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APPENDIX E — PERSONNEL RULES AND REGULATIONS

ARTICLE I - INTRODUCTORY PROVISIONS

SECTION 1. Authority

These policies, procedures, rules, and regulations are established by the authority of Ordinance enacted by
the City Council on September 5 . 2019.

SECTION 2. Purpose

The purpose of these rules is the formulation of sound personnel policies designed to promote efficiency
and economy, reward meritorious service, provide for the settlement of grievances, develop and maintain
morale, and establish non-discriminatory standards for the classification and compensation of City
employees.

SECTION 3. Intent

These Personnel Rules and Regulations only outline the major employment policies of the City of
Kirkwood. The rules and regulations are not intended to be and shall not be considered all inclusive. The
rules and regulations are not intended to be a substitute for the good judgment, common sense, and
discretion of City personnel. The rules and regulations supersede and replace all previous rules and
regulations.

Classified, permanent, full-time employees who are not serving a probationary period of any kind are
subject to the Disciplinary Action provisions of Article IX and the Grievance, Complaint and Appeal
procedure set forth in Article XIII. All employees are employed “at will” and the City expressly reserves
the legal right to discharge or terminate such employees at any time and for any reason, with or without
prior notice. Likewise employees have the legal right to terminate their employment at any time and for
any reason. The Personnel Rules and Regulations are not a contract and are not intended to create any
contractual obligations on the part of the City to employ any individual for any definite duration.

As circumstances arise in which the City may determine that changes to these policies are necessary, the
City reserves the right to change these policies at any time and reserves the unilateral right to do so at any
time without prior notice to its employees. Accordingly, no statement in these rules and regulations is
intended as a contractual commitment or obligation of the City to any employee.

Likewise, no City employee has the right to enter into any employment agreement with any employee
contrary to the provisions of this section of the Personnel Rules and Regulations without City Council
approval.

These policies and procedures shall not be inconsistent with but complementary to related state and
federal laws and regulations. If any provision becomes invalid due to subsequent passage or
interpretations of related legislation or court rulings, the remaining provisions shall not be invalidated. In
addition, specific provisions of any employee benefit plan documents shall be controlling with respect to
any such benefits.
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ARTICLE II - DEFINITIONS

City means the City of Kirkwood, Missouri.

Classification means the assignment of an individual position to an appropriate job title given to all City
positions possessing the same general type of work with relatively the same duties and level of
responsibilities.

Commission means the Civil Service Commission of the City of Kirkwood.

Continuous service means employment with the City of Kirkwood which is not interrupted by absence
without pay in excess of three days, unless such absence is covered by an approved leave of absence.

Council is the elected governing body of the City of Kirkwood.

Demotion means a change in the position of an employee from one classification to a position in another
classification having a lower maximum salary rate.

Department Head is the employee as designated by the Chief Administrative Officer as being
administratively in charge of a department of the City and includes any employee serving as an acting or
interim Department Head.

Employees in law enforcement and fire protection activities. The term “employees in law enforcement
and fire protection activities” does not include those “civilian” employees who are engaged in support
activities such as those performed by dispatchers, clerks and secretaries.

Full-time employee is one who is employed and actively works an average of at least 39 hours per week
on a regular basis unless defined otherwise in any written benefit plan document.

Part-time employee is one who is employed on a continuous basis but who works an average of less than
39 hours per week.

Pay Period. All employees shall be paid on a bi-weekly basis.

Permanent employee is a permanent appointment or assignment to a position created without intent of
limitation, and intended to exist for at least one budget year. A permanent position may be for a full-time
or part-time position. Any reference to a “permanent” employee does not indicate that employment is
guaranteed for any specific duration.

Probationary period means a work test period during which an employee is required to demonstrate
fitness for the duties to which that employee is assigned by actual performance of the duties of the
position and can include a period of initial employment in any position or a period of evaluation for
disciplinary or performance reasons. The probationary period for any employee may be extended by a
Department Head with approval of the Chief Administrative Officer.

