Presented by: The Manager
Introduced: 01/23/2017
Drafted by:  A. G. Mead

RESOLUTION OF THE CITY AND BOROUGH OF JUNEAU, ALASKA
Serial No. 2785

A Resolution Approving the Bartlett Regional Hospital Personnel .
Rules. ' S

WHEREAS, the Bartlett Regional Hospital Personnel Rules govern the rights and
responsibilities of Bartlett Regional Hospital employees, supervisors, and managers; and

WHEREAS, the Bartlett Regional Hospital Personnel Rules must be accurate,
internally consistent, and in compliance with state and federal law; and

WHEREAS, the Bartlett Regional Hospital Personnel Rules should reflect modern
human resource management practices; and

WHEREAS, the Bartlett Regional Hospital Human Resources Division has reviewed
the Bartlett Regional Hospital Personnel Rules to provide clarification, and to include new
policies and procedures; and

WHEREAS, the Bartlett Regional Hospital Board of Directors approved the Bartlett
Regional Hospital Personnel Rules at its meeting on September 29, 2016; and

WHEREAS, the Human Resources Committee at its meeting on December 19, 2016,
recommended that the Bartlett Regional Hospital Personnel Rules be forwarded to the
Assembly for approval.

NoOw, THEREFORE, BE IT RESOLVED BY THE ASSEMBLY OF THE CITY AND BOROUGH OF
JUNEAU, ALASKA:

Section 1. Amendment of Rules. That the Bartlett Regional Hospital
Personnel Rules are amended as shown in the attached as Exhibit “A”.



Section 2. Effective Date. This resolution shall be effective immediately after
its adoption. ’

Adopted this 234 day of January, 2017.

% Kendell D. zoelsch, Mayor

Attest:

v (] e

Ufaurie dJ. Sica, M{micipal Clerk

-2- Res. 2785
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RULE 1
POSITION CLASSIFICATION

Section

005. Classification Plan

010. Classification Specifications

015. Use of Classification Titles

020. Allocation of Positions

025. Effective Date of Allocation Actions

1 PR 005. Classification Plan.

The Human Resources Director shall prepare and maintain a position classification plan which
provides for a grouping of all positions in the classified service and the partially exempt service on
the basis of typical duties, responsibilities and qualifications.

1 PR 010. Classification Specifications.

(a) The Human Resources Director shall provide and maintain written specifications for each
classification. Each specification for the classified service must include a title, a description of the
duties, responsibilities, physical, mental and environmental requirements and minimum
qualifications. Each specification for the partially exempt service must include a title, a description
of the duties, responsibilities, physical, mental and environmental requirements and desired
qualifications. The duties and responsibilities included in classification specifications are
guidelines and are not inclusive of all duties and responsibilities in positions allocated to a
particular class.

(b) The statement of minimum qualifications is the minimum education, experience, licensure,
certification and other qualifications required of a new appointee to a position in the classification.
When minimum qualifications change as a result of federal, state, occupational or professional
requirements, current employees in the job classification may be required to meet the new
minimum qualifications and shall be given a reasonable time to do so.

1 PR 015. Use of Classification Titles.

The title of a classification is the official title for every position allocated to that classification. For
the purpose of internal management or recruitment, abbreviations or working titles may be used.

1 PR 020. Allocation of Positions.
(a) The Human Resource Director shall allocate all existing and new positions in the classified
service and the partially exempt service to classifications according to established classification

specifications.

(b) The department director requesting allocation action shall provide the Human Resource
Director with a written description of the duties, responsibilities and authority assigned to the
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position. The department director shall also submit other information as may be required by the
Human Resource Director and such classification recommendations that are appropriate.

(c) The department director shall provide the Human Resource Director with a revised position
description if any change is made which may affect the allocation of a position or the standards for
evaluating the performance of the employee occupying the position.

(d) The department director shall provide the incumbent of a position with a copy of the current
position description for review and signature no later than the effective date of the position
description. A copy of the signed position description shall be placed in the employee’s personnel
file.

(e) An employee who considers his or her position improperly allocated may submit a request for
allocation to a different classification in writing to his or her immediate supervisor. The immediate
supervisor and the department director shall review, and revise if necessary, the employee’s
position description to assure that the duties and responsibilities of the position are accurately
recorded. The department director shall submit the position description to the Human Resource
Director for review. The Human Resource Director shall review the position description for
proper allocation. Final allocations are subject to budget constraints as determined by the Chief
Executive Officer. This process shall be the sole and exclusive remedy for disputes regarding the
allocation of a position or a group of positions.

1 PR 025. Effective Date of Allocation Action.

The effective date of any allocation action shall be the first day of the pay period following the
date of the action, unless another date is specified.

RULE 2
RECRUITMENT

Section

005. General

010. Announcements

015. Announcement Distribution
020. Applications

2 PR 005. General.

This Rule applies only to the classified service. The Human Resource Director may use whatever
methods are appropriate to recruit qualified applicants. Recruitment may be restricted to current
employees, including City and Borough of Juneau employees.
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2 PR 010. Announcements.

() Recruitment for full time, full time seasonal and part time vacancies must be publicly
announced prior to appointment. Casual, casual seasonal, temporary, PRN , preferential
appointments made in accordance with 4 PR 010 — 025 and nonpreferential appointments made in
accordance with 4 PR 030 — 035 are not subject to public announcement.

(1) Announcements must be in writing and must include: the title of the position, the department,
position status, the pay range, minimum qualifications, typical duties, and the dates applications
will be accepted. The Human Resource Director may add any additional information believed
advisable.

(2) All announcements must be posted for not less than five days, excluding Saturdays, Sundays
and those holidays listed in these Rules.

(3) The Human Resource Director may authorize the use of an applicant pool to fill more than one
vacancy provided that the additional appointment from the applicant pool occurs within 60 days of
the original announcement closing. The additional position to be filled must be in the same job
classification and the duties performed shall be reasonably similar to the original vacancy
announced.

2 PR 015. Announcement Distribution.

(a) The Human Resources Director shall post all Job Announcements on the organization’s job
board. Those Job Announcements not restricted to current employees shall be distributed to local
minority and women’s organizations. The Human Resources Director may place an advertisement
in the local newspaper or through other advertising mediums when deemed appropriate by the
Human Resources Director and the department director.

2 PR 020. Applications.

All applications must be made in a format prescribed by the Human Resources Director.

RULE 3
EXAMINATION

Section

005. General

010. Examination Methods

015. Medical Examination

020. Disqualification of Applicants
025. Criminal Convictions

030. Notice of Examination Results
035. Confidential Information

040. Retention of Records
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3 PR 005. General.

(a) Except for the provisions on medical examinations, medical records, criminal convictions and
retention of records, this Rule applies only to the classified service.

(b) The department director shall provide the Human Resources Director with a copy of the
methods and materials for the examination of applicants prior to posting the job announcement. All
examinations must relate to the applicant’s job-related knowledge, skills, ability and willingness to
discharge the duties and responsibilities of the position. The department director may change the
methods and materials for examination subsequent to reviewing the submitted applications, with
approval of the Human Resources Director. The Human Resources Director shall keep a copy of
the methods and materials.

3 PR 010. Examination Methods.

The appropriate form of each examination shall be determined by the department director, in
consultation with Human Resources Director, and may include oral or written examinations or
tests, ratings of training and experience, assessment centers, employment references, background
investigations, reports of supervisors, performance evaluations, work samples and personal
references. The department director is responsible for setting any minimum qualifying scores for
examinations.

3 PR 015. Medical Examination.

@) All prospective employees are required to submit to a drug test for illegal substances
following the acceptance of a conditional job offer. The job announcement and other recruitment
material will provide notice of this requirement. No appointment is effective until a verified
negative drug test result from the Medical Review Officer has been received.

(b) At the time of employment, all employees will schedule an employee health
appointment and submit the following requirements:
(1) MMR vaccination records or positive titers
(2) Varicella: reliable history of the disease, varicella vaccination records or
positive titer
(3) Td or Tdap (Tetanus) completed in the last 10 years
(4) TB skin test, Quantiferon Blood test or questionnaire for positive responders
at time of hire and annually thereafter.
(5) Clinical Staff must receive the Hepatitis B vaccine series or provide vaccine
records or a positive titer for immunity.

These requirements must be completed within 7 days of start of employment and before
patient contact. Other vaccinations and screening may be required in the future.

3 PR 020. Disqualification of Applicants.
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(a) The Human Resources Director shall disqualify an applicant who has failed to submit an
application within the prescribed time limit.

(b) A department director, with the concurrence of the Human Resources Director, shall disqualify
an applicant who fails to meet the minimum qualifications established for the job classification.

(c) A department director, with the concurrence of the Human Resources Director, shall disqualify
an applicant who:

(1) Has made a false statement of fact material to the position applied for;

(2) Has used or attempted to use political influence or bribery to secure an advantage in the
examination or appointment, or;

(3) Has directly or indirectly obtained information regarding examinations which an applicant is
not entitled to obtain.

(d) A department director, with the concurrence of the Human Resources Director, may disqualify
an applicant who has been dismissed from employment for misconduct, unsatisfactory
performance of duties or other similar cause.

(1) In making the determination of whether an applicant should be disqualified, the relationship of
the dismissal to the duties and responsibilities of the position and the amount of time which has
passed since the dismissal shall be considered. The circumstances under which the dismissal
occurred may also be considered.

3 PR 025. Criminal Convictions.

@) An applicant must report all misdemeanor and felony convictions, at the time of
application, regardless of the date it occurred.

(b) An offer of employment is contingent upon the applicant passing a criminal history check
as required by 7 AAC 10.910 and the Human Resources Director’s review under subsection (c) of
reported convictions that do not represent a barrier crime as defined in 7 AAC 10.905.

(©) The Human Resources Director shall review the applications of applicants convicted of
crimes that don’t represent a barrier crime as defined under 7 AAC 10.905, and may disqualify the
applicant if the offense for which the applicant was convicted directly relates to the ability to
discharge the duties and responsibilities of the position. In making the determination of whether an
applicant should be disqualified under subsection (c), the Human Resources Director shall
consider: the nature and gravity of the offense or conduct; the time that has passed since the
offense, conduct and/or completion of the sentence; and the nature of the job held or sought.

(d) When notification of the presence of a barrier crime identified in 7 AAC 10.905 is received
as a result of the criminal history check required by 7 AAC 10.910, if circumstances warrant, the
Human Resources Director may request a variance from the State of Alaska under 7 AAC 10.930.
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3 PR 030. Notice of Examination Results.

Within ten (10) days of the determination the department director shall provide written notice to all
disqualified applicants.

3 PR 035. Confidential Information.

(a) Reports regarding reputation, previous employment, background investigations and similar
information obtained as a result of confidential inquiries are confidential and are not available to
the applicant.

(b) Medical records are confidential and may not be included within an employee’s personnel file.
Medical records are available to the employee unless the medical officer who authored the record
has prohibited the employee’s access to the record.

(c) Examination items which may be used in future examinations may not be made available to
any applicant or potential applicant.

3 PR 040. Retention of Records.

(a) Except as provided in subsections (b) and (c), examination records must be retained by the
department director or the Human Resources Director for two (2) years from the date the position
is filled.

(b) Certain examinations are leased from independent contractors who are responsible for proper
retention of the examinations.

(c) Proper retention of employee health records is the responsibility of the Employee Health Unit.

RULE 4
SELECTION

Section

005. General

010. Preferential Appointment Rights

015. Preferential Rights Due to a Request from a Pregnant Employee or an Employee
with a Temporary Disability.

020. Preferential Rights Due to Layoff.

025. Preferential Rights Due to ADA Reassignment

030. Nonpreferential Appointment Rights without Public Announcement
035. Nonpreferential Appointment Rights of Injured Employees.

040. Local Hire Preference

045. Veteran’s Preference
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050. Notice to Applicants
055. Applicant Appeal Process

4 PR 005. General.

() This Rule applies only to the classified service.

(b) The department director shall first offer a vacant position to a qualified employee who holds
preferential appointment rights in accordance with 4 PR 006. If there are no employees with
preferential appointment rights, the department director may fill a position through the use of
nonpreferential, noncompetitive appointment rights in accordance with 4 PR 010 or through a
competitive selection process.

