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Department of Human Resources

TO: Ethan Gomez, Solid Waste Worker W
FROM: Mary Wiggins, Chief Human Resources Officer
DATE: November 7, 2024

SUBJECT: Discussion and action on appeal of disqualification to take examination
and/or removal of name from eligible list for HVAC Technician for the Environmental
Services Department in accordance with CSC Rule 5, Section 1 (A) and HR application
policy section, C (A)

Your appeal has been placed on the Civil Service Commission Agenda as ltem #7 for
their meeting to be held on Thursday evening, November 14 2024. The meeting will
be at 6:00 P.M., in the Main Conference Room, 2" Floor, City Hall (300 N.
Campbell). Please attend the meeting to answer any questions the Commission may
have regarding this matter. Failure to attend the meeting to address the Commission
may result in your appeal being deemed withdrawn.

Please call Claudia Cancellare, Employee Relations Officer, at (915) 212-1498 or Cecy
Mungaray, Employee Relations Officer at (915) 212-1430 if you have any questions.

If you have any questions, please call Symone Menchaca at (915) 212-1242.
Hem*=T7
D lifaCatin)
han CoMuz—
|

Mary Wiggins PHR, SHRM-CP — Chief Human Resources Officer
Department of Human Resources | 300 N. Campbell | El Paso, TX 79901
O: (915) 212-0045 | Email: WigginsML@elpasotexas.gov

DELIVERING EXCEPTIONAL SERVICES




Civil Service Commission Appeal

Applicant Name: Ethan Gomez

Current Position and Grade: Solid Waste Service Worker GS 045
Position and Grade Applying For: HVAC Technician GS 55

Exam Plan: 18704-0924

Reason for Disqualification:
Applicant lacks one (1} year of
experience in HVAC installation,
maintenance, and repair.

Minimum Qualifications:

High School Diploma or GED and completion of an accredited HVAC training program, and two (2)
years of work experience in HVAC installation, maintenance, and repair. Valid Texas Class "C"
Driver's License or equivalent from another state by the time of appointment. State of Texas Air
Conditioning and Refrigeration Technician Certification by time of appointment.

Applicant Qualifications:

Education:  Associates degree of Occupational Studies in Refrigeration and HVAC Technology. TDLR
License: Registered Air Conditioning & Refrigeration Technician

Experience: None.

Comments:

This position requires a High School Diploma or GED and completion of an accredited HVAC training program,
and two (2) years of work experience in HVAC installation, maintenance, and repair, a valid Texas Class “"C"
Driver's License or equivalent from another state by the time of appointment, and a State of Texas Air
Conditioning and Refrigeration Technician Certification by time of appointment.

Mr. Gomez provided a Supplementary Work experience form indicating that he has "two years of school
experience of HVAC in troubleshooting and refrigeration”. However, he did not provide any work related
experience. Because of this, Mr. Gomez lacks one (1) year of work experience in HVAC installation,
maintenance, and repair. He was credited one (1) year of work experience due to his Associates degree.

Under the Civil Service Rules and Regulations, Rule 5 Application and Promotional Process and Lateral
Transfer Process, Section 1, Filing of Applications, subsection 1a. “The Human Resources Director, subject to
appeal to the Commission, will refuse to examine an applicant, or after examination to certify him as eligible and
will remove his name from the eligible list for any of the following reasons, in each case to be fully documented:
(a) He is found to lack any of the minimum requirements established in the classification for the position and
grade for which he applies.”

RECEIVED

0CT 30 2024
CIViL SERVICE Page 1 of 3

COVMMISSION { Rev, 07/18/2024




Civil Service Commission Appeal

Applicable City Rules and Policies:

Ordinance 8065 — Civil Service Commission Rule 5, Section 1 (a). {Please refer to Attachment A)
Application and Appeals Policy {Please refer to Attachment B)

Prepared By: Elizabeth Pere
Reviewed By: Julia Far@?
HR-HCM Review: “re Owulamanca  Date: 10/30/2024

RECEIVED
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Recruitment Factsheet

Exam Plan Title: HVAC Technician 18704-0924 (Continuous Recruitment)

Recruiting Department: Airport

Total Applications
Rec’d: 90

# of Internal Applicants: 13
# of External Applicants. 77

Total # of Applicants Failed
Minimum Qualifications:

Lacked Education:
Lacked Experience:
Lacked Ed & Exp:
Other:

MW W O

Total # of qualified to taking
Exam: 36

Total # Failed the
Exam: 18

[s2]