Promotion means a non-temporary change in the position of an employee from one classification to a
position in another classification which has a higher maximum salary rate.

Temporary employee is an individual employed for an anticipated limited period of time, typically (but
not necessarily for) less than one year. Unless specifically stated herein or in applicable benefit plan
documents, temporary employees are not entitled to employee benefits.
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Transfer means a change of an employee from one position to another position in the same classification
or another classification having essentially the same maximum salary rate, involving the performance of
similar duties, and requiring substantially the same basic qualifications.

Unclassified employees shall include the Chief Administrative Officer, City Clerk, Police Chief, Fire
Chief, Director of Public Services, Director of Finance, Director of Procurement, Director of Parks and
Recreation, Director of the Electric Department, Assistant Chief Administrative Officer, Director of
Management Information Systems or any other Director or comparable position. These employees may
also be referred to in this document as “Department Heads”.

Work Period. The work period for employees exclusive of those employees in law enforcement and fire
protection activities shall be defined as beginning at 12:01 a.m. Monday morning and proceeding for
seven full continuous days until midnight of the following Sunday night. The work period for those
employees engaged in fire protection activities and law enforcement activities shall be that designated by
the applicable Department Head with approval of the Chief Administrative Officer, which may change
based upon the operational or business needs of the City.

ARTICLE I1I - ADMINISTRATION OF RULES

SECTION 1. Responsibility

Administration of these rules and regulations shall be vested with the Chief Administrative Officer or his
or her designee. For purposes of these rules and regulations, any reference to the Chief Administrative
Officer shall be deemed to include any designee of the Chief Administrative Officer, specifically
including but not limited to the Assistant Chief Administrative Officer of the City. It shall be the
responsibility of the Chief Administrative Officer to administer, interpret, and from time to time
recommend to the City Council appropriate amendments in order to maintain these rules and regulations.

SECTION 2. Departmental Rules and Regulations

Individual Department Heads may formulate written departmental or divisional work rules or policies for
efficient and effective administration of the department. Said rules shall not be in conflict with the
provisions of these rules and regulations. A copy of any departmental work rules should be placed on file
with the Chief Administrative Officer.

SECTION 3. Civil Service Commission

There shall be a Civil Service Commission which shall, consistent with state statute:

a. Advise the City Council and the Chief Administrative Officer, upon its or his request, on its
findings, conclusions, and recommendations on the status of the City’s personnel system;

b. Review, comment, and advise the Chief Administrative Officer, upon his request, concerning
specific changes in the personnel policies;

c. Review and recommend to the City Council, upon its request, the approval of job descriptions,
classification and pay plans for the City;

d. Advise the Chief Administrative Officer, upon his request, on appropriate interpretation of
provisions of these rules;
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e. Hear grievance appeals in accordance with Article XIII; and

f. Perform such other duties with reference to personnel policies as may be directed by the City
Council or Chief Administrative Officer.

SECTION 4. Applicability of Exclusion

These Rules and Regulations shall be applicable only to those employees in the classified service of the
City. Specifically excluded from these Rules and Regulations provisions shall be: the Chief
Administrative Officer and the City Clerk, who shall serve at the pleasure of the City Council; Police
Chief, Fire Chief, Director of Public Services, Director of Finance, Director of Procurement, Director of
Parks and Recreation, Director of the Electric Department, Assistant Chief Administrative Officer,
Director of Management Information Systems or any other Director or comparable position, all of whom
shall serve at the pleasure of the Chief Administrative Officer. Employees of the Park Board, Library
Board, Housing Authority and Special Business District are excluded from these provisions. Employees
represented by any organized labor union shall be subject to the provisions of these Rules and
Regulations, except to the extent that any specific term or provision in any collective bargaining
agreement or memorandum of understanding in effect between the City and any unit of employees
represented by a labor union is in conflict with any specific provision in these Rules and Regulations, in
which event the specific provisions of any such collective bargaining agreement or memorandum of
understanding shall govern and supersede any conflicting provision in these Rules and Regulations.