4 PR 010. Preferential Appointment Rights.

(@) If there is an employee with a preferential employment right, the department director may fill a
vacancy without public announcement. The order of preferential appointment shall be:

(1) Due to a request to transfer by a pregnant employee under AS 39.20.520 or an employee with a
temporary disability;

(2) Due to return from layoff in accordance with 14 PR 015;
(3) Due to reassignment of duties under the Americans with Disabilities Act.

4 PR 015. Preferential Rights due to a Request from a Pregnant Employee or an Employee
with a Temporary Disability.

The department director shall offer the position to a qualified employee of the department if:
(1) The employee is pregnant or has a temporary disability;

(2) The employee requests appointment to the position;

(3) The transfer is recommended by a licensed health care provider;

(3) The employee is qualified for transfer or demotion into the position; and

(4) The duties of the vacant position are less strenuous or less hazardous than those of the
employee’s current position.

(5) An employee voluntarily transferred or demoted because of pregnancy or temporary disability
shall return to the position previously held at such time as the employee’s condition permits,
provided that service in the alternate position does not exceed 18 weeks.

4 PR 020. Preferential Rights Due to Layoff.
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If there are employees on layoff status, the department director shall offer a vacant position to the
employee first on the recall list with the highest number of points calculated in accordance with 14
PR 025 (reduction in work force).

4 PR 025. Preferential Rights due to ADA Reassignment.

If an employee is eligible for reassignment under the Americans with Disabilities Act, the Human
Resources Director shall offer a vacant position that would otherwise be publicly announced for
appointment in accordance with 2 PR 010, to that employee provided the employee is qualified for
the position and can perform the essential duties of the position with or without reasonable
accommodation.

4 PR 030. Nonpreferential Appointment Rights without Public Announcement.

(a) The department director may select an employee for appointment without public announcement
under the following circumstances;

(1) The employee is eligible for a transfer under 5 PR 040;

(2) The employee is eligible for a demotion under 5 PR 050;

(3) The employee is eligible for reemployment under 5 PR 060; or

(4) The employee is eligible for reemployment under the injured employee provisions of 4 PR 035.
4 PR 035. Nonpreferential Appointment Rights of Injured Employees.

(@) The department director may offer a position to an individual who was injured on duty and has
separated from service for the purposes of treatment and recovery from the injury. The department
director may offer a position to a current employee who was injured on duty and whose doctor has
certified that maximum medical recovery has been reached and the employee cannot perform the
essential duties of his or her current position with or without a reasonable accommodation. Such
appointment shall be subject to the following rules:

(1) A request for nonpreferential placement must be made in writing to the Human Resource
Director within 90 days after the date the injured employee is released to full or modified duty by
the injured employee’s treating physician; the request for placement must be accompanied by a
copy of the treating physician’s release. The request must also include:

(A) A completed employment application,

(B) A physical capacities evaluation form completed and signed by the employee’s treating
physician,

(C) The job classifications for which the injured employee requests placement, and
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(D) Any other material that the Human Resource Director may require to evaluate the request for
nonpreferential placement.

(2) If a vacancy occurs in a job classification for which the injured employee has requested
placement and for which he/she meets the minimum qualifications, the Human Resource Director
shall forward the completed packet of materials to the State of Alaska, Department of Labor and
Workforce Development, Division of VVocational Rehabilitation. If the injured employee is
certified, they will be eligible for nonpreferential placement. The decision to appoint through
nonpreferential placement is at the sole discretion of BRH.

(b) Nonpreferential appointment rights under this provision expire three years from the date of the
employee’s injury.

4 PR 040. Local Hire Preference.
(a) When an applicant pool consists of both City and Borough of Juneau residents and non
residents, the department director will give a preference in ranking to applicants eligible to claim

residency in the City and Borough of Juneau by;

(1) Utilizing a point scoring system to provide for relative ranking of applicants in the screening
process, and

(2) Increasing the score of an applicant eligible to claim residency by 10% of the available score.

(b) If an applicant is eligible for more than one preference, no more that 10% may be added to the
applicant’s score.

4 PR 045. Veteran’s Preference.

(a) When an applicant is a veteran who has been honorably discharged from military service, the
department director will give a preference in ranking to the applicant by:

(1) Utilizing a point scoring system to provide for relative ranking of applicants in the screening
process, and

(2) Increasing the score of an applicant eligible to claim a veteran’s preference by 10% of the
available score.

(b) If an applicant is eligible for more than one preference, no more than 10% may be added to the
applicant’s score.

4 PR 050. Notice to Applicants.
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The department director shall send notification to all applicants not selected within ten days of
making an appointment. Notification to applicants determined to not meet the minimum
qualifications shall be promptly sent following the determination.

4 PR 055. Applicant Appeal Process

(a) An applicant may file an appeal to a decision made by the department director or Human
Resource staff during the application, examination, or selection process for BRH employment.

(1) Appeals must be submitted in writing to the Human Resources Director within ten (10) days of
the action giving rise to the complaint.

(2) Inquiries made by telephone or personal appearance will be treated as informal inquiries. An
informal inquiry may be submitted in writing, or reduced to writing for submission at the request
of the Department Director or Human Resource staff.

(3) The Human Resources Director shall investigate the complaint, take appropriate
action to resolve the complaint, and issue a final written decision within twenty-one (21)
days of receipt of the appeal. The decision of the Human Resources Director is final.

RULE 5
APPOINTMENTS

Section

005. General

010. Emergency Appointments

015. Temporary Appointments

020. Internships, Student or Clinical Practicums and Job Shadow Placements
025. Interim Appointments

030. Permanent/Probationary Appointments
035. Acting in a Higher Range Appointments
040. Appointment by Transfer

045. Partially Exempt Appointments

050. Appointment by Demotion

055. Appointment by Promotion

060. Re-employment

5 PR 005. General.

No appointment or offer of appointment or pay rate, other than an emergency appointment, may be
made until the position has been allocated to a classification, the pay range assigned, the Human
Resources Director has authorized the appointment and the procedures for filling the vacancy have
been followed.

5 PR 010. Emergency Appointments.
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(a) An emergency appointment is an appointment made by a department director when a state of
emergency has been declared by the Chief Executive Officer or the designated Incident Command
Officer. Emergency appointments may be made only under conditions that could not reasonably be
anticipated. An emergency appointment may not exceed the duration of the emergency.

(b) In the event of an emergency or civil disaster declared by the President, the Governor or the
Mayor, employees may be re-assigned to duties as necessary for the duration of the emergency.

(c) Individuals appointed for the sole purpose of responding to an emergency do not qualify for
health or life insurance, retirement, leave, or holiday pay.

5 PR 015. Temporary Appointments.

Temporary appointments are used to substitute for employees on leave, to meet temporary
increases in work, unanticipated staff shortages, or to obtain short term services until a permanent
appointment can be made. Temporary appointments may not exceed 120 calendar days, unless
significant unforeseen circumstances arise. Any extension of a temporary appointment must be
approved by the Chief Executive Officer or a designee. Temporary employees are not eligible for
health or life insurance, retirement, or leave and may be separated from employment with no
notice and without cause.

5 PR 020. Internships, Student or Clinical Practicums and Job Shadow Placements.

@) Internship appointments are used to introduce students of a designated field to the
healthcare environment. Internship employees may be compensated. Internship employees are not
eligible for health or life insurance, retirement, leave or holiday pay and may be separated from
employment with no notice and without cause.

(b) Student or clinical practicum appointments are used to provide a current student or recent
graduate of an accredited healthcare program with the practicum required for their education
degree program. Practicum appointments are for credit or experience only and are not monetarily
compensated.

() Job shadow placements provide the opportunity to observe health care workers’ on-the-job
tasks. Job shadow placements are not monetarily compensated. If the placement is otherwise an
employee, the employee will continue to receive their regular rate of pay for the time spent as a job
shadow placement. Job shadow placements typically range from a minimum of two (2) hours to a
maximum of sixteen (16) hours for employees being compensated.

5 PR 025. Interim Appointments.
The Human Resources Director may authorize the interim appointment of a qualified individual to

a partially exempt position. These hires are temporary appointments and will last until the position
can be filled or, in any case, not to exceed 50 weeks. Throughout the appointment, the department
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will continue to diligently recruit to fill the position with a permanent appointment. The Human
Resources Director may approve a rate of pay outside the DBM rating normally assigned to the
position, health benefits, leave benefits, and a per diem allowance consistent with the federal per
diem rate. The Personnel Rules relating to recruitment, examination, selection, discipline,
grievance and appeal do not apply to interim employees, and they may be terminated at the
convenience of the department director on two weeks’ notice. Two weeks’ notice is not required if
the termination is the result of misconduct.

5 PR 030. Permanent/Probationary Appointments.

(a) Permanent/probationary appointments are those appointments having an expected duration of
one year or more. Permanent/probationary appointments include full-time, part-time, full-time
seasonal, casual, seasonal casual and PRN.

(1) Full-time appointments are those positions regularly scheduled to work thirty-six (36) or more
hours during a seven (7) day period, or seventy-two (72) or more hours in a fourteen (14) day
period on a year round basis.

Full-time employees shall receive the rights and benefits outlined in these personnel rules unless
such rules are superseded by a collective bargaining agreement.

(2) Part-time appointments are those positions regularly scheduled to work at least sixteen (16)
hours but less than thirty-six (36) hours during a seven (7) day period, or at least thirty-two (32)
hours but less than seventy-two (72) hours during a fourteen (14) day period on a year round basis.

Part time employees shall receive the rights and benefits outlined in these personnel rules unless
such rules are superseded by a collective bargaining agreement.

(3) Seasonal full-time appointments are those positions averaging not less than 36 hours per work
week and not scheduled to work on a year round basis. Seasonal positions are budgeted for at least
780 hours per fiscal year. It is expected that the same employee will return to the position each
season.

Seasonal full-time employees receive the rights and benefits outlined in these personnel rules
unless such rules are superseded by a collective bargaining agreement.

(4) Casual appointments are those positions scheduled to work on an intermittent basis. Casual
appointments are typically scheduled to work less than sixteen (16) hours in a seven (7) day period
or thirty-two (32) hours in a fourteen (14) day period. Casual employees must accept work
assignments at least once every three (3) months. Casual employees will not be scheduled for
more than 780 hours annually. Class attendance or mandatory annual requirements shall not
qualify as work assignments.

Casual employees shall receive the rights outlined in these personnel rules unless such rules are
superseded by a collective bargaining agreement. Casual employees are not eligible for health and
life insurance, retirement or leave benefits. Casual employees receive a casual differential for each
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hour worked at the rate provided in 18 PR 025. Casual employees are not eligible for premium
pays as a result of an adjustment to the posted work schedule (7 PR 045).

(5) Seasonal casual appointments are those positions scheduled to work on an intermittent basis.
Seasonal casual appointments are typically scheduled to work less than (16) hours in a seven (7)
day period or thirty-two (32) hours in a fourteen (14) day period. Seasonal casual employees will
not be scheduled to work more than 288 hours over a four (4) month period and more than 780
hours annually. Class attendance or mandatory annual requirements shall not qualify as work
assignments.

Seasonal casual employees receive the rights and benefits outlined in these personnel rules unless
such rules are superseded by a collective bargaining agreement. Seasonal casual employees are
not eligible for health and life insurance, retirement, or leave benefits.

(6) PRN (pro re nata) appointments must be available at minimum, two (2) shifts per pay period,
with no more than six (6) weeks of preapproved unavailability within a calendar year. PRN
appointments are used to provide qualified staff to supplement staffing in times of unpredictable
absences, absences under the Family and Medical Leave Act and the Alaska Family Leave Act,
high census, high acuity, and vacancies. BRH PRN Policies for Speech Therapy and Nursing, and
successor policies, are hereby incorporated by reference.

PRN employees are not eligible for health and life insurance, retirement, or leave benefits. In lieu
of benefits, PRN employees are paid a PRN differential in accordance with 18 PR 040.

5 PR 035. Acting in a Higher Range Appointment.

(@) An “acting in a higher range” appointment is used to fill a permanent position with a current
permanent/probationary employee while the regular employee is on leave or a position is vacant
when the expected duration of the absence or vacancy is not less than two (2) weeks. Acting in a
Higher Range appointments are not subject to the public announcement provisions of 2 PR 010.

