
free of any intimidation, hostility or harassment. Harassment of any degree or form
negatively affects morale, motivation and job performance and is detrimental to a
harmonious working environment. Employees are not to engage in activities or conduct
that can be perceived to be harassment, and harassment in any form will be considered
serious misconduct. Any employee found guilty of violating provisions of this policy will
be subject to appropriate disciplinary action.

Harassment is considered to be any annoying, persistent act or actions that single out
an employee (to that employee’s objection or detriment) because of race, religion, color,
sex, national origin, age, disability or veteran status. Examples of harassment include,
but are not limited to:

e verbal abuse or ridicule;

¢ interference with an employee’s work;

o displaying or distributing sexually offensive, racist or other derogatory
materials;

o discriminating against any employee in work assignments or job-related
training due to any of the above criteria;
intimate physical contact;
making offensive sexual, racial or other derogatory innuendoes; and
demanding favors (sexual or otherwise) as a condition of employment,
promotion, transfer or any other term or condition of employment.




If you feel that you have been harassed, or if you become aware of harassment
activities, you should discuss the matter with your supervisor or department head.
However, if you feel that you are being harassed by your supervisor and/or department
head, or if you are not comfortable discussing the problem with them, then the incident
may be reported directly to the Human Resources Director. Complaints may be made
verbally or in writing. All complaints of harassment will be thoroughly investigated and
appropriate disciplinary action taken when warranted.




CHAPTER 3
GENERAL EMPLOYMENT POLICIES

3.1 AT-WILL EMPLOYER

The City of Hot Springs is an at-will employer. This means that the City of Hot Springs
or any of its employees may terminate the employment relationship at any time for any
reason with the understanding that neither has an obligation to base that decision on
anything but his intent to discontinue the employment relationship. No policies,
comments, or writings made herein or during the employment process shall be
construed in any way to waive this provision.

This Handbook is not intended to create any contractual or other legal rights. It does not
alter the City’s at-will employment policy nor does it create an employment contract for
any period of time.

3.2 EMPLOYMENT STATUS

3.2.1 Non-Uniformed

As a non-uniformed employee, you are hired under the City’'s employment-at-will
policy which provides that a condition exists between you and the City by which you
may voluntarily leave a job or be terminated by the City for any reason, with or
without cause. Nothing contained in this handbook or any other document provided
to you is intended to be, nor should it be construed as, a guarantee that employment
or any benefit will be continued for any period of time. Any salary figures provided to
you in annual or monthly terms are stated for the sake of convenience or to facilitate
comparisons and are not intended to and do not create an employment contract for
any specific period of time. As an at-will employee, your employment status will be
classified as one of the following:

e REGULAR FULL-TIME - all non-uniformed employees filing a specific
budgeted position which involves working at least forty hours per week and
which includes all appropriate benefits

e REGULAR PART-TIME - all non-uniformed employees filing a specific
budgeted position which involves working less than forty hours per week; not
entitled to any benefits except as specifically noted hereinafter

e TEMPORARY - all non-uniformed employees filing seasonal or short
duration positions; may be either full-time or part-time; not entitled to any
benefits

3.2.2 Uniformed

All uniformed police and fire employees are hired in accordance with current civil
service rules and regulations. Nothing contained in this Handbook or any other
document provided to the employee is intended to be, nor should it be construed as,
a guarantee that employment or any benefit will be continued for any period of time.
Any salary figures provided to an employee in annual or monthly terms are stated for




the sake of convenience or to facilitate comparisons and are not intended to and do
not create an employment contract for any specific period of time.

Any person newly appointed to the police or fire department serves a probationary
period of twelve (12) months. During this time, an employee may be discharged by
the Chief with or without cause.

3.3 RETIREMENT

3.3.1 Non-Uniformed

The City participates in the Arkansas Public Employees Retirement System
(APERS). Monthly contributions are made by the City for this benefit. All
employees hired on or after July 1, 2005 (who meet certain eligibility requirements
for participation) will be enrolled as a contributory member and must contribute 5
percent of their pre-tax earnings into the retirement system. Detailed information is
available in the Human Resources Department.

3.3.2 Uniformed (Police and Fire)

The City of Hot Springs participates in the Arkansas Local Police and Fire
Retirement System (LOPFI). Both the employer and the employee contribute a
percentage of gross wages to this system. Uniformed police and fire employees do
not participate in social security except that those hired on or after April 1, 1986 pay
the Medicare portion of that tax. You will receive a handbook from LOPFI outlining
your retirement benefits.