# of Internal Applicants:

# of External Applicants: 12

# No-Show to Exam: 0

# of Internal Applicants:
# of External Applicants: 0
Total # of Applicants who
passed the Examination 18
Qualified City Employees: 3

-

Qualified External Applicants: 15

RECEIVED
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Appeal Form
To Whom It May Concern:

|, Ethan Allen Gamez , hereby appeal my disqualification to take the
examination for: var Technician [Examination Title]

Date notified of disqualification: _g/4/04

Disqualified Under CIVIL SERVICE RULE (C.S.C.) and/or HUMAN RESOURCES (HR) POLICY:
Check all boxes that are applicable.

| Lacks Minimum Qualification — Rule 5.1 (a)[d Convicted of a felony, or a misdemeanor — Rule 5.1.(b) [x

' Human Resources Policy: Dismissed from Public Service [_] Dismissed from City Employment (]

OTHER ] (write specific C.S.C. Rule or HR Policy you are appealing)

C.S.C. Rule 5.1.(a) Applicant Does Not Meet Minimum Qualification YES NO
! Do you meet the educational requirements as stated in the job specification for this position? a

Can you provide official proof of Education or other requirements, official transcripts, original or | 0

certified copies of diplomas?

Do you meet the minimum required experience as stated in the job specification for this position? 4 O

Did you list your education and/or experience on your application? O d

Detail your qualifying experience (use additional paper if necessary)

| completed my education at Western Technical College for 2 years and obtained incredibly amounts of knowledge in the HVAC prograr

C.S.C. Rule 5.1.(b) Conviction of Felony or Misdemeanor YES NO
Is your conviction job related to the position sought? ] B
Will the conviction hinder your ability to perform the duties of this position? | 4

Please detail why your conviction will not affect your job performance. Please submit any supporting documentation
regarding this issue.

N/A because | have no convictions of any sort | have a clean record

RECEIVED
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HR Policy: Dismissed from Public Service
HR Policy: Dismissed from City Employment

YES NO

Are the circumstances of your dismissal related to the duties of the position being sought? O Y

Please detail the circumstances involving your dismissal from public service. Please provide any supporting
documentation regarding this issue.

N/A because | have no dismissals of any sort at all

Other (cite specific Rule or HR Policy you are appealing).

Please explain what you are appealing
| am writing an appeal for the HVAC technician because | do have the gualifications that | had forgotien to add to my application.

| am fresh out of college and looking to stay within the City Departments as | am currently working for Environmental Services.

For the part on the application that asks for the relative that works in the city is my father Matthew Andres Carrasco and his position is

Operations Coordinator for Environmental Services as well. | can provide my proof of degree in a separate email along with my HVAC

Technician license.

Name: ghan Gomez Address: City/State/Zip
Telephon_ Person ID #: (Neogov)
Applicant Signature: { ﬂﬁﬂM Date: a/96/24

Please note: In accordance with the Texas Public Information Act, information from your application and/or résumé is

subject to release to the public.

The electrenic transmission of this appeal form via e-mail will constitute a signature:

Check signifies electronic signature [«

RECEIVED
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SUPPLEMENTARY WORK EXPERIENCE

City of & Fase
300 N. Campbeil, 1% Floor, El Paso, TX 79901
915-212-0045
htip://iwww.elpasotexas.gov

NAME:(Last, First, Middle) Person ID# §S #: (last 4 digits)
Curez, Eston, Alen 1 l-

Additionat experience for the position of : Hyat Fethnan

L Cum st hpe 7. qeus & School &%3:‘ of A@Né Jroste Shoohhy ) Pefrtecsdivnre

RK EXPERIENCE

DATES: EMPLOYER: PHONE NUMBER:

From:poy 222 o Cuseey | CHY O £ Poso Evvivoras Seriites G /5212 60w

ADDRESS:(Street, City, State, Zip Code
79%% Som Pamr;o bn 719787 5/ faso TX

POSITION TITLE: SUPERVISOR:
Solid (1esle  Coorker Adnmn De La Cfuz
HOURS PER WEEK: SALARY: MAY WE CONTACT THIS EMPLOYER?
[—/0 howrs \z)_ZQBZoJZ & Yes 0O No
DUTIES:

My Job dwhs hn In Srvimoeinl Servics 95 Colotvg ey,
ON 6 o Losser Frwk @ o Ersue e Sas a5 Elpsso ape
irveh Jre aob G Clean Gl Rouk Hn besr Cosdomn

Servite.