(b) If the expected duration of the “acting in a higher range” appointment is twenty-six (26) weeks
or less the department director may appoint a current permanent, or probationary employee in
accordance with 6 PR 025, who meets the minimum qualifications for the classification of the
position. If the need for the “acting in a higher range” appointment exceeds the original expected
duration due to conditions that could not have been reasonably anticipated the Human Resource
Director may grant an extension.

(c) If the expected duration of the “acting in a higher range” appointment is greater than twenty-six
(26) weeks the vacancy shall be posted for internal applicants and the appointment must be made
in accordance with the recruitment and selection requirements of these rules.

(d) A permanent or probationary employee who accepts an “acting in a higher range” appointment
will retain status in the employee’s former classification and position. An employee accepting an
*“acting in a higher range appointment” does not gain any status in the position or job classification.
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However, time served in an “acting in a higher range” appointment may be used to qualify an
employee for other vacancies.

(e) If the regular incumbent of the position fails to return, the position must be filled in accordance
with the recruitment, examination and selection requirements of these rules.

(F) This rule does not preclude the filling of the position by an interim or temporary appointment.

(9) Acting in a higher range appointments shall be compensated in accordance with 10 PR.

5 PR 040. Appointment by Transfer.

(a) Transfer means the movement of an employee from one position to another position in the
same classification or a closely related classification at the same DBM Rating without a break in
service.

(b) An employee may transfer to a different position in the same classification and DBM rating
within the same department at the discretion of the department director. The employee’s status
will not change when no change in classification results from the transfer.

(c) An employee may transfer to a different position in the same classification and DBM rating in a
different department at the discretion of the receiving department director. The employee’s
appointment type will not change when no change in classification and DBM rating results from
the transfer.

(d) The transfer of an employee to a different position in a closely related classification requires
the prior approval of the Human Resources Director.

(e) A temporary employee, PRN, casual or seasonal casual employee may only transfer to another
position of the same appointment type.

(F) When an employee is transferred to a closely related classification at the same DBM rating, the
receiving department director and the Human Resources Director shall determine the employee’s
appointment type. The department director shall inform the employee of the proposed appointment
type prior to the transfer becoming effective.

5 PR 045. Partially Exempt Appointments.

Partially exempt appointments may be full time or less and are not subject to the rules on
recruitment, examination, selection, probationary periods, seniority, reduction in work force,
discipline and the grievance and appeal procedures. Partially exempt employees are not within the
classified service.

5 PR 050. Appointment by Demotion.
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A department director may appoint a current employee to a vacant position in the same job
classification series or a closely related job classification series at a lower DBM rating. The
recruitment, examination and selection rules do not apply to these appointments. The employee
must meet the minimum qualifications of the new position.

5 PR 055. Appointment by Promotion

(a) Promotion means the movement of an employee from one position to another position in a
higher classification or salary range without a break in service.

(b) Employees will be promoted only when the employee has met the minimum qualifications of
the higher position.

5 PR 060. Re-employment.

(a) At the discretion of the department director an employee who separated in good standing may
be re-employed in the same classification without examination provided the re-employment takes
place within three (3) years of the employee’s separation. For these appointments the recruitment,
examination and selection rules do not apply.

(b) To be eligible for re-employment the former employee must meet the current minimum
qualifications of the classification.

(c) All re-employment appointments of former permanent employees to a permanent position will
require a new probationary period.

(d) A former temporary, PRN, casual or seasonal casual employee may only be re-employed under
this rule in a position of the same appointment type.

RULE 6
PROBATIONARY PERIODS

Sections

005. Purpose

010. Duration

015. Examination during Probationary Period

020. Rights and Obligations of the Supervisor during the Probationary Period
025. Change in Classification

030. Separation during Probationary Period

035. Prior Permanent Status

040. Permanent Appointment

6 PR 005. Purpose.
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The probationary period is a part of the examination process for employees in the classified
service. The probationary period is used for orienting and training the employee, closely observing
and evaluating the employee’s performance, and separating an employee who fails to satisfactorily
complete the probationary period, as decided by the department director based on any lawful
judgment, whether or not objective.

6 PR 010. Duration.

@) The probationary period for full time employees in decision bands A and B is six (6)
calendar months. For less than full time employees in decision bands A and B, the probationary
period is 1040 hours in work status.

(b) The probationary period for full time employees in decision band C is one (1) year. For
less than full time employees in decision band C, the probationary period is 2080 hours in work
status.

(c) With the approval of the Chief Executive Officer, the probationary period may be extended one
or more times provided that the original probationary period plus extensions may not exceed
double the duration of the original probationary period.

6 PR 015. Examination during Probationary Period.

A probationary employee must satisfactorily complete a training plan during his or her
probationary period. The training plan will include all key performance areas of the position as
well as such attributes as dependability, interpersonal skills, customer service, and any other
attributes or skills necessary for the employee to adequately perform the duties of the position.

Probationary employees must demonstrate an acceptable level of proficiency in all areas of the
training plan prior to successfully completing the probationary period.

6 PR 020. Rights and Obligations of the Supervisor during the Probationary Period

A supervisor must prepare a training plan for the probationary employee. Such training plan must
be in place prior to the employee’s first day of work. The supervisor shall meet with the employee
on a regular basis to discuss the employee’s progress, or lack of progress, in completing the
training plan.

A supervisor shall have the right to determine, at any time during the probationary period, that the
probationary employee does not have the knowledge, skills, abilities or attributes to be successful
in the position.

6 PR 025. Change in Classification.

No employee may transfer to a different position, department or unit during his/her probationary
period unless indicated by business considerations or patient care needs.
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6 PR 030. Separation during Probationary Period.

A probationary employee who does not satisfactorily complete a probationary period may be
separated at the direction of the department director without cause. The department director shall
notify the employee in writing of the separation. A probationary employee does not have the right
to appeal a separation.

6 PR 035. Prior Permanent Status.

(a) An employee with permanent status who becomes probationary because of a promotion,
appointment to an unrelated classification at the same salary range, or voluntary demotion to a
classification not formerly held and fails to complete the new probationary period will be returned
to the previous classification in which permanent status was held providing a vacancy exists.

(b) If a vacancy does not exist in the previous classification in which permanent status was held,
the employee is placed on layoff status for the last classification where the employee held
permanent status.

6 PR 040. Permanent Appointment.

(@) In order for a probationary employee to become permanent, the employee must receive an end-
of-probation performance evaluation with an overall rating of “meets” or better.

(b) A probationary appointment becomes permanent on the employee’s first day of work following
completion of the probationary period unless the department director takes action to separate,
reassign, or extend the probationary period of the employee in accordance with 6 PR 010(c).

RULE 7
HOURS OF WORK, SCHEDULING AND HOLIDAYS

Section

005. Scheduling Hours of Work
010. Normal Work Period

015. Normal Work Week

020. Normal Work Day

025. Weekends

030. Rest Between Shifts

035. Alternate Work Schedule
040. Posting of Work Schedules
045. Adjustments in Posted Work Schedules
050. Flexible Workweek Waiver
055. Meal Periods

060. Rest Periods

065. Low Census Release

070. Employee Furlough
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075. Holidays
7 PR 005. Scheduling Hours of Work.
Each department director shall establish the scheduled hours of work for employees within the
director’s department. Hours of work for full-time employees may not be less than the minimum
established in 7 PR 010.
7 PR 010. Normal Work Period.

(@) The normal minimum work period for full-time employees with allowances for
holidays and leaves of absence is:

(1) Forty (40) hours within a seven (7) day period,

(2) Eighty (80) hours within a fourteen (14) day period,

(3) Thirty-six (36) hours within a seven (7) day period, or

(4) Seventy-two (72) hours within a fourteen (14) day period.

(b) The work period will be designated at time of appointment and may be changed
with reasonable notice.

(©) Work periods that extend beyond seven (7) days are only applicable to positions
that qualify under Section 7(j) of the Fair Labor Standards Act.

7 PR 015. Normal Work Week.

Unless otherwise provided, thirty-six (36) and forty (40) hour work periods begin at 12:00 a.m. on
Sunday and end at 11:59 p.m. the following Saturday. Seventy-two (72) and eighty (80) hour
work periods begin at 12:00 a.m. on Sunday and end fourteen days later on Saturday at 11:59 p.m.

7 PR 020. Normal Work Day.

The normal work day for full time employees is either eight (8) hours of actual attendance on duty
or twelve (12) hours of actual attendance on duty.

7 PR 025. Weekends.

@) Full-time and part-time employees will normally be scheduled to work no more than two
(2) out of every four (4) weekends.

(1) The weekend for day and evening shift employees is defined as Saturday and Sunday.

(2) The weekend for night shift employees is defined as Friday night and Saturday night.
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(b) A full-time or part-time employee who is scheduled to work more than two (2) out of every
four (4) weekends will be compensated in accordance with 10 PR 120 (Premium Pay) for all hours
worked on those weekends and all consecutive weekends worked until a scheduled weekend off.

(c) A full-time or part-time employee who is required to work on an unscheduled weekend will
be compensated for all hours worked in accordance with 10 PR 120 (Premium Pay)

(d) A full-time or part-time employee who voluntary signs a waiver to work more frequent
weekends or who voluntary agrees to an extra weekend shift after the schedule is posted, is not
eligible for compensation in accordance with 10 PR 120 (Premium Pay).

(e) An employee, except a salaried employee, who works on the weekend shall receive a
weekend differential for each hour worked in accordance with 10 PR 135.

7 PR 030. Rest Between Shifts.

€)] An employee shall be provided with at least ten (10) hours off duty between shifts.

(b) An employee who is required to return to work within ten (10) hours of the completion of
their last shift will be compensated in accordance with 10 PR 120 (Premium Pay) for all hours
worked on that shift unless the employee is receiving on-call pay.

7 PR 035. Alternate Work Schedule.

An alternate work day other than eight (8) or twelve (12) hours may be established within a work
period defined in 7 PR 010.

7 PR 040. Posting of Work Schedules.

Four (4) week work schedules shall be posted ten (10) days prior to the beginning of the first
covered work period.

7 PR 045. Adjustments in Posted Work Schedules.
Work schedules may be adjusted to maintain an effective and orderly operation.

Seven (7) days prior notice is required when a full-time or part-time employee’s work schedule is
adjusted. If seven (7) days prior notice is not practicable, the provisions of 10 PR 120 (premium

pay) apply.
7 PR 050. Flexible Workweek Waiver

Employees who have the flexibility to set their own work hours without impacting the
Employer’s operation may, with approval of the department director, work a flexible
work schedule provided the schedule does not result in premium pay.
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7 PR 055. Meal Periods.

@) An employee who works a shift of six (6) hours or more shall receive an unpaid meal
period of thirty (30) minutes at approximately the midpoint of the shift.

(b) An employee who is required to remain on duty for a total of sixteen (16) hours shall
receive an additional unpaid meal period of thirty (30) minutes.

(©) Employees required to remain on duty during the meal period shall be compensated at the
appropriate rate of pay.

7 PR 060. Rest Periods.

@) An employee shall be allowed two (2) paid rest periods of fifteen (15) minutes each during
a shift of at least eight hours.

(b) An employee shall be allowed three (3) paid rest periods of fifteen (15) minutes each
during a shift of twelve (12) hours or more.

(c) If continuous operation is required, the employer shall provide a substitute during the rest
period when practicable.

7 PR 065. Low Census Release.
€)) Notwithstanding the provisions of 7 PR 005 — 015, the department director or a designee
may, due to low census, release an employee from duty. The employee will be charged personal

leave for the release period unless the employee elects to be placed on leave without pay.

(b) An employee who is released from duty within the first four (4) hours of the scheduled
shift, shall be compensated in accordance with 10 PR 130 (Report Pay).

() An employee who is released from all or part of a scheduled work day due to low census
shall continue to receive credit toward health benefits for the scheduled but unworked hours.

7 PR 070. Employee Furlough.

Notwithstanding the provisions of 7 PR 005 - 015, the Chief Executive Officer may, at his or her
discretion, reduce the minimum work week or normal work day for all employees in response to
fiscal constraints.

