











10.

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.

Temporary promotions may be made by an appointing authority from an eligible list, if
one exists, or of a person qualified to perform the duties of the promotional position.
Temporary promotions shall continue for the time needed to make a promotion from an
existing eligible list or for the Commission to conduct an examination and certify an
eligible list but no longer than for one hundred twenty (120) days.

All temporary appointments shall be promptly reported by the appointing authority to
the Municipal Civil Service Commission of the City of Zanesville, Ohio.

Persons who receive temporary or intermittent appointments are in the unclassified civil
service and serve at the pleasure of their appointing authority.

Exceptional Appointments

In the case of a vacancy in the classified service where peculiar and exceptional qualifications of
a scientific, managerial, professional, or educational character are required, and upon satisfactory
evidence that for specified reasons competitive examinations in this special case are impracticable
and the position can best be filled by selection of a designated person of high and recognized
attainments in those qualities, the Commission may suspend the provisions of Civil Service laws
and rules that require competition in this special case, but no suspension shall be general in its
application.

Promotions — Ohio Revised Code §124.44 and §124.45 and Applicable Provisions of Valid

Collective Bargaining Agreements

A.

General: Vacancies in positions in the classified service shall be filled insofar as
practicable by promotions. The Commission shall provide for keeping a record of
efficiency for each employee in the classified service and for making promotions in the
classified service on the basis of merit. In making promotional appointments, the
Commission shall consider promotional examinations, conduct and capacity in office and
seniority in service. In all cases where vacancies are to be filled by promotion, the
Commission shall certify to the appointing authority only the names of the three persons
having the highest rating on the promotional examination.

Police: Vacancies in positions above the rank of patrol officer in the Police Department
shall be filled in accordance with the terms of a valid collective bargaining agreement. If
the agreement is silent on an issue, the procedures set forth in Ohio Revised Code §124.44
and these rules control.

All timely filed applications shall be reviewed by the Civil Service Commission. No
employee shall be eligible to take the promotional exam until he has a minimum of five
(5) years’ experience as a police officer, at least three of which were as a patrol officer in
a non-specialty position, and the five years of service must be completed with the
Zanesville Police Department and without any break in service. The date of the exam shall
be the date to determine whether the employee has completed five years of service.
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The Civil Service Commission shall use a written promotional examination for the position
of Police Sergeant. The written exam shall be from the following references: the Ohio
Revised Code (Traffic and Criminal sections), Codified Ordinances of the City of Zanesville

(Traffic and Criminal sections), Patrol labor contract, and the Zanesville Police Department
Rules and Regulations.

When a vacancy occurs in a promoted rank other than the rank immediately above that
of patrol officer, no person shall be eligible to take the examination unless he has served
twelve months in the next lower rank. Whenever the Commission determines that there
are less than two persons holding positions in the next lower rank than the position to be
filled, who are eligible and willing to compete, the persons holding positions in the then
next lower rank who are eligible to compete (with the minimum service requirements in

the Department) may compete with the persons holding positions in the rank lower than
the position to be filled.

Fire: Vacancies in positions ahove the rank of firefighter in the Fire Department shall be
filled in accordance with the terms of a valid collective bargaining agreement. If no
collective bargaining agreement exists, or if the agreement is silent concerning

promotions, the procedures set forth in these rules and Ohio Revised Code §124.45
control.

To be eligible for any promotional exam above the rank of Firefighter, an employee must
be a fulltime paid employee of the Zanesville Fire Department for a minimum of seven (7)
years as of the day of the promotional exam. The eligibility list derived from any such
promotional exam shall be effective for two (2) years.

An employee who, without good cause, fails to appear for a scheduled exam shall
reimburse the City for the employee’s share of the cost of the exam. If the employee fails
to do so within two weeks, the City may deduct the amount owed from the employee’s

pay.

When a vacancy occurs in a promoted rank, other than the rank immediately above that
of a regular firefighter, no person shall be eligible to take the examination unless he has
served twelve months in the next lower rank. The twelve-month requirement does not
apply if there are less than two people in the next lower rank who have served twelve
months in that rank and who are willing to take the examination. If non-application of the
twelve-month service requirement to persons in the next lower rank does not produce
two eligible persons willing to compete, the same method shall be followed by going to
successively lower rans until two or more eligible persons are willing to compete for the
vacancy. All applicants must meet the seven (7) year service requirement above to be
eligible under this provision.
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RULE VIII: TRANSFERS

1. General

A person holding a position in the classified service who has satisfactorily completed their
applicable probationary period may be transferred, with the consent of the Commission, to a
similar position in another office, department, or institution having the same pay and similar
duties; but no transfer shall be made from an office or position in one class to an office or position
in another class, nor shall a person be transferred to an office or to a position for which original
entrance requires an examination involving essential tests or qualifications different from those
required for original entrance to the position held by such person. No transfer shall be made to a
position carrying a salary different from or higher than that of the position from which the transfer
is requested. A reassignment to a different position within the same classification and within the
same appointing authority is not considered a reassignment under this provision.

2. Transfer Types

Transfers may be permanent or temporary. A permanent transfer is any transfer in excess of thirty
days unless the employee has consented to a longer period not to exceed ninety days. Temporary
transfers of thirty days or less may be made without the consent of the employee, who has no
right to appeal such temporary transfer. Temporary transfers for periods of more than thirty days
and less than ninety days may only be made with the written consent of the employee. No
employee may be temporarily transferred more than once during any six-month period without
the approval of the Commission.

3. Notice

At least fourteen calendar days prior to the effective date of the transfer (except when an
emergency renders it impracticable), employees shall be provided a written notice of transfer and
the reasons therefore, stating the circumstances which make the transfer necessary for the
efficient operation of the appointing authority. No permanent transfer is to take effect until the
Commission approves it. Permanent transfers shall be approved only if it is determined to be
necessary for the efficient operation of the work unit to which the employee would be
transferred.

RULE IX: LAYOFFS

J Layoff Procedure

Employees may be laid off for lack of work, lack of funds, or the abolishment of positions. An
appointing authority may abolish positions as a result of a reorganization for the efficient
operation of the appointing authority, for reasons of economy or for lack of work as set forth in
Section 124.321 of the Ohio Revised Code.

When it becomes necessary for an appointing authority to reduce its workforce, the appointing
authority is to decide which classification(s) the layoff(s) will occur and the number of employees
to be laid off in the classification(s). Employees will be laid off within each primary appointment
category in the following order: (1) first, part-time probationary; (2) then, part-time permanent;
(3) then, fulltime probationary; (4) and finally fulltime permanent employees.
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