3.4 PAY FOR ACCRUED LEAVE

When your employment with the City terminates (for any reason), payment for any
accrued leave to which you are entitled will be made in a lump sum payment; you will
not be permitted to “ride out” your accrued leave. The last day you actually work will be
your termination date, and you will be removed from the City’s payroll records as of that
date except in cases where you have been on sick leave due to illness or injury as
verified by your physician.

3.5 NEPOTISM

This section sets forth the policy regarding the employment of relatives (nepotism) for all
permanent and temporary employees of the City of Hot Springs. It also addresses
situations where such employees become involved in consensual social or economic
relationships, which includes, but is not limited to, sharing the same residence or
“dating.” The intent of the policy is to avoid conflicts of interest, morale problems, the
possibility or appearance of favoritism, and the potential for emotional interference with
job performance.

A conflict of interest is inherent if a familial or consensual relationship exists between an
employee and any person for whom the employee has direct supervisory responsibility.
Supervisory responsibility includes, but is not limited to, appraising the performance of
subordinate employees, recommending salary increases and promotions, and taking or
recommending disciplinary action. Any such conflict of interest affects the City’s




obligation to provide equal treatment for all persons in the terms and conditions of
employment.

No employee shall be hired, transferred, promoted, demoted or otherwise
placed into a position under the immediate supervision of a relative. The term
“relative” shall mean all persons related by blood, spouse’s blood relatives,
legal adoptions and guardianships.

No employee shall be hired, transferred, promoted, demoted or otherwise
placed into a position under the immediate supervision of an employee living
with the subordinate employee in a spousal relationship, though unmarried, or
engaged in a consensual social relationship, such as “dating.”

In the event a person becomes a relative of, or becomes involved in a
consensual relationship as described above, an employee who has
supervisory responsibility over such person, the following steps shall occur:

o The persons in such a relationship must report it to their supervisor,
who shall report it to the Depariment Head. The Department Head
shall report it to the Director of Human Resources who, in conjunction
with the Department Head, shall consult and determine the best
approach to resolving any potential conflicts. The resolution may
involve any action which will further the intent of this policy. Failure to
report a relationship as required will result in disciplinary action
including termination.

o All cases in which relatives of present employees are considered for
placement shall be reviewed by the Director of Human Resources prior
to such placement.

o The Director of Human Resources shall prepare and retain a report
that specifies the appropriate action taken pursuant to this policy,
which shall note any specific action taken to eliminate any potential
conflict of interest.

All reports generated pursuant to this policy shall remain confidential, to the
extent permitted by Arkansas and federal law, but may be disclosed as
evidence in the process of investigating sexual harassment or sexual
discrimination complaints.

All employees should note that relationships must not affect their work and
professional image and behavior must be maintained at all times.




3.6 HIRING PROCEDURES
3.6.1 Non-Uniformed Positions
The Department Head shall submit to the Human Resources Department a
Personnel Request Form to request filling the vacancy. Requisitions for Assistant
Department Head and above must be approved by the Director of Human
Resources and the City Manager before the candidate search and/or referral
process is initiated.

A determination to restrict recruitment to City employees or open simultaneously to
the public will be made by the Human Resources Department and the Department
Head. A request to restrict recruitment to City employees in a specific division or
section must be approved by the Department Head and the Director of Human
Resources.

The City will strive to fill vacancies by promotion of persons already employed by the
City. Employees seeking promotions or other position change must submit an
Application for Position Change Form and compete in the selection process as
announced. To be eligible to compete for a position announced as limited to City
employees, applicants must be on the City’'s payroll during the internal
advertisement/posting period and at the time of the job offer. Individuals who do not
meet these criteria will be disqualified.

3.6.2 Uniformed Positions
The procedure for filling uniformed Police and Fire entry-level vacancies is published
in a procedure guideline specific to each classification.

The procedure for filling uniformed Police and Fire vacancies above entry level is
prescribed in the Civil Service Commission Promotion Procedure Guidelines.

3.6.3 Reinstatement of Police Officers

If a police officer voluntarily separates his employment, leaves in good standing and
applies for reinstatement within six months after his termination, the Chief has the
authority to determine if the officer should be reinstated. The Chief's decision will be
final and binding. If the Chief's decision is in favor of reinstatement, the following
requirements must be met:

e There must be an entry-level position available

e The officer requesting reinstatement must undergo and pass a complete
physical exam regardless of the length of time since his last exam. The exam
will be performed by physician(s) of the City’s choice and will be paid for by
the individual requesting reinstatement.

o The Police Department must complete a background investigation of the
officer requesting reinstatement; the results of this investigation must be
satisfactory.