7 PR 075. Holidays.

() The following days are recognized as holidays:

(1) the first of January, known as New Year’s Day
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(2) the third Monday in January, known as Martin Luther King Jr.”s Birthday
(3) the third Monday in February, known as President’s Day

(4) the last Monday in May, known as Memorial Day

(5) the fourth of July, known as Independence Day

(6) the first Monday in September, known as Labor Day

(7) the 18th of October, known as Alaska Day

(8) the 11th of November, known as Veteran’s Day

(9) the fourth Thursday in November, known as Thanksgiving

(10) the day after Thanksgiving

(11) the 25th day of December, known as Christmas

(b) If a holiday falls on Sunday, a department may choose to observe the holiday on the following
Monday.

(c) If a holiday falls on Saturday, a department may choose to observe the holiday on the preceding
Friday.

(d) The observance of Christmas will begin with the commencement of the designated evening
shift on December 24 and continue through the end of the designated day shift on December 25.

If an employee is scheduled to work a day shift on December 24 and an evening shift on December
25, the employee shall receive holiday pay for the evening shift on December 25.

(e) The observance of New Year’s Day will begin with the commencement of the designated
evening shift on December 31 and continue through the end of the designated day shift on January
1. If an employee is scheduled to work a day shift on December 31 and an evening shift on
January 1, the employee shall receive holiday pay for the evening shift on January 1.

()] Full-time and part-time employees are required to use one day of personal leave for each
designated holiday unless the employee works on the holiday or it is the employee’s scheduled day
off.

(9) Employees who work on a day listed in 7 PR 075(a)(1)-(11) will be compensated in
accordance with 10 PR 125 (Holiday Pay) or 10 PR 110 (Overtime), whichever is applicable.
Employees who work on a rescheduled holiday provided for in 7 PR 075(b) and (c) are not eligible
for Holiday Pay.

RULE 8
PERFORMANCE EVALUATIONS

Section

005. Basis

010. Frequency and Standards

015. Discussion

020. Rebuttal

025. Performance Improvement Plans
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8 PR 005. Basis.

Performance evaluations will be based on quantity of work, quality of work, adherence to CARE
values, employee conduct and other characteristics that measure the value of the employee’s
service.

8 PR 010. Frequency and Standards.

(a) The Human Resources Director shall prescribe the form and frequency of performance
evaluations.

(b) A performance evaluation for full-time, part-time, casual and PRN employees must be
completed at the end of the probationary period and at least once every 12 months thereafter.

(c) A performance evaluation for seasonal full-time and seasonal casual employees must be
completed at the end of the probationary period and at the end of each work season thereafter.

(d) Nothing in sections (a) through (c) precludes a supervisor from conducting performance
evaluations on a more frequent basis.

(e) Supervisors shall establish standards of performance as a basis for evaluation that relate to the
duties of the employee’s position.

(F) The Human Resources Director shall provide training and written guidelines to promote
uniformity of standards by different raters.

(9) A performance evaluation shall be completed for each permanent employee who accepts
another BRH position or separates from BRH service.

8 PR 015. Discussion.

The employee’s immediate supervisor shall discuss the evaluation with the employee to assist the
employee in understanding the degree to which the employee has met the requirements of the
position and what actions the employee may take to improve performance.

8 PR 020. Rebuttal.
(a) Performance evaluations are an exercise of management rights and the contents of an
evaluation may not be the subject of a grievance or other relief under these rules.

(b) An employee who disagrees with a performance evaluation may submit a written rebuttal to his
or her supervisor within ten days of the date the evaluation is delivered to the employee. The
Human Resources Director may, at his or her discretion, extend the time frames for the rebuttal.

(c) The employee shall be allowed no more than 2 hours of work time to prepare the written
rebuttal.
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(d) The rebuttal will be attached to the employee’s evaluation and included in the employee’s
personnel file.

8 PR 025. Performance Improvement Plans.

(a) When, at the discretion of the supervisor, a permanent employee’s performance needs
improvement, the supervisor shall implement a performance improvement plan. Such plan must
be reduced to writing. Areas of deficient performance will be articulated along with what
standards must be met in order to achieve an acceptable level of performance. The performance
improvement plan shall cover a specific period of time, but may not exceed 1040 hours.

(b) During the performance improvement period, the supervisor and the employee shall meet on a
regular basis to discuss the employee’s progress, or lack thereof, in the deficient areas of
performance.

(c) At the end of the performance improvement period, the supervisor shall prepare a formal
evaluation. If the employee’s performance has not improved in any of the areas covered in the
plan, the employee may be subject to disciplinary action in accordance with 13 PR 015 - 035.

(d) Nothing in this section precludes the supervisor from concluding the employee is not making
satisfactory progress on the performance improvement plan. Should such a decision be reached
the employee may be subject to disciplinary action.

RULE 9
ORIENTATION AND TRAINING

Section

005. General

010. Priorities

015. New Employee Orientation

020. Internships and Clinical Practicums
025. Training Reimbursement

030. Training Reimbursement Schedule
035. Licenses and Certifications

9 PR 005. General.

The Human Resources Director will assist department directors in the establishment of new
employee orientation and will provide human resource related training.

9 PR 010. Priorities.

@) Training resources will be allocated according to the following priorities:
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1) Training necessary for employees to continue in their current positions because of changes
to work processes, procedures or tools.

2 Training in safe working practices and responding to emergencies.
3 Training to improve performance in an employee’s current position.
4 Training to prepare employees for other positions.

9 PR 015. New Employee Orientation.

@) All new employees will attend orientation concurrent with their first scheduled work day
unless an exception is authorized by the Human Resources Director.

(b) All new employees will complete Fire, Life & Safety orientation within thirty (30) days of
appointment.

(© All new employees will complete departmental orientation within thirty (30) days of
appointment.

9 PR 020. Internships and Clinical Practicums.

(a) Department directors, with the approval of the Human Resources Director, may establish
internships or clinical practicums. Such programs must have definable educational goals consistent
with the type of work performed. Interns or clinical practicums will be appointed under the
conditions of 5 PR 016.

(b) In order to be eligible for an internship a student must demonstrate proof of enrollment or
recent graduation from an accredited secondary institution, at an accredited college or university at
the undergraduate or graduate level, or at an accredited post-secondary vocational school in a
related field of study.

1) If currently enrolled in a related degree program, the student must be enrolled at least half
time during his or her period of employment, or be receiving credit towards program completion if
the program requires a full time work related placement. If the internship is during a regularly
scheduled school break, the student must be able to demonstrate enrollment for the previous school
year, and enrollment for the upcoming school year.

(2) If arecent graduate, the student will work toward gaining the experience required to practice
independently.

(c) Current students of an accredited healthcare program, upon execution of an agreement with an
accredited educational institution, may participate in a clinical practicum as part of their
educational degree requirements.
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9 PR 025. Training Reimbursement.

(a) Department Required Training. This section applies to training which is at the department’s
direction and is intended to provide the employee with additional skills and knowledge to maintain
or improve performance in the employee’s current position

(1) The department shall pay for registration, tuition, textbooks and other course fees and materials
incurred when an employee attends department required training. The textbooks and materials
remain the property of the department unless otherwise authorized by the department director.

(2) If the employee fails to attend the training without good cause, adverse employment action may
ensue including discipline and/or a requirement to repay travel and training costs.

(b) Employee Requested Training. This section applies when an employee requests funding to
attend a course seminar, workshop, correspondence course or other type of training that is not
required by the department. Requests for employee training may be granted when funds are
available and after priority training needs for the department have been met.

(1) Costs paid for by the employer may include registration, tuition or other course fees. The
employee will pay for textbooks and other materials that remain the property of the employee.

(2) Written requests for training funding require approval of the department director and the Chief
Executive Officer or his or her designee. Requests must include all information requested by the
department director, but at minimum must include:

(A) A description of the training with an explanation of how the training will benefit the employee
in the employee’s current position;

(B) An estimate of the total cost for the training and the amount proposed for payment;
9 PR 030. Training Reimbursement Schedule.

@) When BRH’s cost share of employee requested training exceeds $500.00, prior to
execution of payment, the department director and the employee shall enter into a reimbursement
agreement. Such agreement must be in writing and signed by both the employee and the
department director. The reimbursement schedule will be as follows:,

(1) 100 percent if the employee fails to complete the training with a “pass” or if a grade is given,
“C-“ or higher, or separates from the position as a result of the employee’s own actions, or for
cause, before 26 weeks from completion of the training or certification;

(2) 75 percent if the employee separates from the position as a result of the employee’s own
actions, or for cause, after 26 weeks, but before 52 weeks from completion of the training or
certification;



CBJ Resolution No. 2785 — Exhibit A Page 26 of 72

(3) 50 percent if the employee separates from the position as a result of the employee’s own
actions, or for cause, after 52 weeks, but before 78weeks from completion of the training or
certification;

(4) 25 percent if the employee separates from the position as a result of the employee’s own
actions, or for cause, after 78 weeks, but before 104 weeks from completion of the training or
certification.

(b) In cases of extenuating circumstances, the Chief Executive Officer may waive the training
reimbursement agreement at his or her discretion.

(c) The BRH shall have the right to obtain training reimbursement from the employee by deduction
from the employee’s final paycheck any monies due according to the schedule above or by other
legal means in accordance with 18 PR 085.

9 PR 035. Licenses and Certifications.

An employee is responsible for maintaining all licenses and certifications necessary to maintain the
minimum qualifications for the position and job classification to which allocated. The department

director may, at his or her discretion, authorize payment for obtaining and maintaining a nationally
recognized job related specialty certification.

RULE 10
PAY

Section

005. Scope

010. General

015. Basis of Pay

020. Beginning Pay

025. Prior Experience Credit

030. Former Employee

035. Movement within a Job Classification Series
040. Movement to another Job Classification Series
045. Discretionary Pay

050. Involuntary Demotion

055. ADA reassignment

060. Transfer and Lateral Movement
065. Review Date

070. Merit Increase

075. Merit Increase Not Earned

080. Step Reduction

085. Longevity Pay

090. Temporary Assignment Pay
095. Acting in a Higher Range Pay
100. Shift Differentials
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105. On-Call Pay

110. Overtime Defined
115. Overtime Rate

120. Premium Pay

125. Holiday Pay

130. Report Pay

135. Weekend Differential
140. Certification Pay
145. Preceptor Pay

150. Patient Transports
155. Adjustments in Posted Work Schedules
160. Total Remuneration

10 PR 005. Scope.
This Rule covers all employees in the classified and partially exempt services.
10 PR 010. General.

The Human Resources Director shall allocate classifications to pay ranges based on the
classification plan.

10 PR 015. Basis of Pay.

(a) An employee is paid according to the DBM rating and salary schedule assigned to the position
occupied by the employee.

(b) An employee paid on a salary basis who works less than full time shall be paid on a prorated
basis.

10 PR 020. Beginning Pay.

Except as provided in 10 PR 030 (former employee), upon initial hire, the Human Resources
Director, at his or her sole discretion, may place a new employee up to and including Step 4 of the
DBM rating of that classification. Such placement will be in accordance with the salary placement

policy.
10 PR. 025. Prior Experience Credit

Upon successful completion of the initial probationary period and the request of the employee, the
Human Resources Director may authorize up to two (2) additional steps at a rate of 1040 hours for
each year of experience related to the employee’s current position. Experience credit will be
applied in accordance with 10 PR 070. The hours recognized under this provision shall not be
credited for any purpose other than step placement.

10 PR 030. Former Employee.
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A former employee eligible for non-competitive re-employment under 5 PR 065, and who
remained current in their field through subsequent employment, shall be placed at the step that
most closely matches the employee’s former rate of pay to the salary schedule since the
employee’s date of separation.

10 PR 035. Movement within a Job Classification Series.

Movement of an employee within a distinct job classification series will not alter the employee’s
accrued review hours for the purpose of step placement.

(a) An employee who moves to a higher DBM rating within the job classification series shall serve
a new probationary period.

(b) An employee who moves to a lower DBM rating within the job classification series shall not
serve a new probationary period.

10 PR 040. Movement to another Job Classification Series.

The step placement of an employee who moves from one distinct job classification series to
another will be determined as follows:

@) Promotion:

(1) An employee at steps one (1) through (3) who experiences a change in classification to a higher
DBM rating shall be placed at step one (1) of the salary schedule for the new position or at such
higher step that equals at least the pay rate of a one (1) step increase in the former range

(2) An employee at step four (4) or above who experiences a change in classification to a higher
DBM rating shall be placed at step one (1) of the salary schedule for the new position or at such
higher step that equals at least the pay rate of a two (2) step increase in the former range.

