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RULES AND REGULATIONS
CIVIL SERVICE COMMISSION

OF THE
CITY OF GAHANNA, OHIO

RULE 1

DEFINITIONS OF TERMS

The several terms herein specified whenever used in the Rules and
Regulations of the Gahanna Civil Service Commission or in the Administration
of the Civil Service Laws shall be construed as follows:

Section 1.01 Appointing Authority refers to the PERSON officer;

commission—or—boeard—oer-bedy having the power of appointment or removal
from positions in the classified service. and-shall-inclade-thefollowing:

Section 1.02 City shall refer to the City of Gahanna, Ohio.

Section 1.03 Civil Service refers to and includes all officers and positions
of trust or employment in the service of the City of Gahanna.

Section 1.04 Classification shall refer to the arrangement of positions
into classes including grades. Positions shall be classified in accordance with
the duties and responsibilities of the position.

Section 1.05 Classified Service shall comprise all persons in the employ
of the City, not specifically included in the unclassified service.

Section 1.06 Commission refers to the Civil Service Commission of the
City of Gahanna.




Section 1.07 Department Head REFERS TO THE PERSON HAVING
THE SUPERVISORY POWER FOR DAY TO DAY OPERATIONS OF A CITY
DEPARTMENT.

Section 1.08 Employee shall signify any person holding a position subject
to appointment, removal, promotion or reduction by an appointing officer
authority.

Section 1.09 Position when used by itself shall refer to any employment
or job calling for the performance of certain duties, and for the exercise of

Section 1.10 Probationary Period. All probationary periods shall, unless
otherwise provided by labor contract, be uniform in all classes and shall be for
a period of one hundred eighty (180) days. Probationary appointments are
subject to removal without cause during the probationary period.
PROBATIONARY PERIOD IS THAT PERIOD OF TIME SET BY CONTRACT
OR ORDINANCE IN WHICH A CLASSIFIED EMPLOYEE MAY BE
TERMINATED OR REMOVED WITHOUT CAUSE.

SECTION 1.11 REALLOCATE. TO DISTRIBUTE AND REDISTRIBUTE BY
A PLAN; ALLOT; ASSIGN.

SECTION 1.12 RECLASSIFY. TO ARRANGE OR GROUP; TO PLACE IN A
CATEGORY; TO PUT LIKE CIVIL SERVICE POSITIONS TOGETHER.

Section 1.13 Unclassified Service shall comprise those positions set forth
in Charter ARTICLE XIII, Section 13.03, CLASSIFIED AND UNCLASSIFIED
SERVICE, of the City of Gahanna as it pertains to employees. Positions in the
unclassified service shall be exempt from all examinations as it pertains to

employees.



RULE 2
ADMINISTRATION

Section 2.01 Membership. The Civil Service Commission of the City of
Gahanna shall be composed of five (5) members who shall be appointed and
serve in the manner provided for in Article XIIi, Section 13.01, of the Charter of
the City of Gahanna.

Section 2.02 Duties. The Commission shall administer and enforce the
Rules and Regulations herein prescribed and the Civil Service Laws relative to
civil service in the City of Gahanna.

a The Civil Service Commission shall have the power to adopt rules
and regulations concerning the selection, promotion, demotion,
discipline, and removal of employees within the classified service of
the City, provided that such rules and regulations for the classified
service shall not take effect until approved by Council.

b. It shall be the duty of each member of the Commission to attend
meetings of the Commission and to devote as much time as is
necessary to the management of the business and affairs of the
Commission.

Section 2.03 Officers. One of the members of the Commission shall be
clected as Chairman and one member as Vice Chairman at the Organizational
Meeting of the Civil Service Commission each year.

It shall be the duty of the Chairmen to call such meetings of the
Commission as are necessary to transact the business and affairs of the
Commission, and to preside at all meetings of the Commission. In the absence
of the Chairman, the Vice-Chairman-shall act as Chairman. No less than three
(3) members of the Commission shall constitute a quorum at any meeting of
the Commission. It shall require the affirmative vote of a majority of the
quorum to adopt any motion or resolution.

The Chairman may on his own initiative, or shall, upon the request of
the other four members of the Commission, call a special meeting of the
Commission provided notice is given in writing to all members at least 24
hours prior to the time of such special meeting.



Section 2.04 Secretary. EMPLOYEE RECORDS. The Commission—shall

THE HUMAN RESOURCE DEPARTMENT SHALL PREPARE AND MAINTAIN,
IN ITS OFFICE, AN OFFICIAL ROSTER OF ALL CLASSIFIED EMPLOYEES
OF THE CITY, SHOWING WITH EACH NAME THE POSITION HELD, THE
DATE OF APPOINTMENT, AND EVERY CHANGE OF STATUS-AND-SUCH

Section 2.05 Rules of Procedure. RULES OF PROCEDURE SHALL BE
APPROVED ADOPTED ANNUALLY.




RULE 3
POSITION CLASSIFICATION

Section 3.01 Classified Service. All compensated-positions EMPLOYEES

in the service of the City, except those in the unclassified service which are
exempt by ARTICLE XIII, Section 13.03 of the Charter, shall be included in the

clas31fled service. &Hd_th&p;ews*ens—ef—thes%ﬂa}es—shaﬂ—b%&pphe&blﬁe%hem

setforth in the State of Ohio’s—Collective Bargaining law. The provisions of
the Civil Service Rules shall be applicable to them subject to a labor agreement
signed by the City.

Section 3.02. Classification Plan. A classification plan for the employees
in the classified service shall be adopted and maintained by the Commission,
which plan shall provide for the standardization and classification of all
positions and employment in the classified service. All of the positions in the
classified service shall be so grouped and arranged that each class shall
consist of those positions so similar in respect to the duties, responsibilities
and authority that the same descriptive title may be used to designate each
position allocated in the class. Each position within a class shall require
similar requirements as to education, experience, knowledge, proficiency,
ability and other necessary qualifications

Section 3.03 Title. Whenever a position shall have been allocated to its
appropriate class, the title of such class shall become the title of sueh—of the
posmon %}Mhﬂ—bﬁsedﬁfhpﬁ%ke%%&&%me—@%m

Section 3.05-04 Amendment of Classification Plan. The classification plan

may be amended by approval-ef-new—specifieations—by the Commission upon
the request of a DEPARTMENT HEAD appeinting-authority. subjeet-tofunding
by-City-Couneil-




Section 3.08 05 Establishment of New Positions. Whenever an
DEPARTMENT HEAD appeinting—autherity desires to establish any new
position in the classified service, he shall present a statement of the proposed
duties and responsibilities of such position, the conditions which made its
establishment necessary, the qualifications which should be required and
recommendations for title and rates of compensation. The Commission will
make whatever investigation may be necessary in order to make proper
determination on such request. If the new position is authorized it shall be
classified and allocated to the proper class, and the Commission shall give
notice to the appeinting-authority DEPARTMENT HEAD of such action.

Section 3.06 Reclassification of Existing Positions.

IF THE DUTIES OF AN EXISTING CLASSIFIED POSITION ARE CHANGED
SO THAT IN EFFECT THE POSITION NO LONGER EXISTS AND IT
BECOMES NECESSARY TO CREATE A NEW POSITION TO CORRESPOND
TO THE CURRENT DUTIES, THE APPOINTING AUTHORITY SHALL
REPORT THIS FACT TO THE COMMISSION WITH A FULL STATEMENT OF
CIRCUMSTANCES AND A DESCRIPTION OF THE DUTIES AND CHANGES.
THE COMMISSION SHALL INVESTIGATE WHAT IS PRESENTED AND
CLASSIFY THE POSITION TO AN APPROPRIATE CLASS CONSISTENT
WITH THE NEW DUTIES.

DURING -THE ANY CHANGES MADE TO POSITIONS DURING THE
COLLECTIVE BARGAINING PROCESS ARE FINAL ONCE THE LABOR
CONTRACT IS APPROVED BY COUNCIL AND THE BARGAINING UNIT. THE
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Section 3.09 07 Enforcement. Each Department Head is responsible for

maintaining the integrity of the classification plan. by limiting-employeesto-the
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RULE 4
HIRING AND PROMOTIONAL PROCESS

Section 4.01 General Requirements. All  positions within the
classified service are subject to the application and examination provisions of
these Rules. IF THE COMMISSION CONCLUDES, UPON RECOMMENDATION
OF THE DIRECTOR OF HUMAN RESOURCES, THAT AN APPROPRIATE
WRITTEN TEST IS NOT AVAILABLE FOR USE TO FILL A PARTICULAR
POSITION IT SHALL DETERMINE THAT ONE AND/OR BOTH OF THE
FOLLOWING METHODS OR PROCEDURES, IN LIEU OF SAID WRITTEN
TEST, BE USED:

A.) A PRACTICAL OR PERFORMANCE TEST, AND/OR;

B.) PROCESS OF EVALUATING EXPERIENCE, REFERENCES AND AN
ORAL INTERVIEW.

IF IT IS DETERMINED THAT THE INTERVIEW PROCESS WILL SUFFICE,
THE HUMAN RESOURCES DEPARTMENT SHALL SUBMIT TO THE
COMMISSION A RANKING OF CANDIDATES FOR REVIEW AND
CERTIFICATION. THE LIST OF CANDIDATES SHALL BE CERTIFIED AS
THE ELIGIBILITY LIST FOR THAT POSITION, PROVIDED HOWEVER THAT
THE COMMISSION MAY, BY MOTION, WAIVE THE CERTIFICATION
PROCESS FOR THE FILLING OF A PARTICULAR POSITION UPON THE
REQUEST OF THE DIRECTOR OF HUMAN RESOURCES.