SECTION 5. Management

Specific areas of responsibility shall be reserved to management. Such management rights shall not be
diminished by action of labor organizations and any related working agreements. The management of the
City shall:

a. Determine the nature, scope and definition of the City organization including: classification,
selection, number, retention, promotion, reorganization, transfer, deployment, assignment, layoff,
recall and scheduling of employees.

b. Determine the methods, means, tools, equipment and personnel by which operations are to be
conducted, including the right to contract and subcontract existing and future work.

¢ Direct and supervise employees.
d. Discipline, suspend, demote and/or discharge employees.
e. Require as a part of normal employee development that the employee fulfill the responsibility of

the position and attain or maintain minimal skills of the classification.
f. Take the necessary measures to maintain optimum productivity in operations.

g. Determine the necessity for and assignment of overtime in compliance with appropriate related
legislation and/or court rulings.

h. Determine the scope, priority and amount of budget allocations.
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SECTION 6. Administrative Rules and Regulations

The City Council may promulgate and establish administrative personnel policies and procedures not
inconsistent with or limited to these rules, such as:

a. Hours of work/work schedules.

b. Pay periods.

c. Performance Appraisal Systems.

d. Personnel records and reports.

e. Temporary work assignments and transfers.
f. Use of City vehicles and mileage reimbursement.
g. Outside employment.

h. Seniority and impact of seniority.

1. Conflict of Interest/Code of Ethics.

J- Safety procedures.

k. Job related injury procedures.

. Other related internal administrative personnel matters.

ARTICLE 1V - CLASSIFICATION

SECTION 1. Job Description

The Chief Administrative Officer or the Assistant Chief Administrative Officer, with the assistance of the
Department Head shall, for each classification, prepare and maintain a job description which shall include
a job title, description of essential job duties, required and desirable knowledge, skills and abilities, any
special requirements, examples of work, and related information. The job descriptions are descriptive and
not restrictive. They are intended to indicate generally the kinds of activities performed by the
established classification.

SECTION 2. Establishment of Plan

The Chief Administrative Officer shall be responsible for presenting to the City Council a uniform and
equitable pay plan which shall consist of minimum, market rate, midpoint and maximum rates of pay,
referenced herein as the Classification and Pay Plan. The salary rates recommended shall reflect an
equitable relationship, as determined by the Chief Administrative Officer, among the job classifications
and shall be made after review of prevailing rates for comparable work in other public and private
businesses, the current cost of living, responsibilities of the position, and the policy of the City Council.
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SECTION 3. Classification of Positions - Purpose

The Classification and Pay Plan provides an inventory of all positions in the City’s service which are
sufficiently alike in duties and responsibilities to be called by the same job title, to be accorded the same
pay scale, and to require substantially the same qualifications on the part of the incumbent.

No City employee shall be classified or paid at a salary rate which is not established and recognized in the
City’s Classification and Pay Plan. All permanent classifications shall be established by the City Council.

SECTION 4. Reclassification

When significant changes are made to a particular position which changes the complexity or level of
responsibility, the Department Head may request in writing a pay grade evaluation of the position to the
Human Resources Manager. The request should include the job duty changes and other circumstances
that have precipitated the evaluation. The Human Resources Manager will meet with the applicable
Department Head, supervisor and incumbent(s) as deemed appropriate to discuss the changes.

Utilizing a point factor system and market data, the Human Resources Manager and Assistant Chief
Administrative Officer will determine if a change in pay grade is warranted. If, after a new Classification
and Pay Plan Ordinance is adopted, it is determined the employee’s current salary is below the minimum
rate of the new pay grade, the employee will be placed at the minimum rate of the new pay grade. If the
current salary is within the new salary range, it will be at the discretion of the Department Head as to
whether any further adjustment is recommended to the Chief Administrative Officer. In the instance
where an employee’s job is reassigned to a higher salary grade, the employee’s pay may be adjusted at
least 5 percent for each salary grade shift, not to exceed the greater of 20 percent or the minimum of the
new pay grade.