(3) A promoted employee shall serve a new probationary period, the employee’s review hours
shall be established at the base hours for that step on the salary schedule and the employee shall
begin to accrue review hours from that point.

(b) Demotion:

(1) An employee who experiences a change in classification to a lower DBM rating shall, if they
held the classification previously during the employee’s current period of employment, be placed
at the step the employee would have earned had the employee remained in the former
classification. The employee shall not serve a new probationary period if the employee formerly
held permanent status in the job class.

(2) An employee who experiences a change in classification to a lower DBM rating for a
classification not previously held, shall be placed at a step determined by the Human Resources
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Director provided, however, that the step placement does not exceed the pay rate of one step below
the step of the higher DBM Rating. The employee shall serve a new probationary period, the
employee’s review hours shall be established at the base hours for that step on the salary schedule,
and the employee shall begin to accrue review hours from that point.

10 PR 045. Discretionary Pay.

(a) The Human Resources Director may, at his or her sole discretion, authorize a rate of pay above
that provided for in 10 PR 020 — 10 PR 040. Notification must be provided to the employee
including any conditions that must be met to retain the discretionary pay.

(b) The Human Resources Director may, at his or her sole discretion, terminate previously
authorized discretionary pay with at least fourteen (14) days written notice to the employee.

(c) When an employee’s rate of pay is reduced due to changes in market conditions and the
employee retains the same DBM rating, the employee shall be placed at the step of the DBM rating
that equals the employee’s current rate of pay. If there is not a step within the DBM rating that
equals the employee’s current rate of pay, the employee shall be placed at the step that is closest to
without exceeding, the employee’s current rate of pay. The employee’s pay will be frozen until
such time as the salary of the assigned DBM rating and step equals or exceeds the employee’s
frozen rate of pay.

10 PR 050. Involuntary Demotion.
An employee demoted for cause enters the new range at a step no higher than the one occupied in

the former range. The employee’s review hours shall be established at the base hours for that step
on the salary schedule, and the employee shall begin to accrue review hours from that point.

10 PR 055. ADAAA Reassignment as amended.

(@) An employee who is reassigned as a reasonable accommodation under the Americans with
Disabilities Act shall enter the new range at a step no higher than the one the employee occupied in
the former range.

(b) The employee shall serve a new probationary period and establish a new merit anniversary.

10 PR 060. Transfer and Lateral Movement.

() The review hours and step placement of an employee transferred in accordance with 5 PR 040
with no change in job classification and DBM rating will not change due to the transfer.
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(b) The step placement of an employee transferred to a closely related job classification in
accordance with 5 PR 040 will not change. The employee’s review hours will remain the same
unless the employee serves an amended probationary period.

(c) The step placement of an employee who laterally moves to a position that is not considered a
transfer in accordance with 5 PR 040 will not change. The employee will serve a new
probationary period and the employee’s review hours shall be established at the base hours for that
step on the salary schedule, and the employee shall begin to accrue review hours from that point.

10 PR 065. Review Date.

An employee’s review date is the first day of the pay period following 2,080 hours in pay status or
twenty-six (26) consecutive pay periods, whichever occurs later.

10 PR 070. Merit Increase.

(a) Steps 2 through 13 in the pay schedule recognize merit. Permanent and partially exempt
employees are eligible for step increases on his or her review date in accordance with the schedule
outlined in 10 PR 070 (b).

(b) A step increase of 1 step in the pay range is given to a permanent or partially exempt employee
who receives an overall performance rating of “meets” or better. Such increase is due when the
employee reaches his or her date set in accordance with 10 PR 065 according to the following
schedule:

(1) Steps 2 through 4: One (1) year of service. One (1) year of service is defined as 2,080 hours in
pay status or twenty-six (26) pay periods of continuous service, whichever is greater.

(2) Beyond step 4: Three (3) years of service. Three (3) years of service is defined as 6,240 hours
in pay status or seventy-eight (78) pay periods of continuous service, whichever is greater.

(c) The Chief Executive Officer may award up to 4,160 review hours and advance the review date
of an employee who receives an overall performance rating of “outstanding”, and where other
exceptional circumstances exist. The award of additional review hours shall be considered to meet
the equivalent continuous service requirement.

10 PR 075. Merit Increase Not Earned.

(a) If an employee receives an overall performance rating of less than “meets,” the employee shall
not be eligible for a merit increase.

(b) The employee’s review date does not change when a step increase has not been earned due to
less than acceptable performance.

(c) If the employee’s overall performance rating reaches “meets” a step increase will be given
effective the first day of the pay period following the “meets” evaluation.
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(d) Should a merit increase be withheld, the supervisor must implement a performance
improvement plan consistent with the provisions of 8 PR 025.

10 PR 080. Step Reduction.

(a) If an employee receives an overall performance rating of “unacceptable” the department
director may reduce the employee’s step placement by one step, after consultation with the Human
Resources Director in accordance with 13 PR 035.

(b) The employee’s review date does not change when a step has been reduced or restored. The
reduction is effective the first day of the pay period following written notice to the employee. Not

less than 2 pay periods must pass before a step reduction may be restored.

(c) If the employee’s overall performance rating reaches “meets” the former step will be restored
effective the first day of the pay period following the “meets” evaluation.

(d) If an employee receives a step reduction, the supervisor must implement a performance
improvement plan consistent with the provisions of 8 PR 025.

10 PR 085. Longevity Pay

Fulltime and part-time employees with greater than 31,200 benefit hours shall receive an annual
longevity award in accordance with 18 PR 055 providing the employee receives an overall
performance rating of “meets” or better on his or her review date.

10 PR 090. Temporary Assignment Pay.

(@) An hourly employee temporarily assigned the duties of a higher level position because the
incumbent is on leave or the position is vacant is paid temporary assignment pay.

(b) Temporary assignment of duties under this section may not exceed two (2) weeks.

(c)  Anemployee is not entitled to temporary assignment pay when the incumbent of the higher
level position is on a scheduled day off work.

10 PR 095. Acting in a Higher Range Pay.

(a) Regular Compensation for Acting in a Higher Range

(1) When an employee is assigned to perform the duties of a higher classification under 5 PR 035,
the employee shall be paid according to the DBM rating and salary schedule of the higher level

position. Step placement in the higher DBM rating shall be the same as if the employee were
promoted to the higher classification.
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(2) An employee who is acting in a higher range is not eligible for the higher job class rate of pay
when on leave. Leave time shall not reduce the overall duration of the acting in a higher range
appointment.

(b) Overtime Compensation for Acting in a Higher Range Appointment. An hourly employee
appointed to a higher level job class in a salaried position remains eligible for overtime pay.

(c) Overtime Compensation for a Salaried employee working in an Hourly position. A salaried
employee who works, with the approval of his/her director,out of class in an hourly position and
who works the majority of his or her work day performing the duties that are normally
compensated at an hourly rate of pay, shall be eligible for overtime compensation for hours
exceeding the thresholds defined in 10 PR 110.

10 PR 100. Shift Differentials.

An employee, paid on an hourly basis, and who is assigned to work a designated evening or night
shift, shall be paid the applicable shift differential in addition to the employee’s straight time rate
of pay.

(@) An employee who works four (4) or more hours between 2:00 p.m. and 10:00 p.m. will be paid
evening shift differential.

(b) An employee who works four (4) or more hours between 10:00 p.m. and 6:00 a.m. will be paid
night shift differential

.(c) Once the payment of shift differential has commenced, the employee will be paid the
applicable shift differential through the conclusion of the employee’s shift.

(d) Hours worked by an employee in on-call status shall not be considered shift differential hours.
(e) The hourly premium pay rate associated with shift differential is provided in 18 PR 010.

(F) An employee who has the flexibility to set their own work hours without impacting the
operations of the BRH may, with supervisory approval, waive their right to applicable shift
differential. The waiver must be in writing and may be cancelled with written notice at least
fourteen (14) days prior to posting of the next work schedule.

10 PR 105. On-Call Pay.

(a) An employee assigned to on-call duty is paid on-call pay for each hour of on-call duty.

(b) The hourly on-call rate is provided in 18 PR 015. An employee assigned to on-call duty on a
holiday is paid at one and one-half (1%2) times the hourly on-call rate.

(c) If called back the employee is paid at the overtime rate and on-call pay ceases.
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(e) On-call status is not credited to an employee for purposes of determining overtime eligibility,
longevity increments or fringe benefits.

(e) On-call pay is available only to full-time, seasonal full-time, and part-time employees paid an
hourly rate.

10 PR 110. Overtime Defined.
All overtime must be pre-approved by the employee’s immediate supervisor or his or her designee.

(@) All hours worked in excess of forty (40) hours in a workweek, excluding hours paid at a
premium rate of pay, is paid at the overtime rate.

(b) Only hours worked count toward the overtime threshold.
(c) Overtime pay is available only to an employee paid an hourly rate.

(d) There shall be no pyramiding or duplication of overtime pay and/or other premium
compensation.

10 PR 115. Overtime Rate.

The overtime rate for an hourly paid employee is one and one-half (1 %2) times the blended rate of
pay.

10 PR 120. Premium Pay

(a) Premium pay is any rate of pay other than overtime paid at the rate of one and one-half (1 %)
times the straight time rate of pay. If the total hours worked in the work day or period result in
overtime, the premium hours shall be considered and paid as overtime.

(b) Premium pay is available only to an employee paid an hourly rate.
10 PR 125. Holiday Pay.

@ An hourly employee who works on a day listed in 7 PR 075(a)(1)-(11) is paid at one and
one-half (1 %2) times the employee’s straight time rate of pay for hours worked.

(b) An hourly employee who works overtime as defined in 10 PR 110 on a day listed in 7 PR
075(a)(1)-(11) is paid for the overtime hours at two (2) times the employee’s straight time rate of

pay.

(©) An hourly employee not normally scheduled to work holidays may waive his or her right to
holiday pay, and with prior written supervisory approval, work the holiday at the employee’s
straight time rate of pay.
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10 PR 130. Report Pay

(a) Unless notified in advance, an hourly employee who reports to work as scheduled and is
released for any reason other than discipline shall receive a minimum of four (4) hours pay at the
employee’s straight time rate of pay.

(b) An hourly employee shall not be eligible for Report Pay if the employer made reasonable
attempts to contact the employee by telephone, including unanswered calls, messages left with
third parties, or through an employee’s voice mail account.

10 PR 135. Weekend Differential.

(a) An hourly employee scheduled to work on the weekend shall receive a weekend differential in
accordance with 18 PR 030.

(b) An hourly employee who has the flexibility to set his or her own work hours without impacting
business operations may, with prior written supervisory approval, waive their right to weekend
differential.

(c) An employee may rescind this waiver with written notice at least fourteen (14) days prior to the
posting of the next work schedule.

10 PR 140. Certification Pay.

(a) An employee, who holds a nationally recognized certification(s) that meets the criteria
determined by policy, and who has worked 312 or more hours within the previous calendar year,
shall be eligible for certification pay annually in accordance with 18 PR 045.

(b) To be eligible for payment, an employee holding a nationally recognized certification(s) which
is not required of the position the employee holds, and for which the expenses were borne by the
employee, must provide a copy of each certification and requested documentation to the Human
Resources Director prior to January 1% of the first year holding such certification and after each
renewal.

(c) Certification pay will be distributed the first pay period in February.

(d) An employee who receives certification pay shall work in the discipline for which they hold
certification if requested to do so.

10 PR 145. Preceptor Assignment.

@ The department director may authorize an employee who meets the criteria defined in the
Preceptor Policy to serve as a preceptor.

(b) An employee who serves as a preceptor shall be compensated in accordance with 18 PR
020.
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10 PR 150. Patient Transports

(a) An employee who is selected to act as an escort for a patient who is being transported to
another facility, and accompanies the patient out-of-town, shall receive eight (8) hours of pay at
the employee’s straight time rate per trip.

(b) If weather conditions render it impossible for the employee to return to Juneau within twenty-
four (24) hours from departure, the employee shall receive an additional eight (8) hours of pay at
the employee’s straight time rate for each additional twenty-four (24) hour period.