Section 4.02 Applications. Except as otherwise specifically provided for
by law or by the Rules of the Commission, all applicants must:

a. File an application with the Cemmission HUMAN RESOURCES
DEPARTMENT by the specified time.

b. Pay the filing fee established en-annual-basis by the Commission.

C. Meet the minimum requirements as stated in the examination
announcement.

The Commission-shall require ALL persons applying for an examination
for original appointment SHALL te FILE A FORMAL APPLICATION with the
HUMAN RESOURCES DEPARTMENT Coemmission, within the time limit fixed
in the examination announcement.,—a—formal—application. in—which—the




d. General. Any-erall AN applicants for any class of positions may be
required to submit evidence that they possess the minimum
qualifications set forth in the specifications for the class. H-eny A
certificate, license or other evidence of competency MAY BE REQUIRED.

rec-Hre bir lawusr or comnetent n1itharitsz wualid evidence ahall he
< T COr =y 1TTOVY T T A s O A g W & ) L= A>d

P

\1\4L ~ \.ILJ.LIJ\./ \P\VF B 9 = uMLLLULLLJ F) v T T WLIITTLOIL
e. Proof of Age. Applicants may be required to meet minimum age
requirements.

f. Acceptance or Rejection of Applications. The Commission;—or—the
Commission—Secretary, DESIGNATED REPRESENTATIVE, DIRECTOR
OF HUMAN RESOURCES shall review all applications for completeness.
An application lacking information or incorrectly filled out may be
amended by the applicant prior to the examination, following notices to
amend the same. The Commission DIRECTOR OF HUMAN RESOURCES
may, for sufficient cause, reject an application prior to the date of the
examination for which it is filed. In all cases of rejection an applicant
shall be notified immediately of the rejection and the reason therefore.
Upon rejection of an application any applicant shall have an opportunity
to show cause to the Commission why his THE application should not
have been rejected. THE APPLICANT SHALL SUBMIT HIS/HER
OBJECTION TO THE CIVIL SERVICE COMMISSION WITHIN SEVEN
(7) BUSINESS DAYS FOLLOWING NOTIFICATION OF THE
REJECTION OF THE APPLICATION. Any one of the following may be
sufficient cause for rejecting an application:

1. Lacks one or more of the minimum qualifications set forth in
the examination announcement.

2. Has been convicted of a felony.

2 Ha
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4. 3. Has made false statement of any material fact or practiced,
or attempted to practice, any deception or fraud in his THE
application. orin-hi nation i o e

Yy . _

5.4. Any other just and reasonable cause.

Section 4.03 Examinations.
The Commission shall DESIGNATE THE DIRECTOR OF HUMAN

RESOURCES TO be the examining authority for hiring and promotional tests
in the classified service. The Commission DIRECTOR OF HUMAN RESOURCES
shall designate the dates, time and place of each examination as—it—deems
the-Commission- The Commission, or their ITS designee, ALONG WITH THE
DIRECTOR OF HUMAN RESOURCES OR DESIGNEE shall prescribe the
subjects of each examination and the relative weights to be attached thereto.

a. Entrance Examinations shall be practical in character, and

shall relate directly to those matters which fairly test the relative capacity
of the person examined to discharge the particular duties of the position
for which appointment is sought.

b. Original _ Appointment  Examination. @A  competitive
examination shall require applicants for positions and places in the
classified service to report to a designated place at a designated time to
participate in tests prescribed and administered under the direction of
the members-of the-Commission DIRECTOR OF HUMAN RESOURCES.

C. Promotional Examination. Notice of competitive promotional
examinations to be held shall be given by posting on bulletin boards in
conspicuous places in the department whose employees may be
qualified. Such notice shall be given not less than two (2) weeks 30-days

11



prior to the examination OR FILING DEADLINE. Vacancies in the
classified service shall be filled by promotion of permanently appointed
classified employees in all cases where, in the judgment of the
Commission, it is for the best interest of the service. Promotional
examinations shall be held, unless there are fewer than three (3) people
eligible to take the test; in that case the testing procedure shall be
waived. Promotional examinations shall-be-in-writing; shall be practical
in character, and shall relate directly to those matters which fairly test
the relative capacity of the person examined to discharge the particular
duties of the position for which promotion is sought. and-shall-consist-of
one—or more—of-the followingtests—er—parts: Promotional exams shall
consist of one of the following or combination of the following:

1. Oral Interview or Examination, evaluating-education,—training
verbal-orders-effectively-

2. Practical or Performance Examination, demenstrating-the-skill

3= Physmal / Psychologlcal Examination. Exams——shall—be

d. Postponement and Cancellation. The DIRECTOR OF HUMAN
RESOURCES OR THE Commission shall have the right to postpone OR
CANCEL any examination. beea&s&eﬁf—msﬁfﬁeiené—m&m-b%%ef—&pphe&ﬂts-

Commmission—minutes: A copy of THE saeh notice of cancellation or
POSTPONEMENT shall be filed WITH THE CIVIL SERVICE

12



COMMISSION, POSTED IN CITY HALL, POSTED ON THE CITY’S
WEBSITE AND NOTIFICATION MADE TO ALL APPLICANTS.

Section 4.04 Eligibility. When promotional examinations are held, they
shall be limited to employees who shall be permanently appointed, shall have
served not less than a total of twelve (12) months after permanent appointment
and whose most recent efficiency—rating PERFORMANCE APPRAISAL shall
have been satisfactory. As far as practicable, promotions shall be made from
the next lower class.

Section 4.05 Conduct of Examinations. All examinations shall be
conducted under the direction of atleast-one{l}-Commission-member-and-one
{1} Commission—staff person THE DIRECTOR OF HUMAN RESOURCES AND
AT LEAST ONE (1) CITY EMPLOYEE with-the-addition-of special-examiners—as
deemed-necessary-by-the-Commission.

a. Time. The limit of time prescribed for each part of the examination
shall appear in the general instructions and alse shall ALSO be
announced at the beginning of the examination.

b. Admittance. Any person who is not a candidate, a-Cemmission
member-or-an-employee-of the Commission SHALL not be present in the

examination room except by special written permission of the
Commission-members DIRECTOR OF HUMAN RESOURCES in—<charge-of
the-examination. A record-of such-written permission—shall-be-kepton

file bythe-Commission- Admittance to an examination may SHALL be
refused to an applicant arriving after the designated starting time for

testing.

C. Identification Procedures. All paper submitted by the candidate
shall have their name printed legibly. If the name is not printed legibly,
and cannot be read, the candidate shall be automatically disqualified.
The candidate shall be required to provide two (2) forms of ID, one being
A GOVERNMENT ISSUED ID BEARING A PHOTOGRAPH picture.

Section 4.06 Offenses in Examination.

a. Frauds Prohibited. No person shall:

13
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2. 1. Willlally-ereorruptly; Falsely mark, grade, estimate or report

upon the examination or proper standing of any person examined,
registered or certified pursuant to the provisions of the civil service
law, or aid in so doing.

3. 2. Willfully —or corruptly Make any false representations

concerning the results of such examination or concerning any
person examined.

4. 3. Willfully er—corruptly Furnish to another person special or

secret information for the purpose of either improving or injuring
the prospects or chances of another person so examined,
registered or certified, or to be appointed, employed or promoted.

5. 4, Willfully Impersonate another person, or permit or aid in any
manner another person to impersonate AN APPLICANT him, in
connection with any examination, registration or appointment or
application or request to be examined, registered or appointed.

6. 5. Furnish false information about himself/HERSELF, or other
person, in connection with any examination, registration, or
appointment or application or request to be examined, registered
or appointed.

7. 6. Make known or assist in making known to any applicant for
examination, any question to be asked on such examination.

8. 7. Personally solicit a favor from any members of the
Commission, appointing officer, or have any person ON his/HER
behalf solicit a favor.

b. Penalty for Deception. Any person or persons ATTEMPTING TO

—deceive-or-attempt-to-deceive any of the examiners in

any manner whatsoever by impersonation or by assisting or receiving
assistance shall have his/HER name stricken from the registers, and
he/SHE shall not be permitted to take part in any examination for a
minimum period of one (1) year or for a longer period as the Commission
may decide and record. If such person is already in the city service, such
conduct shall be grounds for disciplinary action.

14
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IN CASES WHERE AN EXAM

possible candidate for the position tested.

passing grade of 70%

RECOMMENDS

WHAT THE PASSING SCORE SHOULD BE, THE COMMISSION MAY

SET A PERCENTAGE OTHER THAN 70%

IS

REQUESTED AND THE TESTING COMPANY

AS THE PASSING

BUT THIS MUST BE DONE AT THE TIME OF
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SCORE,

Notification of Grade. Each candidate examined shall be notified of

his/her grade; and; standing on the eligibility list.

b.

Inspection of Rating Keys.

Section 4.08
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Section 4.09 Preservation of Examination Papers. Applications and
examination papers of candidates who failed an examination shall be
maintained in accordance with the Gahanna APPROVED RECORDS retention
schedule. a:ppfeved—by—th%%—S%%—Gemmﬁs‘}eﬂ' Applications and
examination papers of those passing shall be preserved for the life of the
eligible ELIGIBILITY lists, except that test papers of those appointed from
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eligible ELIGIBILITY lists shall be retained in the individual personnel file of
each appointee.