SECTION 5. Development and Allocation of New Positions

When in the opinion of the Department Head there arises a need to establish a new position classification,
the Department Head shall prepare a recommended job description and submit same to the Assistant
Chief Administrative Officer for review. The Assistant Chief Administrative Officer shall study the
duties and responsibilities of the new position and determine a recommended allocation to the appropriate
classification and so advise the Department Head. If there is any disagreement between the Department
Head and the Assistant Chief Administrative Officer, an appeal may be made to the Chief Administrative
Officer regarding a position assessment. The Chief Administrative Officer’s decision shall be
administratively binding.

The Chief Administrative Officer shall make his or her recommendation for any new position
classification to the City Council.

SECTION 6. Maintenance of the Plan

a. When a vacancy occurs, the Chief Administrative Officer shall review the allocation of the
position in cases where the need for changes in the duties and responsibilities of a position
appears likely.

b. Each time a department or division is recognized initially, preliminary position descriptions for

all affected employees shall be submitted by the Department Head to the Chief Administrative
Officer for review and recommendation.
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c. The Chief Administrative Officer may require any or all Department Heads to submit
recommended position descriptions on a periodic basis, or any time that there is reason to believe
there has been a change in the duties and responsibilities of one or more positions.

d. Before a new classification is established by the City Council and before such a position is filled,
a formal job description shall be written by the Chief Administrative Officer or his or her delegate
as provided for in these rules and incorporated in the existing plan. The classification title shall
be added to the schematic list of titles. Likewise, an abolished classification shall be deleted from
the position classification plan by removing the class specification and eliminating the
classification title from the schematic list of titles.

& The Chief Administrative Officer shall take the necessary steps to maintain the Classification and
Pay Plan in a current state on a continuous basis.

f. Nothing contained herein shall be deemed to conflict with or supersede any compensation
policies of the City adopted by Ordinance.

SECTION 7. Official Copy of the Classification and Pay Plan

The Chief Administrative Officer shall be responsible for maintaining an official copy of the
Classification and Pay Plan. The official copy shall include any regulations or guidelines for
administration, schematic list of job descriptions and any amendments thereto.

ARTICLE V - CLASSIFICATION AND PAY PLAN ADMINISTRATION

SECTION 1. Administration of Plan

a. New Employees - Generally all new employees shall be hired at the minimum rate unless their
qualifications are such that it is to the City’s advantage to hire at an advanced rate. Hiring at an
initial rate above the market rate of the applicable pay grade shall be upon approval by the
Assistant Chief Administrative Officer and only upon appropriate documentation by the
Department Head that such action is to the benefit of the City.

b. Promotions and Transfers - When an employee is promoted to a position in a higher class, the
employee’s salary shall be increased to at least the minimum rate for the higher classification.
Employees promoted or transferred will immediately begin a probationary period for the new
position. In the event that the employee does not satisfactorily complete the probationary period,
the employee shall, unless the probationary period is extended, revert to his or her previous
position at his or her prior rate of pay for the position, provided a position is available.

The Department Head will determine the promotional increase percentage according to the pay
adjustment guidelines. The employee’s pay shall be adjusted at least 5 percent for each salary
grade shift not to exceed the greater of 20 percent or the minimum of the new salary grade.

(] Demotions - An employee who requests and accepts an assignment in a lower pay classification
shall have his or her salary reduced by the percentage differential between the two relevant pay
classifications.

In the case of a demotion resulting from poor performance, the employee’s current salary will be
reduced by 10 percent and then compared to the new salary grade maximum. If the employee’s
adjusted salary is greater than the new salary grade maximum, his or her pay will be reduced to
the new salary grade maximum.
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In the case of a demotion resulting from an organizational change or change in duties assignment,
reasonable attempts will be made to keep the individual at the current salary.