REASON FOR LEAVING:

Tm ooty SR Coorlan

Note: | understand that this information will not be added to my criginal online application and will only be used to
further evaluate the position indicated on this form, 2 ;G Initials or If]/c;-neck for electronic initials

Signature; Oy GUW Dale / 0/ 03/ ZL(

Please note: The electronic transmission of this supplement via e-malil will constitute a signature.

RECEIVED
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Date: 4232024 Western Technical College - Eastside Campus Page 1071

—— 9624 Ptazp Circle
El Paso, TX 79927
www.westomtech edy
s : . 361
tudent: Ethan A Gomez Student _o"ﬁ’ pos G Original Start Date:6/2/2022 Student GPA:
Course Course Crodits  Crodhs  Grage  Quemy c - Crems  Crodhs  Grade Quaity .
_ Peaddgtion Atterpted  Bamed Points Code Description o i E—
R —— ] 2 i - - —_— —_ . — E ————— - == - e .os
Program: Assocists of Occupational Studies in Retrigeration and FVAC Technology ACC202  Commarctat Air Condiigning Lab mo s W L] 30 52
Enroliment #: G022072045 Status: Graduate RM208 Refngerant Managemend I 2o W e > @ 32
Start Date: /212022 Grad Date: 412212024 IM204 ce Machines a7 0 o 8- 738 X0
Term: 228y 2022 Summer Semester §r22022 /2712022 RC203 Commercisl Refrigecation 250 2.50 b 3 we
AM101 Adpied Math | 250 250 Be 9:38 RCo0S Commercial Rafigeration Lab 150 150 B |LL] n=
TF101 Technical Fundamentais 250 250 B 8.75 b o 1200 g O B S W
TF102 Technical Fundamentals Lab 1.50 150 A 6.00 Term GPA: 304 Cum GPA: 3.53 8 0 —y O
6.50 6.50 24.13
Term GPA: 371 Cum GPA: 3.71 Term: 23FA 2023 Fall Semester 202023 Rﬂ& o
HEM206 Etectric Motors and Controls 250 250 8 |M Ex
Term: 22FA 2022 Fall Semester W28/2022 2872023 HEMZ07 Electric Motors and Controls Lab 1.50 150 8+ it
AM102 Applied Math il 250 250 8 7.50 REA210 Renewable Energy Appiications 2.00 200 C a.hm
EL102 Basic Electricity 250 20 B 875 HDI209 Diagnostics and Installation Procedures  2.50 25 C 2
EL103 Basic Eleciricity Lab 1.50 150 A+ 600 HDI210 Diagnostics and Installation Procedures 1.50 1.50 A+ I
BWE 104 Business Writing Essentisis 200 200 As 8.00 HUCOMM _Locwzua Communication 2.00 200 B+ 7.50
FR103 Fundamentals of Refrigeration 250 250 A 10.00 20 1300 3913
Fi Refn . ! o ! i 2
FR104 undamentals of Refrigeration Lab 1.50 15 A 6.00 Torm GPA: 328  CumGRA AT cmm
1250 1250 4625 —_—r—
Term GPA: 370 Cum GPA; 3.70 Term: 248P 2024 Spring Semester. | 17 | 2782024 /3172024
N HIN20§. intemship : 5.00 500 A+ 20.00
Term: 238P 2023 Spring Semester 2/9/2023 &/2023
—— Ar Gty e i i 7.50 Term GPA: 4.00 CumGPA: 381 e 2000
AC107 Alr Condiboning Lab 1.50 150 A 6.00 ) um =t
Genersl Meta ) 200 A 8.00 .
GS105 Mo Shoet Mots) 2.00 . Associate of Occupabopal Studles in+~ GPA; 3.51 60.00  60.00
HS108 Heating Systems 250 2507y 938 [ Retigorstion and HVAC Technology
RMZ207 Refrigsrant Management | 2.00 n.m Q ] 00 w . Cindential ¥ Date Awarded Date Cy
12,00 12.00° 4488 Associats of Occupational Studies Degree 42212024
Term GPA: 374 Cum GPA: 3.72
Torm: 238U 2023 Summer Ssmester 8/5/2023 92812023
ACC201 Commercaal Air Conditioning 250 250 A 10.00

** Indicates Retaken Course Not official unless signed by registrar. : —
R* indicates Retaken Overide . ¥indicates Passiail Cource
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Etfian Gomez * Person ID: 50459536 Received: 9/6724 5.58 PM