Section 4.10 Eligibility Lists.

b- Duration of Lists. The term or eligibility of each list and of the

names appearing thereon shall be fixed by the Commission for a period
OF ONE (1) YEAR FROM THE DATE OF THE CERTIFICATION OF THE
ELIGIBILITY LIST no-less-than-twelve {12} monthsfrom-the-date-ofthe
written-exam. For good-cause-and At the discretion of the Commission
an eligibility list may be terminated seener-than-eone-yeas: BEFORE ITS
EXPIRATION DATE OR EXTENDED FOR AN ADDITIONAL SIX (6)
MONTHS.

Tied Scores-

a. Tied Scores in Original Appeintment ENTRANCE Examination. In
the event two or more candidates receive the same score in open
competitive examination, names of all applicants receiving such score
shall be placed on the eligible- ELIGIBILITY list with the same ranking.

b. Tied Scores in Promotional Examination. In the event of two or

more candidates receiving the same score on a promotional examination,

seniority-shall determine-the-orderin—which their names shall be placed
on the eligible-ELIGIBILITY List with the same ranking.

17



Section 4.11 Removal of Names from Eligibility Lists. The name of an
eligible candidate shall be removed from an eligibility list by the Commission
for one or more of the following reasons:

a. Written request of the eligible eoncerned CANDIDATE.

b. Failure to appear or arrange for an interview or respond to
communication from the appeinting-autherity DEPARTMENT HEAD.

C. Failure to file with the Commission written notice of any change of
address.

d. Declining appointment in writing or failing to accept appointment.
. i c . .

e. A disability that prevents the eligible CANDIDATE from
satisfactorily carrying out the essential duties of the position.

| Practe . co-deception-or fraud-in-hic-4

- = a¥=t

appeintment—testing process. VIOLATING ANY OF THE PROHIBITED
ACTIONS DESCRIBED IN SECTION 4.06 OF THESE RULES.

O a¥a a af=
C o Cl - w 3
- .

g. At the request of the appeintingautherity DEPARTMENT HEAD
for just cause.

h. RECOMMENDATION FROM DIRECTOR OF HUMAN
RESOURCES AND/OR DEPARTMENT HEAD AS A RESULT OF A
BACKGROUND INVESTIGATION.

Section 4.12 Restoration of Names to the Eligibility List. Any person
whose name is removed from the eligible ELIGIBILITY list shall not thereafter
be certified to any appointing authority as eligible for appointment. The
CANDIDATE persen shall be notified to this effect. untess—his/her

18



Upon furnishing the Commission with satisfactory reasons FOR THE
RESTORATION therefore, a an—eligible CANDIDATE may have his/her name
restored to any eligibility list from which his name may have been previously
removed. and-still remains-in-effeet.

Section 4.13 Military Service Credit

a. Active Duty or Active Military Duty means full time duty with
military pay and allowances in the armed forces, except for training or for
determining physical fitness.

otherwise-eligible; WHEN A CANDIDATE has received a passing grade of
seventy percent (70%), OR THE GRADE SET BY THE COMMISSION AS
PASSING FOR THAT PARTICULAR POSITION, PER SECTION 4.07A
OF THE RULES & REGULATIONS, in any regular entrance examination

he/she shall be granted an additional credit of five (5) (5%} POINTS FOR
MILITARY CREDIT.percent-of-suchgrade.

Requests for the additional credit for military service, together with
an honorable discharge or other proof of satisfactory service, shall be
submitted to the Commission HUMAN RESOURES DEPARTMENT with

19



the application for the examination. Credit for-military-serviee shall not
be given if the request for such credit is received by-the Cemmissien after
an eligibility list has been established.

& C. Priority. In cases of tie scores in an examination, applicants
entitled to veteran’s preference credit shall be placed ahead of non-
veterans.

Section 4.14 Credit for Service as Gahanna Reserve Officer.

WHEN A CANDIDATE HAS RECEIVED A PASSING GRADE When
f of b] . ol R 55 .

1 ._ aVa
S o;—anda-Ss4

eligible-has—received—a—passing grade OF SEVENTY PERCENT (70%),
OR THE GRADE SET BY THE COMMISSION AS PASSING FOR THAT
PARTICULAR TEST, PER SECTION 4.07A OF THE RULES &
REGULATIONS, in a police officer entrance examination he/she shall
be granted an additional credit of five (5) points for reserve credit.

REQUESTS FOR RESERVE CREDIT SHALL BE SUBMITTED TO
THE HUMAN RESOURCES DEPARTMENT ALONG WITH THE
APPLICATION FOR EXAMINATION. AND CREDIT SHALL NOT BE

GIVEN IF THE REQUEST FOR SUCH CREDIT IS RECEIVED BY-THE
COMMISSION AFTER AN ELIGIBILITY LIST HAS BEEN
ESTABLISHED.

20
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Section 5.01 PERFORMANCE APPRAISAL. The Commission shall

require the appeinting—autherity DEPARTMENT HEAD OR DESIGNEE to
submit a PERFORMANCE APPRAISAL employee—evaluation of individual
employees to the DIRECTOR OF HUMAN RESOURCES, when and as deemed

advisable, but no less than every twelve (12) months—uapon-forms-approved-by

,,-,‘ EaSE—ad F] ecora—Imay<€ .‘ Srouhd O Faoaa e .IT
MAY BE GROUNDS FOR DISMISSAL IF AN EMPLOYEE IS UNABLE TO
MAINTAIN A “MEETS EXPECTATIONS” PERFORMANCE APPRAISAL EACH
YEAR.

Section 5.03 APPEAL. An employee MAY APPEAL THEIR shall-have-the
right to appeal-his—empleyee—evaluation PERFORMANCE APPRAISAL to the
Civil Service Commission ONLY AFTER ALL ATTEMPTS ARE MADE TO
COME TO AN AGREEMENT UNDER THE DIRECTION OF THE DIRECTOR
OF HUMAN RESOURCES. IF ALL ATTEMPTS HAVE BEEN MADE AND THE
EMPLOYEE REMAINS DISSATISFIED FOLLOWING THE DECISION BY THE
ADMINISTRATIVE APPEALS COMMITTEE, THE EMPLOYEE MAY, within ten
(10) BUSINESS working days, REQUEST A REVIEW BY THE CIVIL SERVICE
COMMISSION. THE DIRECTOR OF HUMAN RESOURCES SHALL SEND
NOTICE TO THE COMMISSION STATING THAT A SOLUTION COULD NOT

daxr falla A N Qatrirdasr Syind
oy Taato— o« (o nnvene ey

shall be-the next regular-werking-day-

A. THIS APPEAL MUST STATE SPECIFIC REASONS FOR THE
APPEAL, THE POINTS OF DISAGREEMENT, AND CONTAIN ANY
SUPPORTING DOCUMENTATION TO SUPPORT THE
EMPLOYEE’S CLAIM.

22



B. AFTER RECEIPT OF THE APPEAL THE COMMISSION SHALL
SCHEDULE AN APPEAL HEARING. THE COMMISSION SHALL
PROVIDE WRITTEN ACKNOWLEDGMENT OF RECEIPT OF THE
APPEAL AND NOTICE TO THE APPELLANT, THE DEPARTMENT
HEAD, AND THE DIRECTOR OF HUMAN RESOURCES. SUCH
NOTICE WILL INCLUDE THE TIME AND PLACE OF THE
SCHEDULED CIVIL SERVICE COMMISSION APPEAL HEARING.

C. DOCUMENTATION THAT WILL BE PRESENTED DURING THE
HEARING, INCLUDING A LIST OF WITNESSES, SHALL BE
RECEIVED IN THE CIVIL SERVICE OFFICE AT LEAST TEN (10)
BUSINESS DAYS BEFORE THE APPEAL HEARING.

Section 5.04 Hearing Procedures.

IN THE COURSE OF A HEARING THE COMMISSION SHALL HAVE
THE POWER TO REQUIRE THE ATTENDANCE OF WITNESSES AND THE
PRODUCTION OF PERTINENT DOCUMENTS, TO ADMINISTER OATHS, AND
IF NECESSARY, TO CONTINUE THE HEARING FROM TIME TO TIME. ALL
DOCUMENTATION REQUESTED BY THE COMMISSION SHALL BE
RECEIVED AT LEAST TEN (10) BUSINESS DAYS BEFORE THE APPEAL
HEARING.

A. THE COMMISSION MAY ASK THE APPELLANT, THE
DEPARTMENT HEAD AND/OR THE DIRECTOR OF HUMAN
RESOURCES TO PRESENT EVIDENCE.

B. AFTER DUE CONSIDERATION OF THE EVIDENCE PRESENTED
THE COMMISSION SHALL MAKE ITS RULING.

23



RULE 6

POLICE CHIEF/DEPUTY POLICE CHIEF REVIEW BOARD

Section 6.01 Establishment of Police Chief/Deputy Police Chief
Review Board. The Civil Service Commission, by rule and regulation subject
to Council’s approval, shall provide for and develop procedures for the
operation of a review board to consider applicants for a vacancy in the Office of
Chief of Police or Deputy Chief of Police. The Civil Service Commission shall
adopt rules and regulations for the certification to the review board of the
names of the applicants who receive a passing score on the written
examination for the positions of Chief of Police or Deputy Police Chief without
regard to whether or not any individual whose name is so certified has served
previously within the Gahanna Police Department.