In the case of a voluntary demotion unrelated to job performance deficiencies, the employee’s
rate of pay in the lower classification shall be reduced by the same percentage as such employee’s
pay was increased upon acceptance of the promotion to the position the employee subsequently
leaves voluntarily.

Merit Increases - A merit increase is a payment granted to an employee as a result of overall
performance. The merit increase may be a lump-sum payment, an increase to salary base or a
combination of an increase to salary base and a singular lump-sum payment. Once an employee
reaches the maximum of the salary range, the merit increase will be in the form of a singular
lump-sum payment for future service but shall not increase the salary base. Merit increases shall
be based upon performance evaluations with the amount of merit increases, if any, fluctuating
from year to year. Performance evaluations will result in performance ratings which shall serve
as the basis for the amount of the merit increase. Merit increases may be granted once per year,
unless otherwise provided by ordinance. Employees on disciplinary probation or any type of
performance improvement plan will not receive their merit increase until such time as
performance improves as determined by the applicable Department Head or the period of
disciplinary probation has expired.

Dates of Performance Evaluations - Performance evaluations shall be conducted at least annually;
however, they may be conducted more frequently at the discretion of the Department Head. In no
case shall a merit increase be granted if a performance evaluation has not taken place within 90
days prior to the effective date of the merit pay increase.

Cost of Living Adjustments - Each budget cycle, the Chief Administrative Officer shall evaluate
the salary schedules to ensure the market rates are accurate. When appropriate, the salary
schedules may be adjusted on January 1, in order to take into account the Consumer Price Index
for All Urban Consumers in the Midwest (CPI-Midwest U). All employees who are paid at or
below the maximum of the salary range for their classification will receive such increase.

Pay Ordinance - The City Council may from time to time change the pay ordinance increasing the
minimum and maximum rates of pay. The Council may, by ordinance, establish special pay
provisions necessary for the effective administration of the Classification and Pay Plan and to
promote the concept of merit or performance pay.

Compensation Policies Ordinance - Nothing contained in these Rules and Regulations is intended
to or shall supersede the compensation policies of the City adopted by Ordinance.

SECTION 2. Pay Policy

a.

Purpose - The City’s goal is to pay everyone properly under the law. To that end, the City seeks
to clearly communicate that policy and to make sure that all employees are aware of the City’s
complaint procedure in the event that the City inadvertently makes an improper deduction from
any employee’s pay.

Complaint Procedure - Any employee who believes that the City has made an improper deduction
from the employee’s pay, as soon as it is discovered, at the latest, within thirty (30) days of
becoming aware of the improper deduction, should file a written complaint with the Director of
Finance identifying the improper deduction. The complaint should include a copy of the pay stub
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from the relevant pay period, with an explanation of the reason(s) the deduction is believed to
have been improper.

Resolution - Upon the receipt of the written complaint, the Director of Finance will promptly
review and investigate the disputed deduction to determine whether the deduction was improper
and, as soon as practicable, the Director of Finance will provide a written decision outlining
whether the deduction was improper and the reasons therefore. If the Director of Finance, in
response to proper notification of the problem through the above-outlined complaint procedure,
concludes that the City has made an improper deduction, then the City will promptly reimburse
the employee for the improper deduction.

ARTICLE VI - SPECIAL COMPENSATION

SECTION 1. Overtime and Other Compensation Provisions. (All City employees except Fire and Police
Department Personnel, unless otherwise indicated)

a.

Applicability. Unless exempt under wage and hour laws, all employees will be compensated at
the rate of 1'% times the number of hours actually worked in excess of 40 per week. Approved
accrued comp time use and paid vacation leave, paid holiday leave and paid funeral leave will be
considered hours worked for purposes of overtime compensation. Other hours worked beyond
those regularly scheduled may be paid at an overtime rate as determined by City policy as
recommended by the Chief Administrative Officer and approved by the City Council. Any such
overtime payments in excess of those required by law may be discontinued at any time at the
discretion of the City Council.