EMPLOYMENT APPLICATION

CITY OF EL PASO | Recelved: 9/6/24 5:58 PM
300 N. Campbell For Official Use Only:
El Paso, Texas 79901 QUAL:
http://www.elpasotexas.qoy. oExperience
Gomez, Ethan A oTraining
oOther:

: XA H
HVAC TECHNICIAN
NAME: (Last, First, Middle] C C NUM £
Gomez, Ethan A N/A
ovince, Zip/Postal Code) MAIL ADDRESS:

bopsallen@yahoo.com

RIVER'S LICENSE: RIG
State: TX Number: ® Yes © No

at Is your highest level of education
Associate's Degree

PREFERENCES
Nothing Entered For This Section
EDUCATION

DATES: SCHOOL NAME:

From: 8/2022 To: 4/2024 Ethan A Gomez
| LOCATION:{City, State/Province) 'DID YOU GRADUATE? DEGREE RECEIVED:

El Paso , Texas BYes ONo Professional

MAJOR:

ASSOQCIATES

A ¢ SCHOOL NAME:

From: 8/2015 To: 6/2019 Ethan A Gomez
{LOCATION:{Clty, State/Province] YOU DUATE? [ DEGREE RECEIVED:

Ei Paso , Texas BYes ONo Professicnal
MAJOR:

HIGHSCHOOL DIPLOMA

WORK EXPERTENCE |

Nothing Entered For This Section [

CERTIFICATES AND LICENSES
Nothing Entered For This Section |

Skills
Nothing Entered For This Section J

ADBDITIONAL TNFORMATION !
Nothing Entered For This Section

REFERENCES
Nothing Entered For This Section

RECEIVED
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Ethan Gomez " Person ID: 50459536 Received: 9/8/24 5:58 PM

Job Specific Supplemental Ouestions

1. What best describes your highest level of education?
Associates degree or higher
2, Have you completed an accredited HVAC training program? If yes, please upload proof of completion to your application.

Yes
3. How many years of experience do you have in HVAC installation, maintenance, and repair?

One to two years

4, Do you have a valid USA driver's license? If so, what type of driver's license do you have?
Texas Class C or equivalent from another state.

5. Do you have a valid State of Texas Air Conditioning and Refrigeration Techniclan Certification?
Yes

6. What best describes your level of knowledge of electronic, pneumatic, and manual HVAC controls?

Good knowledge

What best describes your ability to read and interpret refrigeration pressure charts, gauges electric, temperature, and
humidity meters, and recording equipment?

Good knowledge

8 I understand that I am being tested on a conditional basis pending review of minimum qualifications. Note: Only
‘ applications that pass the Supplemental Questions exam will be reviewed.

I understand that I am being tested on a conditional basis pending review of my mimmum qualifications.
9. Required supplemental questions and answers are considered an examination component and will generate a score.
I understand my answers to the supplemental questions will generate a score.

The following terms were accepted by the applicant upon submitting the online application:

By clicking on the 'Accept’ button, I hereby certify that every statement I have made in this application is true and complete to the best of my
knowledge. I understand that any false or incomplete answer may be grounds for not employing me or for dismissing me after I begin work. I
understand that [ will have to produce documentation verifying identity and employment eligibility in the U.S. I understand that I may be
required to verify any and all information given on this application. I understand that this completed application is the property of the City of El
Paso and will not be returned. I understand that the City of El Paso may contact prior employers and other references.

I understand that completion of this Application for Employment does not guarantee that I will be employed by the City of Ef Paso.

I hereby affirm that my answers to these statements and questions are true and correct to the best of my knowledge. I have not knowingly
withheld any fact or circumstance that would, if disclosed, affect my application unfavorably,

[ understand that any misrepresentation, deception, or false statement made in this Employment Application may result in my not being
considered for employment, and if not discovered by the Company until after my becoming employed, is grounds for, and may result in, my
immediate termination.

licati i imit: I understand that application forms are active for the length of the eligible list which is normally six months unless
otherwise stated. All persons must reapply after that period.

jon: I understand that falsification of information listed on my application or presented to the City of El Paso can be grounds for
serious reprimand or termination,

Employment testing: I understand that all required drug tests, pencil-and-paper tests, physical exams, or electronic or other tests will be used
in the employment decision.

ith f ;i [ understand that I must provide official proof of Education (transcripts, diplomas, certificates), driver's license (if
required), within 3 days of being contacted with a job offer.