Section 6.02 Review Board Composition and Procedure. The review
board established in Section 13.05 of the Charter shall consist of the following
five (5) members: (1) a City elector selected by the Mayor; (2) a City elector
selected by City Council; (3) a City elector selected by the City Attorney; (4) a
member of the police officer bargaining unit; provided that the individual
selected is not an applicant for the position of Chief of Police/Deputy Chief of
Police; (5) a member of the police supervisory bargaining unit selected by the
bargaining unit; provided that the individual selected is not an applicant for
the position of Chief of Police/Deputy Chief of Police.

The herein organized review board shall interview each applicant certified
to them, and thereafter shall submit to the Director or Public Safety the names
of the up to six (6) applicants whom the board, by consensus or by majority
vote, finds to be the best qualified for appointment to the vacancy. The review
board, in its discretion, may rank the candidates in order of preference. In
making its selections, the review board shall consider each applicant’s job
experience, education, and work history, as well as the skills, knowledge, and
abilities shown by the applicant during the review board process. In carrying
out its duties the review board may consult with individuals and organizations
outside the Police Department and the City.
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RULE 7

TRANSEERS,; REINSTATEMENT AND LAYOFFS

Section 7.02-01 Layoff Procedure. Whenever it becomes necessary in any
office or department, other than the police department, threughlack-ef-work-er
lack-of funds to reduce the number of employees within a class, previsienal
&ppeﬂﬁ}tees probatlonary appomtees if any, shall be next laid off FIRST

ALL LAYOFFS SHALL OCCUR IN THE INVERSE ORDER OF THE
SENIORITY OF THE EMPLOYEES, WITH THE EMPLOYEES HAVING THE
LEAST SENIORITY BEING LAID OFF FIRST.

A CLASSIFIED EMPLOYEE MAY REQUEST A TRANSFER TO A
DIFFERENT DIVISION IN THE CITY TO A POSITION WHERE THEY MEET
THE QUALIFICATIONS AND EXPERIENCE OF THE POSITION. SUCH A
TRANSFER WOULD ONLY TAKE PLACE AFTER THE APPROVAL OF ANY
DEPARTMENT HEAD AFFECTED AND THE DIRECTOR OF HUMAN
RESOURCES AND-THE-CIVIL-SERVICE-COMMISSION.

Section 7.03-02 Establishment of Layoff Lists. The names of persons
holding permanent positions in the classified service, which—have—been
abelished-or—made—unnecessary, shall be placed by the Commission on an
appropriate layoff list in order of their original appointment-and. Fior a period
not to exceed one (1) year SAID PERSONS shall be certified to all appointing
authorities as in the case of original appointments. Whenever discontinued

positions are re-established, by an—appeintingautherity THE DEPARTMENT
HEAD MAY MAKE a request for certification of eligible NAMES ON THE
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LAYOFF LIST, IF ONE HAS BEEN ESTABLISHED, BEFORE REQUESTING
NAMES FROM THE ELIGIBILITY LIST. Former employees of the department
in question who have been laid off and whose names appear on the layoff list
shall be first to receive appointment.

Section 7.04-03 Reinstatements. Any permanently appointed employee who

has remgned wrthe&t—dehﬁqueﬂey may be remstated to an open posmon with

&H%H—Fﬁé UPON WRITTEN REQUEST TO THE DIRECTOR OF HUMAN
RESOURCES. THE DIRECTOR OF HUMAN RESOURCES SHALL FORWARD
SAID REQUEST TO THE DEPARTMENT HEAD, AND IF THERE ARE NO
OBJECTIONS TO THE REINSTATEMENT THE DIRECTOR OF HUMAN
RESOURCES SHALL THEN FORWARD SAID NOTICE RECEIVED TO THE
CIVIL SERVICE COMMISSION FOR THEIR APPROVAL. THIS MUST BE
DONE within one (1) year from the date of such separation provided there are
no employees of the department who have been laid off and whose names
appear on the eligibility LAYOFTF list of the class.

Section 7.05-04 Restoration of Seniority; Sick Leave and Other Benefits
after Reinstatement.

& Any person holding a CLASSIFIED position in—the-elassified-service who
voluntarily resigns therefrem shall forfeit all rights of grade and such
other benefits, except seniority, afforded employees with uninterrupted
service except as otherwise provided for veterans of the Armed Forces of

the Umted States of America. Ne-employee-in-the-Divisienrof Police-whe
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Section 7.086-05 Part-time Employees to Full-time Classified Positions.

At the request and discretion of a Department Head and the
Director of Human Resources, as well as the request of the part-time employee
involved, and with the approval of the Civil Service Commission, any part-time
employee who has been performing the exact same job description as a full-
time employee for at least one (1) year may transfer BE PLACED IN to an
available and identical full-time position without being subject to the testing
requirements of Rule 4. The Department Head and the Director of Human
Resources shall consider such factors as the employee’s attendance record, job
performance, disciplinary record, and full-time position needs.
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RULE 8
APPOINTMENTS

Section 8.01 Appointments. Appointments to all—pesitions—in—the
classified POSITIONS serviee that are not filled by promotion, transfer, or

reduction,

Commissien,—shall be made only from the list of names certified to the
DEPARTMENT HEAD appeinting-autherity in accordance with the Civil Service
Laws and Rules of the Commission.

Upon receipt of the eligibility list from the Commission the
DEPARTMENT HEAD appointing—autheority shall fill such position by
appointment of one of the candidates certified and shall report to the
Commission the name of such appointee, the title of the position, the-duties

and-responsibilities—of same; the salary or compensation thereof, and such

other information as the Commission may require. in—erder-tolceep-its—roster:
If all candidates certified would be preven DETERMINED ineligible the

DEPARTMENT HEAD appeinting-autherity shall ask for additional candidates.
THE COMMISSION WOULD THEN CERTIFY THE NEXT TEN (10) NAMES.
IF ALL CANDIDATES CERTIFIED ARE DETERMINED INELIGIBLE THEN A
NEW TEST MAY BE GIVEN.

Section 8.02 Number of Names to be Certified. The appeinting
authority DEPARTMENT HEAD of the department in which the position in the

classified service is to be filled, shall notify the Commission of the fact, and the
Commission shall certify to the appointing authority the names and addresses
of the TEN (10) candidates standing highest on the APPROPRIATE e}i-g'}ble
ELIGIBILITY list.

When there are tie scores, names of all persons with the same score shall be
submitted to the &ppem&&g—&u%heHWDEPARTMENT HEAD.

28



Section 8.05-03. Probationary Period; Probationary  Removal or
Reduction. All probationary periods shall, unless otherwise provided, be
uniform in all classes and shall be for a period of one hundred elghty (180)

Section 8.06- 04 Temporary Appointments. In case of an emergency an
appointment may be made without regard to the Civil Service Laws or the
Rules of the Commission, but in no case to continue longer than one hundred
eighty (180) calendar days in one calendar year, and in no case shall

successive temporary appomtments be made. —prexﬂded——hewever—th%}nteﬁm

period,
year; and the need of such service is 1mportant and urgent the &ppe+&tmg
autheority DEPARTMENT HEAD may select for such temporary service any
QUALIFIED person on the ANY eligibility proper list of those eligible for
permanent appointment. IF THERE IS NO CURRENT ELIGIBILITY LIST THE
DEPARTMENT HEAD MAY SOLICIT APPLICATIONS FOR THE TEMPORARY
POSITION. Successive temporary appointments to the same position shall not
be made under this provision. The acceptance or refusal of a temporary
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appointment by An-eligible CANDIDATE shall not affect his standing ean—the
register for permanent appointment; nor shall the period of temporary service
be counted as part of the probationary service in case of subsequent
appointment to a permanent position.

All such temporary appointments shall be promptly reported to the
Commission by the DEPARTMENT HEAD appeinting-authority.

Section 8.07 05 Temporary Promotional Appointments—and Prometions.

A temporary appeintment—er promotion to a higher position without
examination made necessary by reason of sickness or disability of a regular
employee may be authorized by the Commission upon the written request of an

DEPARTMENT HEAD. appeintingauthority whe—sh&H—set—fert—h—f—ul—l—iﬂfermat}en

%h&@emmrss&en— Such temporary promotlons shall be made in so far as
practicable, from the class or grade of positions immediately below the class or
grade in which the temporary vacancy exists.

Section 8.09 06 Re-creation—of Abolished Positions. IF A PREVIOUSLY

ABOLISHED POSITION IS FOUND NECESSARY TO BE RECREATED OR
REESTABLISHED within one (1) year from the date of abolishment, the last

incumbent of the position Sheuld-apesition-once-abolished-befound necessary
to-be-re-createdor re-established the-last-incumbent-of this—pesitien shall be
entitled to same THE POSITION, providingED he/SHE was, at the date of

his/HER separation, an—certified A CLASSIFIED EMPLOYEE IN GOOD
STANDING.
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RULE 9
RESIGNATION AND LEAVE OF ABSENCE

Section 9.01 Leave of Absence With Pay.

a- Any absences because of illness or injury in excess of three (3) working
days shall, at the discretion of the DEPARTMENT HEAD appeinting-authority,
require a MEDICAL physician’s certification and elearance—through—the
approval efappeintingautherity by THE DEPARTMENT HEAD AND/OR THE
DIRECTOR OF HUMAN RESOURCES prior to return to work. Repeated
absences because of either sickness or injury by an employee involving leaves
of less than two (2) days at any one time, may at the discretion of the
DEPARTMENT HEAD, appeinting—autherity require his/HER APPROVAL
eertifieation prior to return to work.