Compensation on Sunday. Compensation for work on a Sunday, unless the Sunday is part of the
employee’s scheduled work week, shall be paid at the rate of two times the employee’s hourly
rate.

Compensation on Designated Holidays. Employees scheduled to work on a designated holiday
shall be paid at straight time for all hours worked during their regularly scheduled shift on that
holiday and shall also receive holiday pay which is equivalent to the standard rate of pay for one
single shift of work.

Work beyond the normally scheduled shift on a holiday shall be compensated at the rate of 12
times the employee’s hourly rate. Employees who are not scheduled to work a designated City
holiday and are called to work on that holiday, shall be paid at the rate of 12 times the
employee’s hourly rate for all hours worked. Such compensation shall be in addition to regular
pay received for the holiday.

Call-Outs. If an employee is called to work outside of a normally scheduled workday, or is called
back to work after having completed a regularly scheduled work day, the minimum time for
which compensation will be made will be two hours. Subject to written approval from the Chief
Administrative Officer of the City, any Department Head of the City may adopt particular call-
out policies and procedures within a City Department, including but not limited to scheduling,
compensation for driving time for call-outs and paid or unpaid meal periods during call-outs, so
long as any such Department call-out policies and procedures do not conflict with any specific
provisions of the City’s Personnel Rules and Regulations.

Compensatory Time. (Applicable to all City employees, including Fire and Police Department
Personnel). At the discretion of the Department Head, compensatory time (“‘comp time”) may be
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earned and used in lieu of overtime pay. In such circumstances, comp time shall be earned at the
rate of 1% hours for each hour of overtime worked, except that for overtime worked on a Sunday
it shall be earned at the rate of two times. The Department Head shall have authority to limit the
maximum accrual of comp time; provided, however, no employee shall be permitted to accrue
more than forty (40) hours of comp time, except that law enforcement and fire protection
personnel shall not be permitted to accrue more than one hundred twenty (120) hours of comp
time. Approved accrued compensatory time used shall count as “hours worked” for purposes of
any overtime calculation.

SECTION 2. Fire Department

a. Work Week. Unless otherwise designated in writing, the work week of the Fire Department for
ranks below Assistant Chief/Fire Marshal and Deputy Chief/CMO (Chief Medical Officer) shall
be 56 hours per week averaged over a 28-day work cycle. Hourly rates of pay shall be calculated
based upon a 56-hour week.

b. Holiday Pay. Fire personnel shall be paid for each City holiday occurring during the course of
their employment. Holiday pay shall be equal to 12.0 hours at the regular hourly rate of pay.
This pay shall be in addition to regular pay.

c. Call-In. The calculation of rate of pay for those employees working the call-in period shall be
determined in accordance with actual hours worked during the work period. Those employees
whose actual hours worked do not exceed the regularly scheduled hours shall be entitled to
straight time pay. For those hours actually worked in excess of the regularly scheduled hours, the
employees shall be entitled to 1'% times their hourly rate of pay.

d. Hours worked in excess of Regular Tour of Duty. All continuous hours worked in excess of the
normal 48-hour tour of duty (or any change to the hours constituting the normal tour of duty)
shall be paid at the rate of 1'% times the regular hourly rate.

€. Sick Leave/Vacation Bonus. Fire personnel scheduled in accordance with the 28-day work cycle
shall accrue and use sick leave in accordance with City policy and practice. Provided, however,
an employee that does not utilize sick leave during the calendar year will be given one additional
24 hour shift of vacation time the following January 1*. This bonus vacation day is earned
annually and must be re-earned each calendar year.

SECTION 3. Police Department

The work period (or “work cycle”) for law enforcement personnel shall be established by the Chief of
Police within the parameters and limits allowed under the federal Fair Labor Standards Act and any
applicable Missouri statutory provisions governing work cycles for law enforcement personnel. Effective
January 1, 2018, the work cycles for commissioned law enforcement personnel includ