Any officer reinstated, regardless of his previous rank, will be reinstated as an entry-
level police officer and will be paid at the current entry-level salary for police officers.
His reinstatement date will become his new hire date for all purposes except
pension. (The hire date for pension purposes will be adjusted only if the officer,
within ninety (90) days of reinstatement, elects to “buy back” his previous time in the
pension system.) Any reinstated officer must serve a one-year probationary period
beginning with the day of his reinstatement.

If no position is available at the time of application and approval for reinstatement,
the individual will then be eligible for reinstatement into a position which may
become vacant within the six months after his termination date. If no position
becomes available during that six months, the individual will no longer be eligible for
reinstatement.

3.6.4 Job Announcement and Posting

If an appropriate eligibility list already exists, generally the vacancy will not be
announced and posted. An eligibility list will be considered appropriate, if it is active
and it was created for the target classification (same job specification and job
description.)

If an appropriate eligibility list does not exist for a full-time regular or full-time limited
service position, the vacancy shall be announced and posted. Position vacancies
announced “open to the public’ or “limited to City employees” shall normally be
announced and posted in the Human Resources Depariment at least ten (10)
business days prior to the closing date. Vacancies that are “open to the public” are
posted for ten (10) days and vacancies “limited to City employees” are posted for
five (5) days. However, with specific written approval of the Department Head and
the Director of Human Resources, a job vacancy may be posted less than ten (10)
days prior to the closing date. All announcements for Civil Service position shall be
posted at least ten (10) business days.

Recent recruiting results and job market trends may necessitate that some positions
be announced as “open until filled.” Consequently, the application period for such
positions may be closed without notice.

Copies of the official announcement form for positions open to the public will be
distributed to all City departments and as appropriate to public and private agencies,
local colleges and universities, civic and community organizations, and other
sources which provide recruitment resources. Additionally, these announcements
will be placed on the Human Resources bulletin board and on the City Internet
homepage.

Department Heads shall ensure timely distribution and posting of job
announcements on designhated Department bulletin boards.
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If the applicant pool for a vacant position is limited to current employees of one
departiment, the announcement shall be sent to that department only.

A position vacancy for a regular full-time position may be announced and referred as
“Limited to City Employees,” even if an existing “Open to the Public List’ for the
position exists.

3.6.5 Job Vacancy Advertising

To ensure the accuracy and consistency of all forms of advertising designed to
recruit applicants pursuant to a specific City job announcement, all employment
advertising shall be reviewed and approved by the the Human Resources
Depariment before placement of such ads.

The hiring authority and Human Resources staff shall determine if the routine
posting and distribution process (internal distribution of announcement and City
internet homepage) is appropriate.

3.6.6 Application for Employment, Promotion or Other Position Change

¢ Individuals seeking employment with the City must complete and submit
the specified application documents (as stated on the job announcement)
to the Human Resources Department by the closing time on the closing
date as stated on the job announcement. Persons in part-time or
temporary positions applying for a full-time regular or full-time limited
service position and persons applying for rehire must also provide these
completed documents as stated on the job announcement.

o Employees seeking promotion or other position changes must complete
and submit to the Human Resources Department by 5:00 p.m. on the
closing date a City of Hot Springs application for transfer/promotion and all
other documents specified on the job announcement.

¢ Applications and application documents shall not be accepted after the
closing date and time stated on the job announcement. Incomplete
applications and/or application packets which preclude the determination
of qualifications by the Human Resources staff will result in
disqualification. (NOTE: Standards relative to entry-level police officer
recruiting may permit an opportunity to correct some omissions and
deficiencies in the application process.) Only those documents (or
portions thereof) received by 5:00 p.m. on the announced closing date
shall be considered.

e The hiring authority shall be responsible for verification of certificates,
diplomas, licenses, education and experience of referred applicants.

11




e Any deviation from this policy shall require specific written approval of the
Director of Human Resources.

3.7 NOTIFICATION

As a condition of employment with the City, employees must abide by the terms of the
substance abuse policy and report any conviction under a criminal drug or alcohol
statute including DWI convictions. A report of a conviction shall be made within five (5)
days after the conviction. Failure to report a conviction within the five (5) day period may
result in disciplinary action, including immediate termination.