Section 9.02 Leave of Absence Without Pay. Withthe-approval-of-the
Commission—and—subject—to—the —restrictions—provided—herein; Tthe
DEPARTMENT HEAD AND/OR THE DIRECTOR OF HUMAN RESOURCES
appeinting authority may grant a leave of absence without pay to a classified
employee. The appeinting—officer DEPARTMENT HEAD shall exercise
discretion in granting leave, taking into consideration length and quality of
service and the sufflclency of the reasons for requestmg the leave. —Whieh—shall
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Section 9.03 Absence Without Leave and Failure to Report.
FOLLOWING THREE DAYS OF NOT REPORTING TO WORK AS SCHEDULED

AND NOT CONTACTING YOUR SUPERVISOR TO INFORM HIM OR HER OF
YOUR ABSENCE, THE CITY WILL CONSIDER THAT YOU VOLUNTARILY
RESIGNED YOUR POSITION AND WILL ACCEPT YOUR RESIGNATION AS
SUCH.

a. Absence Without Leave. Absence from duty without APPROVED
leave for any length of time will MAY be considered A RESIGNATION.

cause—for—dismissal— Absence from—duty—withoutleavefor three—{3}

Section 9.04 Resignations. Any employee in the classified service who
desires to leave-the-service RESIGN HIS/HER POSITION the shall submit to
the-file with the DEPARTMENT HEAD appeinting officerautherity a written
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resignation giving at least two (2) weeks notice of his/HER intentions to leave

theservice RESIGN, unless the Department Head appeinting-officer-authority
agrees to his HIM/HER leaving sooner. Such request when approved by the

DEPARTMENT HEAD appeintingofficer shall be forwarded immediately to the
Commission.

Section 9.05 Restoration of Employment Rights After Military. THE

CITY OF GAHANNA FOLLOWS THE FEDERAL LAWS AND REGULATIONS
AS SET FORTH BY USERRA (UNIFORMED SERVICES EMPLOYMENT AND
REEMPLOYMENT RIGHTS ACT) AS MAY BE AMENDED FROM TIME TO
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RULE 11 10
RULES AND REGULATIONS

Section 110.01 Adoption, Amendment or Rescission of Rules. The
Commission shall have the power to adopt, amend, or rescind rules or any part
thereof, by a majority vote of the Commission and subject to approval by
Council.
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RULE 12 11
TENURE, SUSPENSION, DEMOTION AND DISCHARGE

Section 121.01 Basis for Suspension, Demotion or Discharge. Every
employee in the classified service of the City may be suspended, demoted or
discharged for incompetence, inefficiency, dishonesty, drunkenness, immoral
conduct, insubordination, discourteous treatment of the public, neglect of
duty, violation of the provisions of the City Charter, OHIO Revised Code, OR
THE RULES OF THE COMMISSION, or any other failure of good behavior or
any other act of misfeasance, malfeasance, or nonfeasance in office, or any
~ other reasonable and just cause.

Section 121.02 Suspensions. The Department Head APPOINTING
AUTHORITY may suspend an employee or subordinate without pay for

purposes of discipline for-a—periodnot-to—exceed-thirty {30)-ecalendar-days-at

Section 121.03 Demotion for Disciplinary Purposes. An Department
Head APPOINTING AUTHORITY may demote an employee for disciplinary
purposes to a lower related class.

Section 121.04 Notification. The Department—Head DIRECTOR OF
HUMAN RESOURCES Director-appeointingautherity shall notify the employee,
in writing, of the proposed disciplinary action. Said written notice shall
contain the specific factual basis supporting one or more of the grounds for
disciplinary action delineated in Section 121.01.

In the event the employee cannot be located, the written notice shall be
sent by certified mail to the last known address of record AND/OR HIS OR
HER REPRESENTATIVE.
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RULE 13 12

GRIEVANCES

Section 132.01 Grievance. When an-employee-wishesto-file-a—grievanceto

fe&seﬂ—fer—gﬁev&nee— THE GRIEVANCE PROCEDURE OUTLINED BELOW
SHALL APPLY ONLY TO CLASSIFIED EMPLOYEES NOT COVERED BY A
UNION CONTRACT. IF A UNION CONTRACT IS SILENT TO ANY
PROVISION OF THE RULES & REGULATIONS THEN THE PROCEDURE
OUTLINED BELOW WILL BE APPLICABLE.

UPON THE EMPLOYEE HAVING EXHAUSTED ALL MEASURES
THROUGH THEIR ADMINISTRATIVE MANAGEMENT TEAM, A GRIEVANCE
MAY BE FILED WITH THE CIVIL SERVICE COMMISSION.

Section 132.02 Filing. AN EMPLOYEE WHO HAS EXHAUSTED ALL
MEASURES WITH THEIR ADMINISTRATIVE MANAGEMENT TEAM MAY
FILE A GRIEVANCE WITH THE CIVIL SERVICE COMMISSION WITHIN TEN

(10) BUSINESS DAYS An—emp}eyee—whe—beheves—h%she—h&s—been—&d&%mely

aware—of the—adverse—action- In the event the tenth (10th) day falls on a
Saturday, Sunday, or holiday, the final day for filing the complaint shall be the
next regular working day. The grievance to the Commission shall be in writing
and shall state which Rule(s) the grievant believes was violated. and—how:
Consideration of such grievance will be added, as feasible, to the next regularly
scheduled meeting of the Civil Service Commission.

Section 132.03 Notice. The Civil Service Commission shall provide written
acknowledgment of receipt and-netiee to the grievant, and-the DEPARTMENT
HEAD appeinting —autherity AND e THE DIRECTOR OF HUMAN
RESOURCES otherofficial-against- whom-the-grievance-is-filed WITHIN THREE
(3) BUSINESS DAYS. Such notice will include the time and place of the
scheduled Civil Service Commission meeting; the agenda will include review of
the grievance. The DEPARTMENT HEAD AND/OR THE DIRECTOR OF
HUMAN RESOURCES appointing—authority or—etherofficial may submit a
written response to the Civil Service Commission prior to the scheduled
meeting. The DEPARTMENT HEAD appeinting—authority AND/or THE
DIRECTOR OF HUMAN RESOURCES other-official shall copy the grievant on
any response provided to the Commission.
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Section 132.04 Review of the Grievance. The Civil Service Commission
will review the grievance to determine completeness, of—the—grievanece;
Jurlsdlctlon of the Commission, and whether a remedy is immediately available
which is satisfactory to beth the DEPARTMENT HEAD, appeinting autherity
and/or THE DIRECTOR OF HUMAN RESOURCES relevant-official and the
grievant and consistent with the Civil Service Rules. The Civil Service
Commission may, upon review, also vote to schedule a hearing on the
grievance, consistent with section 132.05.

Section 132.05 Hearing Procedures.

a. When the Civil Service Commission votes to hold a hearing on a
grievance, such hearing shall be scheduled as soon as practicable. The
grievant, the DEPARTMENT HEAD AND/or appeintingautherity THE
DIRECTOR OF HUMAN RESOURCES other—official shall be provided
written notice of the date and time of the hearing WITHIN THREE (3)
BUSINESS DAYS. Any additional documentation REQUESTED BY THE
COMMISSION must be submitted no later than ten (10) calendar days
before the time set for the hearing. Said documentation submitted to the
Commission by the grievant, er THE DEPARTMENT HEAD appeinting
axthority AND/or THE DIRECTOR OF HUMAN RESOURCES other
official to-the Commissien-shall be provided to all parties.

b ALL ] . hall 1 led The C . hall d )
the-order-of proofat-the hearing-

be.— Witnessesand-Counsel: HEARINGS SHALL BE CONDUCTED IN
ACCORDANCE WITH RULE 14 13. IN THE COURSE OF THE
HEARING the Commission shall have the power to subpoena and require
the attendance of witnesses and the production of pertinent documents,
to administer oaths, and if necessary, to continue the hearing from time

to time. The Department—Head —appointing autherity —andfor—the
DIRECTOR OF HUMAN RESOURCES may be represented by the-Gity

Atterney-or-other counsel upen—approval by Citv-Couneil. The grievant

may also be represented by counsel.

c. THE COMMISSION MAY ASK THE GRIEVANT, THE
DEPARTMENT HEAD AND/OR THE DIRECTOR OF HUMAN
RESOURCES TO PRESENT EVIDENCE.

d. AFTER DUE CONSIDERATION OF EVIDENCE PRESENTED THE
COMMISSION SHALL MAKE ITS RULING.
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RULE 154 13

INVESTIGATIONS AND HEARINGS

Section 154.01 13.01 Authority to Investigate. The Commission shall
make investigations concerning all matters brought before the-Cemmissien IT
that relate to enforcement and effect of provisions in the Rules and
Regulations. = THE COMMISSION SHALL NOTIFY THE MAYOR OF ANY
INVESTIGATIONS.