This application was submitted by Ethan A Gomez on 9/6/24 5:58 PM

RECEIVED
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HVAC Job Family

Job Code |Current Job Title Type of Position |Grade  FLSA Status lEducation Experience |Supervisory
18570 General Service Worker Classified GS043 | Non-Exempt HS/GED 0 0
18540 Trades Helper Classified GS045 | Non-Exempt HS/GED 2 0
18530 Facilities Maintenance Worker Classified GS047 | Non-Exempt HS/GED 1 0
18535 General Service Lead Worker Classified G5049 | Non-Exempt HS/GED 2 0
18740 Maintenance Mechanic Classified G5051 | Non-Exempt HS/GED 2 0
18710 Lead Maintenance Mechanic Classified G5 054 Non-Exempt HS/GED 3 0
18704 HVAC Technician Classified G5 (054 Non-Exempt HS/GED 2 0
18320 Facilities Maintenance Supervisor Classified GS058 | Non-Exempt HS/GED 5 2
18310 Facilities Maintenance Superintendent Classified PM 130 Exempt Associates/HSD 3or5 2

RECEIVED
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10/25/24, 5:47 PM City of Ef Paso - Class Specification Bulletin

City of El Paso
HVAC Technician
CLASS CODE 18704 G5 055 SALARY $20.68 - $34.36 Hourly
$1.654.62 - $2,748.85 Biweekly
$3,585.00 - $5,955.83 Monthly
$43,020.00 - $71.470.00 Annually
ESTABLISHED DATE  May 28, 2024 REVISION DATE September 08, 2024

Minimum Qualifications

Education and Experience: High School Diplema or GED and completion of an accredited HVAC training program
and two (2} years of work experience in HVAC installation, maintenance, and repair,

Licenses and Cerlificates; Valid Texas Class "C" Driver's License or equivalent from another siate by the time of
appointment. State of Texas Air Conditicning and Refrigeration Technician Certiflcation by time of appointment.

General Purpose
Under general supervision, performs complex, computerized routine, and non-reutine HYAC equipment installation,
repair and maintenance

Typical Duties

Install and maintain computerized HVAC equipment. Involves  Repair and troubleshoot computerized heating ar
cooling system malfunctions 1o isolate problems or to verify that repairs corrected malfunctions. Repair or replace
defective equipment, components, ar wiring. Install or repair self-contained ground source heat pumps or hybrid
ground or air source heat pumps to minimize carbon-based energy consumption and reduce carbon emissions.
Install, connect, or adjust thermostats, humidistats, or timers. Install auxiliary components to HVAC equipment, such
as expanston or discharge valves, airr ducts, pipes, blowers, dampers, flues, or stokers. Braze or solder parts to
repair defective joints and leaks. Adjust system controls to settings recommended by the manufacturer 1o balance
the system Inspect and test systems to verify system compliance with specifications or to detect and locate
malfunctions. Installs and repairs small electric motors used in forced air syslems. Fabricates and installs sheet
metal ductwork for HVAC systems in City buildings. Installs new equipment according to the provided instructions.
Test electrical circuits or components for continuity, using electrical test equipment. Study blueprints, design
specifications, or manufacturers’ recommendations to ascertain the configuration of heating or cooling equipment
components and ensure the proper installation. Lay out and connect electrical wiring between controls and
equipment, according to wiring diagrams, Perform mechanical overhauls and refrigerant reclaiming. Install
expansion and control valves, using acetylene torches and wrenches. Mount compressors, condensers, and other
components. Install dehumidifiers or related equipment for spaces thal require cool, dry air to operate efficiently,
such as computer rooms,

Performs routine preventive maintenance on HVAC and refrigeration equipment invelves: Checks drain lines,
clears pipes, and makes necessary repairs. Adjust and calibrate temperature control devices. Check and change atr
filters regularly. Perform scheduled inspections on large HVAC equipment, including chillers and
boilers. Recommend, develop, or perform preventive or general maintenance procedures, such as power-washing,
or vacuuming equipment, and oiling parts. Evaluate and assess facility issues, problems, and improvements,
prepare estimates on small and large projects. Maintain equipment logs for assigned systems. records of work
orders, and material requests,

Supervise assigned personnel. Involves: Crganize and coordinate workflow. Instruct, review, guide and check work,
Appraise employee performance. Provide training and development. Enfarce personnel rules, regulations, and
work and safety standards, Counsel, motivate, and maintain harmony. Interview applicants, and recommend hires,
terminations, transfers, disciplinary action, leave, or other employee status changes.