12




CHAPTER 4
COMPENSATION AND MATTERS AFFECTING EMPLOYMENT STATUS

4.1 WORK PERIODS
4.1.1 Non-Uniformed
The work period for all non-uniformed employees begins at 12:00 A.M. each
Saturday and continues for seven consecutive calendar days, ending at 11:59 P.M.
the following Friday. You will normally be scheduled to work forty hours during each
seven-day period.

4.1.2 Uniformed (Police and Fire)

The work period for all uniformed police personnel and uniformed fire personnel
assigned a forty-hour shift begins at 12:00 A.M. each Saturday and continues for
seven consecutive calendar days, ending at 11:59 P.M. the following Friday. You
will normally be scheduled to work forty hours during each seven-day period. Non-
exempt employees (as defined by the Fair Labor Standards Act) will receive
overtime pay (one and one-half times their regular rate) or compensatory time for all
worked hours which exceed forty during any seven-day work period.

The work period for all uniformed fire personnel assigned a 24-hour shift consists of
19 consecutive calendar days. Non-exempt employees (as defined by the Fair
Labor Standards Act) will receive overtime pay (one and one-half times their regular
rate) or compensatory time for all worked hours which exceed 144 during their
established 19-day work period.

Any employee who is called into work outside his regular scheduled shift will be paid
for a minimum of two hours per 24-hour period. Any amount paid to an employee by
a court for a court appearance will be deducted from the overtime due.

4.2 PAY DAYS

The City operates a biweekly pay system, and employees receive a paycheck, showing
itemized statements of earnings and deductions, every other Thursday. Should a
payday fall on a holiday, paychecks will be issued the preceding day.

In addition, employees may elect Direct Payroll Deposit by authorizing Human
Resources to deposit their earnings directly into an account at a financial institution of
their choosing.

4.3 LONGEVITY PAY

Longevity pay is given to all regular full-time employees following the completion of one
year's service and will be paid on a biweekly basis. More information is available in the
Employee Program Section of this handbook.
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4.4 OVERTIME AND COMPENSATORY TIME
4.4.1 Overtime
Non-exempt employees (as defined by the Fair Labor Standards Act) will receive
overtime pay (one and one-half times their regular rate) or compensatory time for all
worked hours which exceed forty during any seven-day work period. Any employee
who is called into work outside his regular scheduled shift will be paid for a minimum
of two hours per 24-hour period.

4.4.2 Compensatory (Comp) Time
All compensatory (comp) time must be in accordance with the following guidelines:

e If you are to receive comp time, there must be an agreement or
understanding between you and your supervisor BEFORE the performance of
any overtime work for which comp time will be given. In other words, you
must be aware that you will not receive overtime pay for the hours worked.

¢ You will not be permitted to accrue more than forty hours of comp time (26-
2/3 hours of actual overtime worked times the one-and-one-half overtime
rate).

e Accrued comp time must be used as soon as possible and no more than
ninety calendar days after it is earned. In no case will you be permitted to
“carry” comp time for more than ninety days.

o When you request the use of your accrued comp time, you will be permitted
to use such time within a reasonable period after making your request as long
as it does not unduly disrupt the operations of the department.

e Upon termination of employment, you will be paid for any accrued unused
comp time at a rate not less than your average rate of pay during the last
three (3) years of your employment. Under normal circumstances, the regular
rate of pay at the time of termination will be used unless that rate is less than
the three-year average.

4.5 PROMOTION PROCEDURES

4.5.1 Non-Uniformed

Whenever a job vacancy occurs within any City department, a notice of such
opening will be posted in all City departments. If you wish to apply for the open
position, you may do so by contacting the Human Resources Department within the
period of time noted on the job posting (minimum of five working days). Outside
applications may also be accepted during this period. Current employees will be
given priority, and vacancies will be filled from within whenever possible.

In selecting an employee for promotion, prime consideration will be given to job-

related qualifications. If more than one of the applying employees are equally
qualified, seniority will govern. Seniority consists of your length of continuous
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service with the City of Hot Springs since your last date of hire in a regular full-time
position.

4.5.2 Uniformed

All promotional procedures will be in accordance with current Civil Service Rules and
Regulations. No promotion is complete until six (6) months have elapsed from the
effective date of the promotion. During that time, you may be reduced to your
previous rank by the Chief with or without cause.

4.6 LECTURES, MEETINGS AND TRAINING PROCEDURES
You will be permitted to attend lectures, meetings, training programs and similar
activities during regular working hours as approved by your supervisor or department
head. Such attendance will be considered regular worked time.