Section 154.02 13.02 Administering Oaths. In the course of any
investigation or hearing conducted by the Commission, any commissioner shall
have the power to administer oaths and affirmations to witnesses and to take
testimony relative to any matter, which the Commission has authority to
investigate.

Section 154.03 13.03 Power to Subpoena. The Commission shall have the
power to subpoena and require the attendance and testimony of witnesses and
the production thereby of books, papers, public records and other documentary
evidence pertinent to any investigations or hearings, and to examine them as it
may requ1re in relation to any matter which it has authorlty to 1nvest1gate or

Feeefd— A11 off1cers and employees in the service shall attend and test1fy When
" summoned to do so by the Commission. Depositions of witnesses may be
taken by the Commission in the manner prescribed by law for like deposition in
civil actions in the court of common pleas. In case any person, in disobedience
to any subpoena issued by the Commission fails or refuses to attend and testify
to any matter regarding which he may be lawfully interrogated, or produce any
documentary evidence pertinent to any investigation, inquiry or hearing, it
shall be the duty of the Court of Common Pleas of Franklin County, or any
judge thereof, where such disobedience, failure or refusal occurs, upon
application of the Commission, or any commissioner thereof to compel
obedience by attachment proceedings for contempt as in the case of
disobedience of the requirements of a subpoena issued from such courts or a
refusal to testify therein.

Section 154.04 13.04 Investigations. Whenever the Commission shall
have reason to believe that any e£ﬁeer—beard—eemm}ssmn—head—ef—de~pemtmem—
ep—peysen—hax&r}g—t:h&pewer—ef appomtment lay- off suspensmn or removal is

suspension-or removalin v101at10n of th%preﬁs&ens—ef—the 01v11 serv1ce law AND
THESE RULES, it shall be the duty of the Commission to make an
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investigation. If the Comm1ss1on 'Sh-&l'l findS that—sueh A violation ef-the
151 ; it shall make a report
thereof to the Mayor THE CITY ATTORNEY and Clty Counc1l whe—sh&ﬂ—have
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RULE 16 14

SAVING CLAUSE

Section 165.01 14.01 Saving Clause. If any section or part of a section of

these rules is held by any court to be invalid or unconstitutional, the same
shall not invalidate or impair the validity, or force and effect of any other

section or part of a section of these rules. unless—it-clearlyappears-that such
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RULE 176- 15

HIRING PROCESS -GAHANNA POLICE DEPARTMENT

POLICE OFFICER APPLICATION PROCESS

Section 176.01 15.01 General Requirements. All police positions within
the classified service are subject to the application and examination provisions
of these Rules.

Section 176.02 15.02 ORIGINAL APPOINTMENT Applications. Except as
otherwise specifically provided for by law or by the rules of the Commission, all
applicants must:

a.

ALL PERSONS APPLYING FOR AN EXAMINATION FOR
ORIGINAL APPOINTMENT SHALL FILE A formal application with

the Human Resources Department. by-a-time-the-specified-timnes by
the Civil Service-Commission-

Pay the filing fee established en—an—annual—basis by the
Commission.

Meet the minimum requirements as stated in the POLICE
OFFICER APPLICATION PACKET examination-announcement.

General. Any—er—all AN applicants for any class of POLICE
OFFICER posmons may be required to submit evidence that they
possess the minimum qua11flcat1ons set forth in the spec1flcat1ons
for the class: ;




Acceptance-or Rejection of Applications. The-Commission;—er—the
E; M b S ; ’ L] I i | I [] , ] ]] .

In all cases of rejection an applicant shall be notified immediately
of the rejection and the reason therefore. THE APPLICANT SHALL
HAVE AN OPPORTUNITY TO SHOW CAUSE TO THE
COMMISSION WHY THE APPLICATION IS ACCEPTABLE. Upen

] he C o Lar his th Lieati Lould
not—have been rejected- THE APPLICANT SHALL SUBMIT
HIS/HER OBJECTION TO THE CIVIL SERVICE COMMISSION
WITHIN SEVEN (7) BUSINESS DAYS FOLLOWING
NOTIFICATION OF THE REJECTION OF THE APPLICATION.
Any one of the following may be sufficient cause for rejecting an
application:

1) Lacks one or more of the minimum qualifications set forth in
the examination announcement.

2) Has been convicted of a felony.

3) IS OTHERWISE PROHIBITED BY STATE OR FEDERAL
LAW FROM OWNING OR POSSESSING A FIREARM;
AND/OR BEING EMPLOYED AS A PEACE OFFICER.

4) Has made false statement of any material fact or practiced,
or attempted to practice, any deception or fraud in his
application i i fration, —i ishi i

Leibilit e B : _

5) ANY APPARENT VIOLATION OF HIRING STANDARDS
UPON ACCEPTANCE OF APPLICATION.
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56) Any other just and reasonable cause.

Section 176:03 15.03 Entrance Examinations.

The Commission shall DESIGNATE THE DIRECTOR OF HUMAN
RESOURCES TO be the examining authority for hiring and-premetional-testing
in the classified service. The Ceommission DIRECTOR OF HUMAN
RESOURCES shall designate the date, time and place of each examination as-it

deems—necessary. Copies—of such noticesof examinations-shall be-dated-and

filed—by—the —Commission- The Commission, OR ITS DESIGNATED
REPRESENTATIVE, ALONG WITH THE HUMAN RESOURCES DIRECTOR

OR DESIGNEE shall prescribe the subjects of each examination and the
felact}ve RESPECTIVE we1ghts te—b&&tt&ehed—thelcete— pfeﬂded—t-h&t—&n-y;saeh

An exam1nat1on shall con51st of a written test Wthh measures aptltude and
knowledge. efwork,and one-ormore-of-the-following tests or parts:

a- Entrance Examinations shall be practical in character, and shall relate
directly to those matters which fairly test the relative capacity of the person
examined to discharge the particular duties of the position for which
appointment is sought. ;—and-shall-when—appreopriate,—includetest-of- manual
skill:

b—@ﬁ,o&nal—AeremmﬁrFEx&mmat}en A competitive police officer

position examination shall require applicants ferpesitions—and places—inthe
classified—service to report to a designated place at a designated time to

participate in tests prescribed and administered under the direction of the
members-of-the-Commission DIRECTOR OF HUMAN RESOURCES.

A. PHYSICAL FITNESS TEST. THE CIVIL SERVICE COMMISSION
SHALL DESIGNATE THE DIRECTOR OF HUMAN RESOURCES TO
ADMINISTER A PHYSICAL FITNESS TEST TO ALL CANDIDATES AS
DETAILED IN THE POLICE OFFICER APPLICATION PACKET.
CANDIDATES WHO PASS THE WRITTEN EXAM WILL BE INVITED TO
TAKE THE PHYSICAL FITNESS TEST ON ONE OF THE DATES
LISTED IN THE POLICE OFFICER APPLICATION PACKET.
CANDIDATES MUST OBTAIN A PASSING SCORE ON THE WRITTEN
EXAM PRIOR TO TAKING THE PHYSICAL FITNESS TEST. THE
PHYSICAL FITNESS TEST SHALL CONTAIN ELEMENTS APPROVED
BY THE COMMISSION. IF ANY CANDIDATE WISHES TO PROTEST
THE RESULTS OF AN EVENT IN THE PHYSICAL FITNESS TEST, IT
MUST BE DONE IMMEDIATELY AFTER THE EVENT, AND THE
DECISION OF THE COMMISSION DIRECTOR OF HUMAN RESOURCES
WILL BE FINAL; HOWEVER, INFORMATION WILL BE GIVEN TO THE
CANDIDATE FOR APPEAL RIGHTS TO THE CIVIL SERVICE
COMMISSION. INFORMATION ON THE PHYSICAL FITNESS TEST
WILL BE PROVIDED THE CANDIDATE IN THE POLICE OFFICER
APPLICATION PACKET.
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B. IN THE HIRING PROCESS, THE SUCCESSFUL CANDIDATE MAY
BE ASKED TO COMPLETE SEVERAL ELEMENTS AS DETAILED IN
THE POLICE OFFICER APPLICATION PACKET.

C. Postponement and Cancellation. The DIRECTOR OF HUMAN
RESOURCES OR THE Commission shall have the right to postpone OR

CANCEL any examination. beea&s&ef—msafﬁe}en{—m&m-beﬁef—&pphe&%

Commission—minutes: A copy of sueh THE notice of cancellation OR
POSTPONEMENT shall be filed WITH in the CIVIL SERVICE
Commission, POSTED IN CITY HALL, POSTED ON THE CITY’S
WEBSITE, AND NOTIFICATION MADE TO ALL APPLICANTS. office:

Section 176-04 15.04 Conduct of Examinations. All examinations shall
be conducted under the direction of THE DIRECTOR OF HUMAN RESOURCES

AND at least eﬁ%(—l-)—ee;%ss*eﬂ—member—&ﬂd—}ef one (1) CITY EMPLOYEE

a. Time. The limit of time prescrlbed for each part of the examination

shall appear en—the—question—papers in the general instructions and
SHALL also shall-be announced at the beginning of the examination er

parts-thereof.

b. Admittance. Any person who is not a candidate, a-Cemmission
membeyesﬁaﬁ—empleye%ef—the—eemmks% shall not be present in the
examination room except by special written permlss1on of the
Commission-members DIRECTOR OF HUMAN RESOURCES in charge of
the examination.

file by the Commission- Admittance to an examination mey SHALL be
refused to an applicant arriving after the designated starting time for
testing.

c. Identification Procedures. All paper submitted by candidates shall
contain their name printed legibly. If the name is not printed legibly, and
cannot be read, the candidate shall be automatically disqualified. The
candidate shall be required to provide two (2) forms of ID, one being A
GOVERNMENT ISSUED ID BEARING A PHOTOGRAPH picture.