(c) If provisions of the Fair Labor Standards Act provide a greater benefit the provisions of the Act
are to be followed.

10 PR 155. Adjustments in Posted Work Schedules.

@) An employee who is required to report to work in advance of a scheduled shift and
continues to work the scheduled shift, will be compensated for all hours worked prior to the
scheduled shift in accordance with 10 PR 120.

(b) A fulltime employee who is released from duty during a scheduled shift and asked to report
for a later shift will be compensated for a minimum of four (4) hours for the scheduled shift. All
hours worked during the later shift will be compensated in accordance with 10 PR 120.

(c) An employee who is directed to delay reporting to a scheduled shift will be compensated
for all hours worked outside the scheduled shift in accordance with 10 PR 120.

(d) An employee who is required to report to work on their regular day off or during non-
scheduled hours shall be compensated for a minimum of three (3) hours in accordance with 10 PR
120 providing the employee is not on-call due to a low census release. If the employee is required
to report to work more than once within a given three (3) hour window the employee will be
compensated for a maximum of three (3) hours unless the actual time worked exceeds three (3)
hours.

(e) An employee who is required to substantively respond by telephone or computer shall be
compensated for a minimum of thirty (30) minutes. Hourly employees will be compensated for
this time in accordance with 10 PR 120.

()] The provisions of this section, with the exception of (e), only apply to full-time and part-
time employees.

(9) In lieu of compensation under (a) — (d) above, a PRN employee will receive a PRN
Premium in accordance with 18 PR 035.

10 PR 160. Total Remuneration.
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No salary, wage or benefit may be paid to an employee except as provided in these rules, by
ordinance or resolution of the Assembly, or as required by state or federal law.

RULE 11
LEAVE

Section

005. Scope

010. Accrual Rates

015. Personal Leave Cash-in

020. Accrual During Disciplinary Leave
025. Increase of Leave Accrual

030. Minimum Leave Use

035. Maximum Leave Carry-over

040. Use of Personal Leave

045. Use of Personal Leave for Holidays
050. Direction to Take Leave

055 Bereavement Leave

060. Use of Leave to Supplement Workers’ Compensation
065. Leave Without Pay

070. Leave of Absence

075. Family/Medical Leave

080. Cancellation of Leave.

085. Effect of Leave Without Pay

090. Employee Furlough

095. Jury Duty Leave

100. Employer Witness Duty

105. Military Leave Without Pay

110. Military Leave with Pay

115. Emergency Service Leave

120. Maximum Paid Military and Emergency
Service Leave

125. Educational Leave

130. Professional Leave

135. Donation of Leave

140. Personal Leave on Separation

11 PR 005. Scope.

This Rule covers absences from regularly scheduled work for employees with probationary or
permanent full-time or part-time status or partially exempt status. Full-time seasonal, casual,
casual seasonal, PRN temporary and emergency employees shall not be subject to personal leave
accrual or use.
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11 PR 010. Accrual Rates.
(a) The rate of accrual is determined as follows:

(1) For employees with less than 2,081 hours of employment, the total number of hours in pay
status within the pay period is multiplied by .1000;

(2) For employees with 2,081 but less than 4,161 hours of employment, the total number of hours
in pay status within the pay period is multiplied by .1385;

(3) For employees with 4,161 but less than 10,401 hours of employment, the total number of hours
in pay status within the pay period is multiplied by .1500;

(4) For employees with at least 10,401 but less than 20,801 hours of employment, the total number
of hours in pay status within the pay period is multiplied by .1615;

(5) For employees with at least 20,801 hours of employment, the total number of hours in pay
status within the pay period is multiplied by .1846.

(b) Hours of employment for the purpose of computing an employee’s personal leave accrual rate
includes all hours an employee is compensated for, except on-call hours.

(c) Pay status for the purpose of computing pay period leave accrual includes all hours an
employee is compensated for, except on-call hours.

(d) If a former employee who left in good standing returns to BRH service, the employee shall be
placed at the level of leave accrual formerly held.

(e) The Chief Executive Officer may, at his or her discretion, authorize an advanced leave accrual
rate.

(f) Upon appointment, Directors are advanced six (6) months (104 hours) of leave accrual. No
additional leave accrual is granted until the indebtedness is satisfied.

11 PR 015. Personal Leave Cash-in.

(a) An employee who has completed his or her initial probationary period may cash in
personal leave providing the employee’s leave balance after the cash-in is not less than 80
hours. The Chief Executive Officer may, at his or her discretion, authorize an exception
for an unforeseen hardship.

(b) A personal leave cash-in does not count toward minimum leave use requirements.

11 PR 020. Accrual During Disciplinary Leave.

Leave is not accrued for any pay period during which an employee is absent on disciplinary leave.
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11 PR 025. Increase of Leave Accrual.

A change to an employee’s rate of accrual is effective on the first day of the pay period following
the pay period in which the employee meets the hours threshold for the next higher accrual rate.

11 PR 030. Minimum Leave Use.

@) An employee must use not less than 120 hours of personal leave during the calendar year.
Leave cashed in or donated shall not count as use for purposes of this rule. The 120 hours will be
prorated for part-time employees.

(b) Minimum leave not used is deducted from the employee’s leave balance on January 1% of the
following calendar year unless the employee’s department director certifies in writing that there
was no opportunity for the employee to use the leave. An employee may not receive any credit or
compensation for deducted leave.

11 PR 035. Maximum Leave Carry-over.

(a) Accrued personal leave may not exceed 750 hours on the first day of the calendar year. Leave
in excess of 750 hours is paid out to the employee at his or her current base rate of pay and will be
included in the employee’s pay for the first pay period in January.

11 PR 040. Use of Personal Leave.

@) Personal leave may be granted at any time the work load permits with the prior approval of
the employee’s supervisor.

1) Requests for personal leave must be made no less than fourteen (14) days prior to the date
the work schedule is to be posted.

2 Employees will be notified in writing within one (1) week of submittal whether the request
for personal leave is approved.

3) Employees requesting personal leave ninety (90) or more days in advance, but no further
than eleven (11) months in advance, will be notified in writing within thirty (30) days of the
request whether the requested personal leave is approved.

4) An employee who requests personal leave at least ninety (90) days in advance may rescind
the approved request up to thirty (30) days after the approval. Requests to rescind approved
personal leave more than thirty (30) days after approval require the department director or his or
her designee’s consent.

(5) Nothing in this rule prohibits a department director from establishing policy that creates
restrictions on the length or amount of leave allowable due to business operational requirements.
Department specific rules must be approved by the Human Resources Director.
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(b) Personal leave for medical reasons may be granted if the supervisor is satisfied that:
(1) The employee is sick or disabled to the extent that the employee cannot perform regular duties;

(2) The employee’s presence on the job would jeopardize the health or safety of fellow employees
or patients; or

(€)) The employee’s presence is required to care for the employee’s family member as
defined in the Family and Medical Leave Act or such others as may be approved by the Human
Resources Director.

(c) Personal leave may also be used for Family Medical Leave purposes consistent with the
provisions of 11 PR 075.

(d) A department director may require an employee to provide a statement from a health care
provider or other acceptable proof that the conditions of this section have been satisfied before
authorizing use of personal leave.

(e) An employee is required to promptly advise the supervisor or department director of his or her
absence and the reason for his or her absence when requesting the use of unscheduled leave.

(F) An employee may not separate from service from leave status unless extenuating circumstances
exist and approval is granted by the Human Resources Director.

11 PR 045. Use of Personal Leave for Holidays
@ An employee is required to use a day of personal leave for each designated or observed
holiday unless the employee is required to work on the holiday or it is a regularly scheduled day

off for the employee.

(b) An employee using personal leave on a holiday who is called into work on the holiday shall
not be required to use personal leave for the hours actually worked.

(©) An employee who is not normally scheduled to work holidays may voluntarily sign a
waiver and with supervisory approval, work the holiday at their straight time rate of pay in lieu of
using personal leave.

11 PR 050. Direction to Take Leave

A supervisor or department director may direct an employee to use accrued leave when necessary
to assure the employee uses the minimum required leave or when the employee’s accumulated
leave may exceed the maximum carry-over.

11 PR 055. Bereavement Leave.
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€)] When a death occurs in the employee’s immediate family, upon request to the employee’s
supervisor, the employee may be granted a leave of absence with pay from scheduled work of up
to forty (40) hours to participate in the memorial service and/or attend to the affairs of the
deceased. The forty (40) hours will be prorated for part-time employees.

(b) For an employee who must travel outside of Juneau, the leave of absence will be extended
to ten (10) days. However, only the first forty (40) hours is compensated under this rule.

(c) An employee who is on personal leave when a death occurs in his or her immediate family,
may convert his or her personal leave to bereavement leave provided the employee submits a
written request to his or her department director within five (5) business days of the employee’s
return from leave.

(d) For purposes of this rule, immediate family member is defined as grandparent, parent,
spouse, domestic partner, sibling, child, grandchild, parent-in-law, son/daughter-in-law and other
relationships as may be approved by the Human Resources Director.

11 PR 060. Use of Leave to Supplement Workers’ Compensation.
(a) An employee may supplement workers’ compensation payments with the use of personal leave
provided the employee’s net compensation does not exceed what the employee would have

received had the employee worked a regular schedule.

(b) Employees receiving workers’ compensation are on leave without pay for that time covered by
the payments.

11 PR 065. Leave Without Pay.

(a) An employee may be granted leave without pay provided the leave does not adversely impact
the employer’s operations. Except as provided in 11 PR 075 and 13 PR 030, an employee may not
take leave without pay if the employee has accrued personal leave available for use.

(b) Leave without pay in excess of five (5) days in a calendar year must be approved by the Chief
Executive Officer or his or her designee unless authorized as family/medical leave under the
provisions of 11 PR 075 or bereavement leave under the provisions of 11 PR 055.

11 PR 070. Leave of Absence.

€)) A permanent employee may be granted a leave of absence without pay for up to one (1)
year for educational, sabbatical, medical, or personal reasons upon approval of the Chief Executive
Officer. Accrued but unused personal leave shall be paid to the employee as a lump sum at the
employee’s hourly pay rate when the leave of absence begins and is subject to 11 PR 135(b).

(b) Upon return from an approved leave of absence:

(1)  The employee will be placed in the position he or she previously held, if vacant;
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2 If the position the employee previously held is not vacant, the employee will be offered
another vacant position in the job classification or a closely related job classification for which the
employee qualifies; or

3) If another position in the job classification or a closely related job classification is not
available, the employee will be placed in layoff status.

4) If the employee fails to accept the position offered, the employee will be separated.

11 PR 075. Family/Medical Leave.

The BRH complies with the Family and Medical Leave Act and the Alaska Family Leave Act.
11 PR 080. Cancellation of Leave.

The BRH retains the right to cancel pre-approved leave when circumstances require such
cancellation.

11 PR 085. Effect of Leave Without Pay.

During each pay period an employee uses leave without pay, the employee accrues leave and other
benefits on the same prorated basis as a part-time employee.

11 PR 090. Employee Furloughs.

The Chief Executive Officer may, at his or her discretion, authorize a period of employee furlough
on a voluntary or mandatory basis to reduce the operating costs of the organization. An employee
may be placed on furlough even if the employee has a personal leave balance.

11 PR 095. Jury Duty Leave.

(a) An employee called to serve as a juror on his or her regularly scheduled workday shall be paid
his or her regular wage for the time spent in court or the length of the shift, whichever is less. The
employee shall remit to BRH all juror fees for such service. Scheduled hours in excess of time in
court may, with supervisor’s approval, be taken as personal leave or leave without pay.

(b) An employee scheduled to work the evening shift may be excused from work on the day of the
jury duty.

(c)An employee scheduled to work the night shift may be excused from work either the night
preceding or the night immediately following serving as a juror.

(d) An employee covered under (c) of this rule who voluntarily elects to work their scheduled shift
shall retain the juror fee for their service.
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(e) Court leave must be supported by written documents such as a court clerk’s statement of
attendance.

11 PR 100. Employer Witness Duty.

An employee called to be a witness on behalf of the employer shall be paid his or her regular wage
for the time spent in preparation for and in such legal proceedings.