If you attend lectures, meetings, training programs or similar activities outside normal
working hours, such attendance will be considered regular worked time UNLESS the
following three criteria are also met:

e attendance is in fact voluntary; AND
o the course, lecture or meeting is not directly related to your job; AND
¢ you do not perform any productive work during such attendance.

Attendance is not voluntary, of course, if it is required by the City. It is not voluntary, in
fact, if you are given to understand or led to believe that your present working conditions
or the continuance of your employment would be adversely affected by nonattendance.

The training is directly related to your job if it is designed to make you handle your job
more effectively as distinguished from training for another job or for a new or additional
skill. Where a training course is instituted for the bona fide purpose of preparing for
advancement through upgrading to a higher skill and is not intended to make you more
efficient in your present job, the training is not considered directly related to your job
even though the course incidentally improves your skills in doing your regular work.

If you plan to voluntarily attend a meeting, lecture, training class or other similar activity
outside your normal working hours, you should discuss the matter with your supervisor
or department head prior to attendance. This will help ensure that there is a clear
understanding regarding whether or not you will be paid for your attendance. If, on your
own initiative, you attend an independent school, college or trade school after hours, the
time is not hours worked for the City even if the courses are related to your job.

The Administrative Policy for Travel Procedures for City Employees and City Officials is
available on the City’s Intranet for employees to review before making any plans to
attend a meeting, lecture, training class, other similar activity or travel outside Garland
County.
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4.7 PERFORMANCE EVALUATIONS
4.7.1 Appraisal Reports
You are entitled to an appraisal of your work performance by your supervisor. This
report will be completed and discussed with you at least once each year and will
become a part of your personnel file.

4.8 JOB DESCRIPTIONS

4.8.1 Position Classifications

There are many position classifications within the City service and, whether your
particular job is at a desk or in the field, you are part of the family of employees of
the City of Hot Springs. Your particular position is classified according to the duties
and responsibilities assigned to you. Any other positions which are similar in the
type of work, the level of difficulty and the amount of responsibility are placed in the
same class. In this way, it is possible for all employees performing similar types of
duties to receive equal pay for equal work.

A job description outlining the duties and responsibilities is prepared for each
position and maintained by the Human Resources Department. Job descriptions will
be revised when significant changes in the duties and/or responsibilities are made.
Each employee is furnished with a copy of the current job description for his position.

From time to time, you may be temporarily required to assume duties and
responsibilities of a lower or higher classification than your current assignment.
Such temporary assignments will not affect your salary or any other benefits to
which you may be entitled. The City views periods of temporary assumption of
higher duties and responsibilities as excellent training opportunities to prepare
employees for promotion. These opportunities also allow management to evaluate
an employee’s qualifications and abilities for promotional positions. If you
continuously assume all the duties and responsibilities of a lower or higher
classification for more than two months, your position may require reclassification.
Any requests for reclassification should be discussed with your supervisor,
department head and/or the City’s Human Resources Director. No reclassification
should be considered automatic.

In cases of extreme emergency or natural disaster, all City employees will be

expected to perform such tasks as may be required, regardless of classification or
normal work site.
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4.9 JOB RECLASSIFICATION PROCESS

Job reclassification occurs when an individual's job responsibilities have substantially
changed. A Department Head can request a job reclassification review if he believes
that the position has changed in depth, responsibility and/or accountability. The
following steps outline the process:

1.

Supervisor completes reclassification form and attaches a copy of the existing
job description with appropriate adjustments/mark ups. The job reclassification
form is in Chapter 10 of this handbook.

Supervisor submits to his Department Head for review and approval.

Once approved, the form and updated job description is submitted to the Director
of Human Resources no later than August 31%.

Once received the Human Resources Director will review the reclassification
request with comparable positions and look at possible internal equity issues.
Interviews with the employee and the supervisor may occur, along with physical
observation of the work being done. Substantial job changes will need to
exist for reclassification of the position to occur.

Once the Human Resources Director gathers information and makes a
preliminary recommendation, the Job Audit Committee will meet to review and to
giv¢-::1 additional input regarding the recommendation no later than September
22",

The Director of Human Resources will then present a final recommendation to
the City Manager for review, approval and/or decline by September 29'".

The Director of Human Resources will then advise Department Heads of the
outcome of the reclassification request in writing.

If the position is not recommended for reclassification, the process will be
complete at this point.

If the position is recommended for reclassification, Human Resources will update
the job description and make budgetary adjustment to be included in the next
fiscal budget. The Supervisor will also include the budget adjustment increase
when submitting annual salary recommendations.
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