Section 176.05 15.05 Offenses in Examination.
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a.

Frauds Prohibited. No person shall:

2. 1. Willfullyorcorruptly; Falsely mark, grade, estimate or report
upon the examination or proper standing of any person examined,

registered or certified pursuant to the provisions of the civil service
law, or aid in so doing.

2. Willfully —or—corruptly Make any false representations

concerning the results of such examination or concerning any
person examined.

4.-3. Willfully er—eorruptly Furnish to another person special or

secret information for the purpose of either improving or injuring
the prospects or chances of another person so examined,
registered or certified, or to be appointed, employed or promoted.

5. 4. Willfully Impersonate another person, or permit or aid in any
manner another person to impersonate AN APPLICANT him, in
connection with any examination, registration or appointment or
application or request to be examined, registered or appointed.

6- 5. Furnish false information about himself/HERSELF, or other
person, in connection with any examination, registration, or
appointment or application or request to be examined, registered
or appointed.

7. 6. Make known or assist in making known to any applicant for
examination, any question to be asked on such examination.

8. 7. Personally solicit a favor from any members of the
Commission, appointing officer, or have any person on his/HER
behalf solicit a favor.

Penaltv for Deceptlon Any person or persons ATTEMPTING TO

efrmef%per—sen— decelve eF&t'eempt—te—deee}ve any of the examiners in

any manner whatsoever by impersonation or by assisting or receiving
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assistance shall have his/HER name stricken from the registers, and
he/SHE shall not be permitted to take part in any examination for a
minimum period of one (1) year or for a longer period as the Commission
may decide and record. If such person is already in the city service, such
conduct shall be grounds for discipline.

SECTION 4.07 15.06 GRADING OF EXAMINATIONS.

A. METHOD OF GRADING EXAMINATIONS. THE TOTAL GRADE
ATTAINABLE IN EACH EXAMINATION SHALL BE 100%. A CANDIDATE
WHO ACHIEVES A PASSING GRADE OF 70% OR ABOVE SHALL BE
ELIGIBLE FOR CONSIDERATION AS A POSSIBLE CANDIDATE FOR THE
POSITION TESTED. IN CASES WHERE AN EXAM IS REQUESTED AND THE
TESTING COMPANY RECOMMENDS WHAT THE PASSING SCORE SHOULD
BE, THE COMMISSION MAY SET A PERCENTAGE OTHER THAN 70% AS
THE PASSING SCORE, BUT THIS MUST BE DONE AT THE TIME OF
SCHEDULING THE TEST.

B. NOTIFICATION OF GRADE. EACH CANDIDATE EXAMINED
SHALL BE NOTIFIED OF HIS/HER GRADE,; AND; STANDING ON THE
ELIGIBILITY LIST.

SECTION 16.06 15.07 ADDITIONAL CREDIT ALLOWANCES. THE TOTAL
GRADE ATTAINABLE IN EACH EXAMINATION SHALL BE 100%.
CANDIDATES MAY OBTAIN ADDITIONAL CREDIT FOR THE FOLLOWING:

2. Creditfor Military Service CREDIT.

A. ACTIVE DUTY OR ACTIVE MILITARY DUTY MEANS FULL TIME
DUTY WITH MILITARY PAY AND ALLOWANCES IN THE ARMED
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FORCES, EXCEPT FOR TRAINING OR FOR DETERMINING
PHYSICAL FITNESS.

B. WHEN A CANDIDATE HAS RECEIVED A PASSING GRADE OF
SEVENTY PERCENT (70%), OR THE GRADE SET BY THE
COMMISSION AS PASSING FOR THAT PARTICULAR TEST PER
SECTION 4.07A 15.06 OF THE RULES & REGULATIONS, IN A
POLICE OFFICER ENTRANCE EXAMINATION HE/SHE SHALL

BE GRANTED AN ADDITIONAL CREDIT OF FIVE (5) POINTS FOR
MILITARY CREDIT.

Requests for the additional credit for military service, together with
an honorable discharge or other proof of satisfactory service, shall be
submitted to the Commission HUMAN RESOURCES DEPARTMENT with

the application for the examination. Credit for—military—service shall
not be given if the eandidates request for such credit is received bythe

Commission after an eligibility list fer—any—examinatien has been
established.

C.13} Credit for Service as Gahanna Reserve Officer. When A

CANDIDATE proper—proof-of acceptable—service—as—aGahanna Reserve

Officer-is—presented—tothe Commission—and such reserve officer being
otherwise—eligible has received a passing grade of SEVENTY PERCENT

70%, OR THE GRADE SET BY THE COMMISSION AS PASSING FOR
THAT PARTICULAR TEST PER SECTION 4.07A 15.06 OF THE RULES
& REGULATIONS, in a police officer entrance examination er—radie

dispatcher-examination; he/she shall be granted an additional credit OF
FIVE (5) POINTS FOR RESERVE CREDIT .in-the-following manner.

RequestS for the-additional-ereditfor Reserve CREDIT SHALL BE
SUBMITTED TO THE HUMAN RESOURCES DEPARTMENT ALONG




Department;—shall-besubmittedto-the Commission with the application
FOR EXAMINATION. ANP CREDIT and for-examination—Creditfor
reserve-officer service shall not be given if the request for such credit is
received by—theCommission after an eligibility list for-the-examination
has been established.

D. ADDITIONAL EDUCATION CREDIT.  WHEN A CANDIDATE
HAS RECEIVED A PASSING GRADE OF SEVENTY PERCENT (70%),
OR THE GRADE SET BY THE COMMISSION AS PASSING FOR THAT
PARTICULAR TEST PER SECTION 4.07 A OF THE RULES &
REGULATIONS, IN A POLICE OFFICER ENTRANCE EXAMINATION
HE/SHE SHALL BE GRANTED AN ADDITIONAL CREDIT OF: THREE
(3) POINTS FOR AN ASSOCIATE DEGREE, AND FIVE (5) POINTS FOR
A BACHELOR DEGREE, NOT TO BE COMBINED.

REQUESTS FOR ADDITIONAL EDUCATION CREDIT TOGETHER
WITH PROOF OF DEGREE SHALL BE SUBMITTED TO THE HUMAN
RESOURCES DEPARTMENT WITH THE APPLICATION FOR
EXAMINATION. CREDIT SHALL NOT BE GIVEN IF THE REQUEST
FOR SUCH CREDIT IS RECEIVED AFTER AN ELIGIBILITY LIST HAS
BEEN ESTABLISHED.

E. THE MAXIMUM ALLOWABLE ADDITIONAL CREDIT
ALLOWANCE IS ESTABLISHED AT TEN (10) POINTS. -

e F. Notification of Grade. Each candidate examined shall be notified of

his/her grade and standing on the eligible ELIGIBILITY list.

Section 176:067 15.08 Inspection of Rating Keys. In examinations where
the Commission considers it feasible, AND WHERE THERE IS A RATING KEY
AVAILABLE TO THE COMMISSION for a period of twe—{2}-weeks TEN (10)
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BUSINESS DAYS after the scores for the examination are mailed, candidates
may inspect the Rating Key and questions in the office of the—Civil-Service
Gema%ss&e& DIRECTOR OF HUMAN RESOURCES E&eh—e&nd&dat&shaﬂ—be
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Section 176.078 15.09 Preservation of Examination Papers.
Appheat1ons and examlnatmn papers of eandldates whe—f&ﬂed—&&—e&a&%r&&&eﬁ

Arpphe&t}e&s—&nd—%&rmﬂ&&eﬂ—p&pem—ef—these—pas&ﬁg shall be preserved for
SEVEN (7) years, OR THE APPROVED RECORDS RETENTION SCHEDULE,
except that test papers of those appointed from eligibilLITY lists shall be
retained in the THEIR individual personnel file. ef—each—appeintee:
EXAMINATION PAPERS SHALL BE THOSE PAPERS THAT WERE WRITTEN
ON DURING AN EXAMINATION AND PRESERVED, EXCEPT FOR SCRAP
PAPER.