@) An employee scheduled to work the day shift may be required, at the manager’s discretion,
to report to work after the employee’s court appearance if the day would otherwise be a normal
workday for the employee. If business allows, the employee may request to use personal leave in
lieu of returning to work.

(b)  Anemployee scheduled to work the evening shift will be reassigned to the day shift on the
day of witness duty. The employee may be required, at the manager’s discretion, to report to work
after the employee’s court appearance if the day would otherwise be a normal workday for the
employee. If business allows, the employee may request to use personal leave in lieu of returning
to work.

(c) An employee scheduled to work the night shift may be excused from work on the night
preceding the day of witness duty. On the day of witness duty, the employee will be reassigned to
work day shift hours. The employee may be required, at the manager’s discretion, to report to
work after the employee’s court appearance if the day would otherwise be a normal workday for
the employee. If business allows, the employee may request to use personal leave in lieu of
returning to work.

(d) An employee subpoenaed for proceedings that are not on the behalf of the employer will be
given release time. Such release time will be taken as personal leave or leave without pay.

11 PR 105. Military Leave Without Pay.

An employee is entitled to leave without pay to serve on active duty in the United States uniformed
services and is entitled to the reemployment benefits granted under the Uniformed Services
Employment Reemployment Rights Act (USERRA).

11 PR 110. Military Leave with Pay.

(@) An employee who is a member of a reserve component of the United States uniformed services
is entitled to a leave of absence without loss of pay for that time during which the employee is
ordered to training duty, as distinguished from active duty, or for field exercises, for instruction
with troops or when under direct military control for search and rescue missions.

(b) An employee who is called to active duty by the governor is entitled to 5 paid work days of
military leave per year (January 1 through December 31).
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11 PR 115. Emergency Service Leave.

An employee who is a member of an auxiliary or rescue component of the United States armed
forces or a federal, state, or local emergency services organization may be granted emergency
service leave with pay for the performance of fire suppression, search, rescue or similar emergency
missions under direct military, federal, state or CBJ control.

11 PR 120. Maximum Paid Military and Emergency Service Leave.

The combined total of paid military leave and paid emergency service leave for an employee may
not exceed 16.5 days in a calendar year.

11 PR 125. Educational Leave

An employee, except a salaried employee, may request up to twenty-four (24) hours of paid
educational leave per calendar year to attend an educational program approved by the department
director. In lieu of such leave, the employee may request twenty-four (24) hours of pay for
participation in an approved educational program outside of work hours. The approval of
educational leave or pay is subject to budgetary considerations and scheduling requirements.

11 PR 130. Professional Leave

An employee may request up to twenty-four (24) hours of paid professional leave per calendar
year to attend conferences, seminars or trade shows sponsored by a recognized professional
organization. The employee must be a member of a related professional organization and the
event must be related to the duties of the employee’s position. The approval of professional leave
is subject to budgetary considerations and scheduling requirements.

11 PR 135. Donation of Leave.

(a) An employee may donate a maximum of 30 days or 50 percent of accrued personal leave,
whichever is less, provided that the donation does not reduce the employee’s total leave balance to
less than 80 hours.

(b) The transfer of leave may only be made:

(1) To an employee who is on leave without pay and whose absence from work is due to:

(A)  Hlness or injury;

(B)  Mlness or injury of the employee’s immediate family member as defined in 11 PR
040(b)(3) and the employee’s presence is required to provide care to the immediate family

member;

(C) The employee is on approved military or emergency service leave per 11 PR 100.
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(2) To a member of the immediate family of a deceased employee.
(c) Unused donated leave will be returned to the donor.

(d) Leave donated to another employee may not be credited toward the donor’s minimum leave use
requirement.

(e) Leave donated by an employee shall be given a cash value by multiplying the number of hours
donated by the regular hourly pay rate of the donor. .

(1) The cash value is given to the family of the deceased employee, or

(2) The cash value is divided by the regular hourly pay rate of the recipient whose personal leave
balance will be credited with the hours. The credited hours may not exceed the leave without pay
the recipient incurred for the pay period.

11 PR 140. Personal Leave on Separation.

(a) A permanent employee separating from employment will receive, within 30 days of separation,
terminal leave in the form of a lump sum payment for the personal leave balance at time of
separation providing that the employee gave proper written notice as specified in 12 PR 005(d) and
the employee is not resigning in lieu of or discharged for gross misconduct or a serious infraction.

(b) An employee reemployed during-terminak-eave who had a terminal leave cash in of 80 hours
or more must refund an amount equal to 80 hours to be credited to the employees personal leave
account.

RULE 12
RESIGNATION, NONDISCIPLINARY SEPARATION AND VOLUNTARY DEMOTION

Section

005. Resignation

010. Withdrawal or Amendment of Resignation

015. Non-disciplinary Separation

020. Voluntary Demotion

025. Eligibility to be Considered for Future Employment

12 PR 005. Resignation.

(a) To resign in good standing an employee must have acceptable or better performance, comply
with all exit requirements, and provide proper written notice.

(b) An employee’s performance shall be considered acceptable or better if:
(1) A permanent employee’s last performance evaluation of record indicates an overall rating of
“meets” or better, or
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(2) A probationary employee’s progress on his or her training plan was satisfactory.

(c) An employee shall be considered to have complied with exit requirements provided the
employee returns all of the BRH’s property and completes other security exit requirements prior to
separation.

(d) Proper written notice must be provided to the department director in advance of separation
from service according to the following provisions:

1) Employees in decision bands A through C must provide written notice at least 2 weeks
prior to the effective date.

(2) Employees in decision bands D and above must provide written notice at least 4 weeks prior to
the effective date.

(3) A resignation must contain:

(A) The date it is written;

(B) An unequivocal statement that the employee is separating from employment;

(C) An effective date which is the employee’s last day of work; and

(D) The employee’s signature.

(e) The department director may waive the advance notice requirement at his or her discretion.

(f) An employee who does not resign in good standing shall not be eligible for reemployment
under the provisions of 5 PR 060.

12 PR 010. Withdrawal or Amendment of Resignation.

(@) An employee, with the approval of the department director, may withdraw a resignation at any
time prior to the selection of a replacement employee.

(b) An employee, with the approval of the department director, may change the effective date of a
resignation.

12 PR 015. Non-disciplinary Separation.
(a) A department director may order non-disciplinary separation of an employee if the employee:

(1) Does not request, is denied, is ineligible for, or exhausts all available leave and fails to appear
for work;

(2) Fails to respond to a notice requiring an indication of an intention to return to work;
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(3) Becomes unqualified for or is unable to perform one or more essential functions of the
position;

(4) Has completed temporary or emergency service; or

(5) Fails to successfully complete the probationary period due to less than acceptable performance.
12 PR 020. Voluntary Demotion.

(a) A permanent or probationary employee may request a voluntary demotion.

(b) The request must be presented to the department director in writing. The decision to authorize
a voluntary demotion is at the discretion of the department director.

(c) A demoted probationary employee will complete the remainder of the original probationary
period in the lower classification unless the probationary service exceeds the normal probationary
period for the lower classification. If the probationary service exceeds the normal probationary
period for the lower classification the employee must serve an additional month of probation.

12 PR 025. Eligibility to be Considered for Future Employment.

(a) An employee who separates from service is eligible to be considered for future employment
with the BRH unless otherwise specified.

(b) An employee who is separated from service with a less than acceptable work habit or a job
attribute shall not be considered for future employment with the BRH unless the individual can
demonstrate that he or she has satisfactorily worked for another employer(s) for a minimum of two
(2) years. The subsequent employer(s) must verify that the undesirable work habit or job related
attribute has been corrected.

(c) An employee who is separated from service with less than acceptable job performance shall not
be considered for future employment with the BRH in the same job class or in a closely related
occupational area unless the individual can demonstrate that he or she has satisfactorily performed
similar work at a fully acceptable level for another employer for a minimum of two (2) years.

(d) An employee who is separated from service under the provisions of 13 PR 045 for misconduct
will not be considered for future employment with the BRH.

(e) An employee who resigns in lieu of dismissal or during the course of an investigation into an
allegation of employee misconduct that, if proven true, would lead to dismissal, will not be
considered for future employment with the BRH.

(f) The employee will be notified upon separation of his or her eligibility for future employment.
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(9) An individual certified as non-eligible to be considered for future employment under the
provisions of (d) through (e) above may, after a period of five years, make a written appeal to the
Chief Executive Officer to have his or her status reversed. The Chief Executive Officer will
respond in writing to the individual requesting reconsideration. The decision of the Chief
Executive Officer shall be final.

RULE 13
DISCIPLINARY ACTIONS

Section

005. Scope

010. Purpose

015. Predisciplinary Investigations
020. Predisciplinary Conference
025. Warning

030. Suspension

035. Step Reduction

040. Demotion

045. Dismissal

13 PR 005. Scope.
This Rule applies only to the classified service.
13 PR 010. Purpose.

The purpose of disciplinary action is to remedy unacceptable performance or conduct. Supervisors
should impose discipline in steps of gradually increasing severity unless the performance or
conduct warrants the immediate application of severe action. In general, the progression of
disciplinary actions should be as follows: written warning, suspension, dismissal. Other sanctions
may be imposed as warranted to address particular deficiencies. Documented verbal warnings and
performance improvement plans are not considered disciplinary actions.

13 PR 015. Predisciplinary Investigations.

(@) In consultation with the Human Resources Director, a supervisor, or other representative of the
BRH, must conduct a fact finding investigation when there is an allegation of misconduct
involving a permanent employee and that employee may be subject to disciplinary action if such
allegation is sustained.

(b) Such investigation shall be conducted in a thorough, fair and unbiased fashion. During the
course of the investigation, the fact finder shall make reasonable attempts to gather all relevant
facts and evidence and shall interview witnesses as appropriate.
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(c) The permanent employee who is the subject of the investigation shall be interviewed. During
the interview, the employee may have representation if he or she desires. If the employee is
represented by a union, such representation shall be limited to an authorized representative of the
union.

13 PR 020. Predisciplinary Conference.

(a) A permanent employee subject to a suspension, step reduction, demotion or dismissal must be
afforded the opportunity for a conference before the disciplinary action is effective.

(b) The purpose of the conference is to allow the employee and management personnel to review
the facts relating to the proposed disciplinary action.

13 PR 025. Warning.
() A supervisor, in consultation with the Human Resources Director, may for cause, after a pre-
disciplinary investigation, issue a written warning to an employee. The warning must be discussed

with the employee.

(b) A copy of the warning with any reply from the employee will be filed with the Human
Resources Director.

(c) A letter of warning is not subject to the grievance procedure.

13 PR 030. Suspension.

(a) A department director, in consultation with the Human Resources Director, may for cause, after
pre-disciplinary investigation, and pre-disciplinary conference if requested, suspend an employee

without pay.

(b) The reason for the suspension will be given to the employee in writing and a copy filed with
the Human Resources Director.

(c) The period of suspension will be treated as leave without pay for other purposes of these Rules
including the effect on leave accrual, anniversary dates, and health insurance premiums.

13 PR 035. Step Reduction.
(@) A department director, in consultation with the Human Resources Director, may for cause, after
pre-disciplinary investigation, and pre-disciplinary conference if requested, reduce by one step the

placement of a permanent employee who is placed at other than the lowest step.

(1) The reason for the reduction will be given to the employee in writing and a copy filed with the
Human Resource Director.

(2) The period the employee serves at the lower step may not exceed 1040 hours without review.
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(3) The employee must be provided a performance improvement plan in accordance with 8 PR
025.

(b) An employee is subject to further step reduction or other disciplinary action if the employee
fails to correct less than acceptable performance or repeats unacceptable behavior during the
period of step reduction.

(c) A department director shall restore salary steps in accordance with 10 PR 085when the
employee receives an overall performance evaluation rating of “3” or better when the unacceptable
behavior has been corrected.

13 PR 040. Demotion.

(a) A department director, in consultation with the Human Resources Director, may for cause, after
pre-disciplinary investigation, and pre-disciplinary conference if requested, demote an employee.

(b) The reason for the demotion will be given to the employee in writing and a copy filed with the
Human Resources Director.

13 PR 045. Dismissal.

(a) A department director, in consultation with the Human Resources Director, may for cause, after
pre-disciplinary investigation, and pre-disciplinary conference if requested, dismiss a permanent
employee.