Knowledge, Skills, and Abilities
* Application of considerable knowledge of the procedures. met

installation, repair, and maintenance.
« Application of considerable knowledge of computer-controlled HVAC fys

* Application of good knowledge of principles and practices of HVAC e

ipment dmfI 2024
s Application of considerable knowledge of electronic, pneumatic, and fanual HVAD nlajlp
Ability to troubleshoot and repair electronic and pneumatic HVAC confol syﬂﬁ-ﬁf
IL SERVICE
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10/25/24, 5:47 PM City of El Paso - Class Specification Bulletin

-

Ability to read and interpret refrigeration pressure charts, gauges electric, temperature, and humidity meters,
and recording equipment.

Ability to read and interpret wiring diagrams and schematics.

Ability to perform preventive maintenance on large HVAC equipment including cooling towers and boilers.
Ability to communicate clearly and effectively.

Other Job Characteristics
* Frequent exposure to temperature exiremes, dust, dirt, grease, and loud noises.
+ Freqguent driving through city traffic.
* Subject to call back, and working flexible hours including weekends, holidays, and overtime

Classification Status

(HR 05/28/2024), (HR Q9/08/2024}

As provided under Classification and Compensation Ordinance 8064, Section 2.2., General purpose and typical
duties summarized are only iflustrative of work customarily assigned and performed. Typical requiremenis shavim
may be more specifically defined by additional job analysis.

RECEIVED
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RULES5
lication and Pr ional P Transfer

Secti . Fili ications.

Except as otherwise provided for herein, applicants for all positions, must file an application with the
Human Resource Department not later than the date specified in the job posting and in the manner
prescribed in the job posting.

The Human Resources Director, subject to appeal to the Commission, will refuse 1o examine an
applicant, or after examination to certify him as eligible and will remove his name from the eligible list
for any of the following reasons, in each casc to be fully documented:

(a) He is found to lack any of the minimum requirements established in the classification for the
position and grade for which he applies; or

{b) He has been convicted of a felony, or a misdemeanor within seven (7) years from date of
conviction, end of parole, or release from prison, which is determined to be job related to the
position sought; or (Amended 8/25/09,11/2/10)

(c)He is found by the Commission to have committed any act, either while in the service ol the
City or otherwise, or to have any deficiency or disqualification which, in the judgment of the
Commission, would be sufficicnt to constitute a just cause for discharge from the Civil Service as
defined in Article VI, Section 6.13-3 of the Charler.

Section 2. j ification from Examinati

a. Applicants who are disqualified from taking an examination may appeal to the Civil Service
Commission provided they appeal within three (3) working days from the date of the notice. The three
(3) working day period begins the date the notice was emailed. Individuals who appeal must file a
written rebuttal in a format prescribed by the Human Resources Director. If the applicant fails 1o
update their contact information or respond within the timelines set, no further action will be taken.
(Amended 8/21/07, 8/25/09, 9/17/13)

b. Untimely appeals will not be accepled.

c. If the examination is held before the appeal is heard and determined by the Commission, the Human
Resources Director may allow the applicant to take the cxamination conditionally pending the
Commission's determination. If a conditional applicant fails to achieve a passing grade on an
examination, the appeal shali be administratively dismissed and the appeal will not be forwarded to the
Commission and no further action will be taken. (Amended 8/25/09)

Scetion 3. Frequency and Examination.

Examinations will be given whenever needed to fill a vacancy for which an adequate list does not
exist. (Amended 12/11/84, 1/24/89, 8/21/07)
Section 4. Eligibility.

A person is eligible to take promotional examinations after actual service in a regular position for six
months and when he fully meels the qualifications for the class as specified in the job description. The
six months of actual service will be deemed to have been met if the employee successfully completes
the six months of service by the date the first component of the examination is administered, and the
employee is recommended for regular status, (Amended 10/21/97, 8.21/07, 8/25/09, 9/17/13)

REVISED 120/15; V115116, W/17.9/19/17; 11128117 R E G E , V E D
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Section 5. Seniority and Efficiency Points

Seniority points will be awarded to the score of City Employees provided that the minimum passing
grade is achieved on the examination or evaluation. City Employees may receive a maximum of five
additional points that can be added to their score far seniority points. {Amended 3/6/12, 3/7/17)

ecli i j

Ratings for Veterans

A veteran, who has obtained a passing score, shail have his rating on an original entrance examination
advanced five points. A veteran is defined as any person who has served on active duty in the Armed
Forces of the United States, or any division thereof, including the Coast Guard, for o period of 180

days and presents a DD 214 indicating an honorable discharge from said service. (Amended 8/21/07,
8/25/09)

a, Ta qualify for an additional five-point increment based on disability, such disability must be at least
30 percent, certified by the most recent letter from the Veteran's Administration. (Amended 8/21/07)

b. Nothing in this provision will be construed to authorize or direct the placing of the name of any
person on any eligible list who does not meet the physical standards set by the Human Resources
Director for the position for which the eligible list has been created.