Section 176.089 15.10 Eligibility Lists.

b- Duration of Lists. The term or eligibility of each list and of the names

appearing thereon shall be fixed-bythe-Commissien for a period of-ne-less-than
six—{6)—months,—and ne—more—than one (1) year from the date of the
CERTIFICATION OF THE ELIGIBILITY LIST. AT THE DISCRETION OF THE
COMMISSION, the For good-cause-andatthediseretionof the- Commission an
eligibility list may be terminated BEFORE ITS EXPIRATION DATE OR
EXTENDED FOR AN ADDITIONAL SIX (6) MONTHS. soener—than—its—fixed
date-

A. Tied Scores.

IN THE EVENT TWO OR MORE CANDIDATES RECEIVE THE SAME
SCORE IN OPEN COMPETITIVE EXAMINATION, NAMES OF ALL
CANDIDATES RECEIVING SUCH SCORE SHALL BE PLACED ON THE
ELIGIBILITY LIST WITH THE SAME RANKING. J—Original

Section 176.0910 15.11 Removal of Names from EligibleILITY Lists. The
name of an eligible candidate shall be removed from an eligibILITYle list by the
Commission for one or more of the following reasons:

a. Written request of the eligible CANDIDATE concerned.

b. Failure to appear or arrange for an interview or respond to
communication from the appointing authority.
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C. Failure to file with the Commission written notice of any change of
address.

d. Declining appomtment in writing or failing to accept appomtment

e. A Physical disability that prevents the CANDIDATE from
satisfactorily carrying out the essential duties of the position. with—er
witheuta-reasenable-accommeodation-

f. VIOLATING ANY OF THE PROHIBITED ACTIONS DESCRIBED
IN SECTION 16.05 15.05 OF THESE RULES. Practicing-orattempting
{e-p;&eﬁe&deeepﬂefm%d%ﬂ—kﬁs—&pﬁl—ﬁ&ﬂefbh*ﬁ%r%emmm
btain; loibility £ A .

g. At the request of the DEPARTMENT HEAD appeinting-authority
for just cause.

h. Name certified to DEPARTMENT HEAD appeinting-autherity three
(3) times without an appointment to position.

1. RECOMMENDATION FROM HUMAN RESOURCES AND/OR
DEPARTMENT HEAD AS A RESULT OF A BACKGROUND
INVESTIGATION. 5

J. FAILURE TO SUCCESSFULLY COMPLETE OR RECEIVE A
PASSING SCORE IN ANY STEP OUTLINED IN THE POLICE OFFICER
APPLICATION PACKET.
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Section 176.101 15.12 Restoration of Names to the Eligibility List.

Upon furnishing the Commission with satisfactory reasons therefore FOR THE
RESTORATION, a candidate may have his/HER name restored to THE
ELIGIBILITY any list from which his/HER name may have been previously
removed. and-which-still remains-in-effect:

17612 15.13 Full time to Part-time Police Officer. At the discretion of
the Director of Public Safety, and the request of the Police Officer involved, with
the approval of the Civil Service Commission, any full time Gahanna Police
Officer, or retired Gahanna Police Officer who was full time at the time of
his/her retirement, may transfer or be rehired to an available part-time police
officer position without being subject to the testing requirements of Rule 16 15.
The Safety Director shall consider such factors as the police officer’s
attendance record, job performance, and disciplinary record and staffing needs.

In case of rehire, the request must be made within one (1) year of the
officer’s retirement.
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176.13 15.14 Part-time to Full time Police Officer and/or Radio
Dispateher. At the request and discretion of the Safety Director, and the
request of the Police Officer and/orRadioDispateher involved, and with the
approval of the Civil Service Commission, any part-time Gahanna Police Officer
and/or-RadieDispatcher may transfer to an available full time Police Officer
andlor—Radio—Dispatcher position without being subject to testing

requirements of Rule 4 15 as the candidate will have already passed all phases
of the testing process before being hired part-time. The Safety Director shall

consider such factors as the Police Officer’s andfer—Radio—Dispatcher’s

attendance record job performance d1sc1p11nary record and staffing needs

56



RULE 187 16

PROMOTIONAL PROCESS
GAHANNA POLICE DEPARTMENT

SECTION 1701 _16.01 PROMOTIONAL EXAMINATIONS.
NOTICE OF COMPETITIVE PROMOTIONAL EXAMS SHALL BE
GIVEN AS OUTLINED IN THE F.O.P. CONTRACT.

Section 187.012 16.02 Conduct of Promotional Police Examinations.
All examinations shall be conducted under the direction of at least one (1)
Commission member and/or one (1) Commission staff with the addition of
special examiners as deemed necessary by the Commission.

a. Time. The limit of time prescribed for each part of the examination
shall appear on the question papers in the general instructions and also
shall be announced at the beginning of the examination or parts thereof.

b. Admittance. Any person who is not a candidate, a Commission
member or an employee of the Commission shall not be present in the
examination room except by special written permission of the
Commission members in charge of the examination. A record of such
written permission shall be kept on file by the Commission. Admittance
to an examination may be refused to an applicant arriving after the
designated starting time for testing.

C. Identification Procedures. All paper submitted by candidates shall
contain their name printed legibly. If the name is not printed legibly, and
cannot be read, the candidate shall be automatically disqualified.

Section 187.023 16.03 Offenses in Examination.

a. Frauds Prohibited. No person shall:

12. Willfully or-—corruptly; Ffalsely mark, grade, estimate or

report upon the examination or proper standing of any person
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examined, registered or certified pursuant to the provisions of the
civil service law, or aid in so doing.

23. Willfully or corruptly make any false representations
concerning the results of such examination or concerning any
person examined.

34. Willfully or corruptly furnish to another person special or
secret information for the purpose of either improving or injuring
the prospects or chances of another person so examined,
registered or certified, or to be appointed, employed or promoted.

45. Willfully impersonate another person, or permit or aid in any
manner another person to impersonate him, in connection with
any examination, registration or appointment or application or
request to be examined, registered or appointed.

56. Furnish false information about himself, or other person, in
connection with any examination, registration, or appointment or
application or request to be examined, registered or appointed.

67) Make known or assist in making known to any applicant for
examination, any question to be asked on such examination.

78. Personally solicit a favor from any members of the
Commission, appointing officer, or have any person in his behalf
solicit a favor.

b. Penalw for Deceptlon Any person or persons Who sha—ll—&t—&ny

dee%er—attempt to decelve any of the examiners in any manner
whatsoever by impersonation or by assisting or receiving assistance shall
have-hisname-stricken fromthe-registers;and-he shall not be permitted
to take part in any examination for a minimum period of one (1) year or
for a longer period as the Commission may decide and record. If such
person is already in the city service, such conduct shall be grounds for
discipline.




de. Method of Grading Examinations. The total grade attainable in
each examination shall be 100%. In-examinations—composed—of-mere

Section 187.034 16.04 Inspection of Rating Keys. In examinations where
the Commission considers it feasible, AND WHERE A RATING KEY IS
AVAILABLE TO THE CITY, for a period of two—{2}-weeks TEN (10) BUSINESS
DAYS after the scores for the examination are mailed, participants may inspect
the office of the Civil Service Commission.




Section 187-:045 16.05 Preservation of Examination Papers. Applications
and examination papers of candidates SHALL BE PRESERVED FOR SEVEN
(7) YEARS OR THE APPROVED RECORDS RETENTION SCHEDULE whe

. except that test papers of
those appointed from eligibleILITY lists shall be retained in the individual
personnel file of each appointee. EXAMINATION PAPERS SHALL BE THOSE
PAPERS THAT WERE WRITTEN ON DURING AN EXAMINATION AND
PRESERVED, EXCEPT FOR SCRAP PAPER.

Section 187.06 16.06 Removal of Names from Eligible Lists. The name

of an eligible candidate shall be removed from an eligible list by the
Commission for one or more of the following reasons:

a. Written request of the eligible-eoncerned CANDIDATE.

%—F&*WW&MF‘&W] e o
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eb. A disability that prevents the eligible CANDIDATE from
satisfactorily carrying out the essential duties of the position.

C. VIOLATING ANY OF THE PROHIBITED ACTIONS DESCRIBED
IN SECTION 17.03 OF THESE RULES.

gd. At the request of the appeinting—autherity DEPARTMENT HEAD
for just cause.

Section 187.07 16.07 Postponement and Cancellation of Promotional
Test.

The DIRECTOR OF HUMAN RESOURCES OR THE Commission shall
have the right to postpone OR CANCEL any examination. beecause—of

H EHHROE S Savaw =3 3

Commission—minutes: A copy of sueh THE notice of cancellation OR
POSTPONEMENT shall be filed in WITH the CIVIL SERVICE Commission,
POSTED IN CITY HALL, POSTED ON THE CITY WEBSITE, AT THE POLICE
DEPARTMENT, AND NOTIFICATION MADE TO ALL APPLICANTS office.

Section 187.08 16.08 Fewer Than Three Candidates Pass Written
Test. In the event that fewer than three candidates pass a Civil Service
promotional examination, the candidates who passed shall be included on the
eligibility list for the position. THE NAMES SHALL BE COMPILED UNTIL
SUCH TIME AS AN ELIGIBILITY LIST IS ESTABLISHED. The time limits set
forth in the F.O.P. contract for the oral boards shall be extended until another
examination has been held. Those candidates who pass the subsequent
examination shall be added to the eligibility list for the position. The process
shall continue until at least three candidates shall be on the eligibility list;
those who passed the examinations shall proceed to the oral boards. Under
these circumstances the time limit for the expiration of the eligibility list shall
begin to run from the date that the last examination was conducted which
resulted in at least three candidates passing the examination.
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Section 187:09 16.09 Ranking-of Candidates PROCESS After Oral Board.

AFTER INTERVIEWING ALL CANDIDATES, THE ORAL BOARD SHALL
PREPARE AND SUBMIT TO THE CIVIL SERVICE COMMISSION A REPORT
LISTING THE CANDIDATES RANKED IN ORDER OF THEIR SCORES IN
THE ORAL BOARD INTERVIEWS. The Civil Service Commission shall
maintain the report from the oral board as the scores of the candidates in order
of their oral board scores.

a. One certified to be appointed. Upon receipt of the eligibility list
from the Commission the appointing authority shall fill such
position by appointment of one of the three (3) candidates certified
and shall report to the Commission the name of such appointee.
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