Section 7. Penalty for Deceit jn Examination.

Where deceit in an examination is alleged, and the examince denies the fact of deceit, or if the
examiner in charge of the examination believes extenuating circumstances lo exist, the examinee will
be permitted to finish the examination, and a full report shall be submitied immediately to the Human
Resources Director, who will conduct an appropriate investigation. Should the Director find that the

applicant engaged in deceitful conduct in connection with the examination, the applicant will be
disqualified. (Amended 8/21/07, 9/17/13)

Section 8. Duration of Eligible Lists.

The Human Resources Director will compile lists of eligible promotional candidates for job
classifications and maintain them as necessary and appropriate. Eligible lists other than reinstatement
and transfer lists will normally expire 6 months from the date they are certified unless extended by the
Human Resources Director.. (Amended 1/24/89, 8/21/07, 9/17/13)

Section 9. Remova ional List of Persons Permanent from Service,

The names of persons permanently scparated from the service on account of resignation, discharge or
other cause, will be removed from zll promoticnal applicant lists by the Human Resources Director.

Section 10. Removal from Lower List if Appointed from Higher List.

Regular employees whose names are on promotional eligible lists of different grades or lists with
different salary schedules will be removed from the fower grade promotional cligible lists or
promotional lisis with a lower salary schedule upon promotion to a higher grade position or one with a
higher salary schedule, (Passed 3/28'9] and Amended 8/21/07)

Section 1 1. Required Lice r Certificates

All employees who are required to have a license or certificate as a condition of employment shall
maintain such licenses or certificates in a current status as long as their job specification requires it.
Failure to maintain or obtain such license or certificate as required by the ’s job specification

shall canstitute just cause for disciplinary action as described in Rule 8. ( SW)E , v E D !
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cction | fer to Same Class and Grade.

Whenever an employee in any department of the City wishes to transfer to a position in another
department, the employee must be recommended by the transferving department and must have not
been disciplined or placed on a performance improvement plan in the last 12 months. Employee shall
retain his grade and pay rate, provided: (Amended 7/31/07, 8/25/09, 9/17/13)

a. The position is in the same class and grade as the one from which transfer is made; or

b. The employee has been performing services substantially similar in nature and having similar
requirements as to education and experience to those of the new pasition, as determined by the Human
Resources Director. Seniority credit where applicable will be given to the employee for the number of
years he has been performing similar work in the former department. (Amended 2/1/94 and 7/31/07)

Section 13. Tran ing Probationary Period.

a, In order to have a request for a transfer approved, a person must have completed a probationary
period in the class to which transfer is being requested, excepl as provided in paragraph b.

b. In cases where a position is abolished, a transfer request may be made by either the employee or the
City. In such cases, a transfer may be approved while the employee is still serving in o probationary
period for the class to which transfer is requested, provided that the balance of the employee’s
probationary period not yet served be retained by the employee in the new depariment, and that the
tules regarding transfer and the order of certification and all provisions regarding transfers are met.
(Passed 1/2/85) {Amended 9/13/05)
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ADMINISTRATIVE POLICIES AND PROCEDURES

Policy: Applications and Appeals Policy

Creation Date: October 18, 2011

Revision Date: August 5, 2013; May 30, 2015

Prepared By: HR Department '
Approved By: City Manager

Legal Revlew: Elizabath Ruhmann

DESCRIPTION: APPLICATIONS AND APPEALS POLICY
. POLICY

It is the City’s policy to allow sll interested job seekers to apply for avallable positions and to
provide a method for appealing a disqualification determination, pursuant to the procedures
set forth in this policy.

il. PROCEDURES

A. Acceptance of Applications

1. The Human Resources Director or Deslgnee will establish a filing period to accept
applications for a particular position

a. All job seekers must complete an application for a particular position through
the City’s online application system. “\

b. A filing pariod with a specific closing date may be established for a job posting.

c. When the need exists for a limited number of applicants, the filing period will
only remaln open until an adequate number of applications have been received.

d. When necessary to fill positions for which there Is'a constant need for qualified
applicants, or for hard to fill positions, the Human Resources Director may
establish an open filing period and accept applications for employment on a
continuous basis until al! anticipated vacancles are filled, or the need for

accepting and processing of applications no longer exists, .
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B. Review of Applications

1. Human Resources Director: As required, the Human Resources Director or designee
will review applications and identify candidates based solely on qualifications.

The Human Resources Director will permit education to substitute for experience as
stated in the Equivalency Guidelines. Experience will be counted from the first day
of entry into a qualifying job, to the day of the first component of the examination
for which they have applied.

2. Hiring Official: When requested and as appropriate, applications may be referred to
the hiring official to pre-screen.

C. Disaualification:

1. The Human Resources Director will refuse to examine an applicant, or after
examination refuse to certify the applicant as eligible and wili remove the name
from the eligible list, for any of the following reasons, in each case to be fully
documented:

a) Lacks Minimum Qualifications: The applicant lacks the minimum qualifications
established in the classification for the position:

s Applicants lacking three (3) months or less of the required job related work
experience at the time of list promulgation may be placed an the aligible list.
However, applicants lacking the required experience will not be certified for
the appointment untll after It Is determined by the Human Resources
Director that they have met the minlmum experience required. Applicants
may be asked to provide additional details concerning current or past work
experience.

b) Crimina! History: The applicant has a criminal history within the seven (7) years
preceding the date the application was submitted, which is determined to be job
related to the position sought. For purposes of this subsection, criminal history
includes convictlon of a felony or misdemeanor. Additionally, the dates of
release from prison, probation and/or parole for the relevant convictions will be
evaluated and factored into the determination. All applicants for Public Safety
positions may be subject to more stringent criminal history standards deemed to
be Job related by the respective department or as required by regulatory
agencies, or;
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¢) Dlsmissed from Public Service: The applicant has been dismissed from public
service {to include City employment) for delinquency or misconduct, which is
determined to be Job-related to the position sought.

0. False Statement on Application

1. Any false statement knowingly made by an applicant in an application for
admisslon to an examination or any other fraudulent conduct related to the
application process will cause the Human Resources Director to:

a) Exclude the applicant from such examination;

b) Remove the applicant's name from any eligible list;

c) Remove the applicant permanently from the position If the applicant has
secured appolntment from such examination; and/or

d) Exclude the applicant from conslderation for any City position for a period of two
(2) years from the date the falsifled application was submitted or discovered,
whichever is (ater.

E. Appeals from Disquallfication;

1. Appeals for disquallfication from taking an examination, or from not being certified
after examination, or from being removed from an efiglble list, may be submitted as
follows:

a} Regular Employee: A regular employee may file a written appeal to the Civil
Service Cammission. The appeal must be fiied within three (3) working days on a
form prescribed by the Human Resources Director. The three (3) working days
period begins the date the notice was emailed to the applicant. Late appeals will
not be accepted.

b) Original Applicant: With the exception of C.1.(b) above, Criminal History, which
applicants may file a written appeal to the Clvil Service Commission In the form
and manner described, original applicants who are not regular employees may
file a written appeal to the Human Resources Director. The appeal must be filed
within three (3) working days on a form prescribed by the Human Resources
Director. The three (3) working days period begins the date the notice was
emalled. Late appeals will not be accepted.

c) Appeal Form: Applicants may obtain an appeal form by visiting the Human
Resources Department webslte or office,

D
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d) Timeline: Untimely appeals will not be accepted. If the employee or applicant
fails to update thelr contact Information or respond within the timelines set, no
further action will be taken.

e) Administrative Dismissal: [f the examination s held before the appeal Is
reviewed, the Human Resources Director may allow the applicant to take the
examination pending the disposition of the appeal. If the applicant fails to
achleve a passing grade on the examination, the appeal shall be administratively

dismissed.

F. Application Retentlon and Reuse: Applications and/or supporting documentation filed
with the City will become the property of the City. Applications for one examination will
not be used for any other or later examinations.

G. Contact Information: An applicant may update contact information by logging onto
their Personal Account Profile. All applicants have the responsibility to update their

Personal Account Profile thraugh the City’s online application system with any changes
in their contact Information.

H. Non-Disclosure of Examinations: Examination guestions, and answers to test questions
that do or may reveal examination questians, are exempt from public disclosure under

the Texas Public Information Act {the “Act”). Accordingly, requests for a copy of the
examinations and/or such examination answers will be denled pursuant to the relevant

provisions of the Act.
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