(b) The reasons for the dismissal and the effective date will be given to the employee in writing. A
copy will be filed with the Human Resources Director.

RULE 14
REDUCTION IN WORK FORCE

Section

005. Scope

010. Layoff

015. Criteria

020. Methodology

025. Notification

030. Layoff Rights

035. Forfeiture of Layoff Rights.

14 PR 005. Scope.

This rule covers separation of employees in the classified service due to a reduction in the number
of positions in a particular classification.
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14 PR 010. Layoff.

(@) The Chief Executive Officer may lay off a permanent or probationary full-time, part-time or
full-time seasonal employee by reason of abolition of position, shortage of work or funds or other
reasons outside the employee’s control. A layoff does not reflect discredit on the service of the
employee.

(b) No permanent or probationary employee may be laid off while there are emergency or
temporary employees serving in the same classification.

14 PR 015. Criteria.

Layoff will be by department and classification with exceptions for bona fide occupational
specialties which are consistent with job practices and the position description.

14 PR 020. Methodology.

(@) The order of layoff will be determined by computing points based on the employee’s length of
service as defined by benefit hours and performance. Employees with the least points within each
classification will be laid off first. In the event of tied scores the employee with the least service
will be laid off first. In the event of tied scores and identical service, layoff will be determined by
lot.

(b) Total employee points are the product of the length of service and the average of the three most
recent performance evaluations. When a performance evaluation does not exist, employee points
will be determined by crediting one point for each full month of service.

(c) Length of service will be determined by total uninterrupted service as a permanent or
probationary employee counted in hours. Leave without pay will not be counted. Full time
equivalencies will be determined for service that is less than full time. Partial weeks will be
rounded to the nearest whole week. Length of service will be calculated as of the first day of the
week in which the Chief Executive Officer issues the layoff notice.

(d) Each of the three most recent performance evaluations is assigned a point value.

(1) An overall rating of “Outstanding” (5) will receive 1.3 points.

(2) An overall rating of “Exceeds” (4) will receive 1.2 points.

(3) An overall rating of “Meets” (3), will receive 1.0 points.

(4) An overall rating of “Needs Improvement” (2) will receive 0.3 points.

AU
(5) An overall rating of “Unsatisfactory” (1) will receive 0.0 points.
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14 PR 025. Notification.

(a) An employee who is laid off will receive a minimum of 30 days written notice from the Chief
Executive Officer. This notice will include the following:

(1) The date on which coverage under the health insurance plan will cease and an explanation of
options for continuing coverage. The employee will be allowed up to one (1) hour of scheduled
duty time to discuss health insurance options,

(2) The employee will be allowed up to one (1) hour of scheduled duty time to discuss public
employees retirement system options, and,;

(3) The employee will be allowed one (1) hour of scheduled duty time to register for work with the
Alaska Employment Service Office, and,;

(4) The employee will be allowed to attend job interviews, upon request and approval from their
supervisor, with any BRH department, the City and Borough of Juneau and the School District
during scheduled duty time, and;

(5) The employee will be allowed up to four (4) hours of scheduled duty time to attend job
interviews with employers, other than those listed in (4) above, which cannot be scheduled at other
times.

(b) A seasonal employee may be notified in writing of an impending layoff while on seasonal
leave without pay. Such notice shall be given to the seasonal employee as soon as practicable, but
at least 30 days prior to the seasonal employee’s scheduled return date or 30 days prior to the date
of the layoff whichever is later.

14 PR 030. Layoff Rights.

(a) Layoff status and rights of a maximum of twenty-four (24) months shall be provided to
permanent employees. For purposes of this section, “permanent employee” includes employees
who are probationary in their current job classification but have attained permanent status in a
previously held job classification. If the employee is not reappointed during this period, the
employee will be separated in good standing. During the period of layoff the following rights exist:

(1) At the time of layoff the employee will receive payment for all personal leave.

(2) Any vacant position for the employee’s job classification which occurs during the layoff period
will be offered first to those employees on layoff status, with exceptions for occupational
specialties. The position will be offered first to the employee with the highest number of points in
the job classification.

(3) To be reappointed, an employee on layoff status must meet the licensing and certification
required of other incumbents in the classification.
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(4) An employee on layoff status may apply for any position as a current employee. Applicants on
layoff status will receive particular consideration. The Human Resources Director must require
written justification to fill a vacant position with someone other than an employee on layoff status
in a related job classification.

(5) An employee on layoff status may, without forfeiting layoff rights, accept any emergency,
temporary, permanent non-benefited position or any permanent position in which the salary is less
than the employee’s salary before layoff.

(6) When an employee on layoff status is appointed to a permanent position in the employee’s
former job classification, the employee will resume employment with the same status, range and
step held at the time of layoff.

(7) When an employee on layoff status is offered appointment to a closely related classification,
the department director and the Human Resources Director shall determine the employee’s status.
The department director shall inform the employee of the proposed status prior to the appointment
becoming effective.

(b) When an employee on layoff status accepts an appointment to an unrelated job classification, a
probationary period must be served.

(c) When an employee on layoff status is appointed to a permanent position, the period of layoff
will be recorded as leave without pay.

14 PR 035. Forfeiture of Layoff Rights.

(a) When an employee on layoff status refuses or fails to respond to a written offer of appointment
to a benefited position in the employee’s former classification within 10 days, layoff status is
ended and the employee will be separated in good standing.

(b) When an employee on layoff status fails to respond within 10 days to a written inquiry relating
to availability for appointment, layoff status is ended and the employee will be separated in good
standing.

(d) An employee may sever layoff rights at any time through the submittal of a written resignation.
At such time as a written resignation is received, layoff status is ended and the employee will be
separated in good standing.

RULE 15
GRIEVANCE AND APPEAL PROCEDURE

Section

005. Scope and Purpose
010. Representation
015. Duty Time
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020. General Grievance Procedure
025. Dismissal, Demotion, or Suspension over 10 Days
030. Appeals to Personnel Board

15 PR 005. Scope and Purpose.

(a) This Rule applies only to employees in the classified service who are not represented by a
collective bargaining agreement.

(b) The purpose of this rule is to resolve disputes and grievances informally and at the lowest level
possible.

(c) No act of reprisal may be taken against an employee for the good faith use of this Rule.
15 PR 010. Representation.

The employee may select a representative to assist in the presentation of a grievance or appeal. The
employee shall provide written notice of the representative’s name and telephone number to the
supervisor, the department director, or the Chief Executive Officer, in addition to the Human
Resources Director, as appropriate.

15 PR 015. Duty Time.

The employee will be given a reasonable amount of regularly scheduled duty time to meet with
management or the Personnel Board to present and resolve the employee’s grievance or appeal.
The employee will not be compensated for time spent on the grievance or appeal outside of
regularly scheduled duty time.

15 PR 020. General Grievance Procedure.

(a) An employee with a grievance regarding working conditions or employment may pursue it as
set forth in subsection (b) subject to the limitations set forth in subsection (c):

(b) Procedures.

(1) The employee shall present the grievance to the immediate supervisor within seven (7) days of
becoming aware of the action being grieved.

(2) The supervisor and the employee shall attempt to informally resolve the grievance
within seven days of the presentation of the grievance. Resolutions may not conflict with
the personnel rules or applicable laws, regulations, or policies and shall not be
precedential. If the resolution of the grievance is not acceptable to the employee, then

(3) The employee shall, within twenty-one (21) days of becoming aware of the action being
grieved, reduce the grievance, including the relief sought, to writing and present it to the
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department director. The employee and the department director shall meet to discuss the grievance
if either party believes such a meeting will be beneficial.

(4) The department director shall respond to the grievance in writing within fourteen (14) days of
the grievance meeting or within fourteen (14) days of notification that the grievance meeting will
not be held. If the decision of the department director is not acceptable to the employee, then

(5) The employee shall present the grievance to the Chief Executive Officer within seven (7) days,
including a written statement explaining why the decision is not acceptable.

(6) The Chief Executive Officer shall respond to the grievance within fourteen (14) days. The
decision must be in writing and include the Chief Executive Officer’s findings, conclusions and
disposition of the grievance. The Chief Executive Officer’s decision shall be final.

(7) If the employee fails to meet the time limits set out in this grievance procedure, the grievance
will not be considered further.

(8) If the BRH fails to meet the time limits set out in this grievance procedure, the employee may
advance the grievance to the next step in the procedure subject to the limitations in the section
concerning appeals to the Board.

(9) The parties may agree to extend the time limits at any step of this procedure. Any agreement to
extend the time limits must be in writing signed by both parties.

(c) Limitations.

(1) No employee may use this section to grieve a dismissal, demotion, or suspension of more than
ten (10) working days.

(2) Only permanent employees may use this section to grieve a suspension ten (10) working days
or less.

(3) Emergency, temporary, casual and PRN employees may not use this section.

(4) The grievance procedure may not be used to determine the appropriate classification of a
position.

15 PR 025. Dismissal, Demotion, or Suspension over Ten (10) Working Days.
(@) An employee with permanent status who is dismissed, demoted, or suspended for more than ten
(10) working days in alleged violation of these Rules, may pursue a grievance concerning any of

these actions as follows:

(1) The employee shall, within seven (7) days of written notification of the action, file a written
grievance with the Chief Executive Officer setting forth the reasons for the grievance and stating
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the relief sought. If the employee fails to file a written grievance within this seven (7) day period,
the grievance will not be considered further.

(2) The Chief Executive Officer shall respond to the grievance within twenty-eight (28) days. The
decision must be in writing and include the Chief Executive Officer’s findings, conclusions and
disposition of the grievance.

(3) The Chief Executive Officer may appoint a hearing officer to investigate the grievance and
recommend to the Chief Executive Officer findings, conclusions and disposition of the grievance.

(4) If the decision of the Chief Executive Officer is not acceptable to the employee, or if the Chief
Executive Officer does not respond in writing within twenty-eight (28) days, the employee may
appeal to the Personnel Board subject to the limitations in the section concerning appeals to the
Personnel Board.

(5) The parties may agree to extend the time limits at any step of this procedure. Any agreement to
extend the time limits must be in writing signed by both parties.

15 PR 030. Appeals to Personnel Board.

An employee with permanent status may appeal a decision of the Chief Executive Officer to the
Personnel Board if the employee’s appeal concerns a dismissal, demotion, or suspension over ten
(10) working days.

(a) The employee shall file the written notice of appeal with the City Clerk within seven days of
the decision of the Chief Executive Officer, or within seven (7) days of the expiration of the time
limit for the Chief Executive’s response, as applicable. The grievance must state the relief sought
and the identity and telephone number of the employee’s representative, if any. An employee who
fails to file a notice of appeal within the applicable seven (7) day period shall have waived the
right to appeal the decision of the Chief Executive Officer.

(b) The City Clerk shall notify the Personnel Board and the Human Resources Director of the
filing of the notice of appeal within two (2) days, excluding Saturdays, Sundays and those holidays
listed in these Rules.

(c) The employee filing the appeal shall have the burden of proving by a preponderance of the
evidence why the relief sought should be granted.

(d) The Personnel Board shall conduct its meetings and hearings according to the Alaska open
meetings law, AS 44.62.310. The City Clerk shall notify in writing all parties and their
representatives of all meetings and hearings of the Personnel Board on an appeal. The City Clerk
shall provide public notice of all meetings and hearings of the Personnel Board as required by law.

(e) The Personnel Board will meet within seven (7) days of receiving notice of the appeal from the
City Clerk to determine the adequacy of the grievance record. If the Personnel Board determines
that the record is inadequate, it will remand the appeal to the Chief Executive Officer for further
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development of the record. The Personnel Board will identify the deficiencies and establish a date
when the supplement to the record is due. The supplement to the record must be provided to the
Personnel Board, the employee, and the employee’s representative. The Personnel Board will
schedule an appeal hearing to be held within fourteen (14) days after the date the supplement to the
record is due.

(F) If the Personnel Board determines that the grievance record is adequate, the Personnel Board
shall schedule a hearing to be held within fourteen (14) days. At the hearing, the Personnel Board
will review the record and consider the presentations of both parties. The parties may not introduce
new evidence at the hearing. An electronic record of the hearing must be made. Persons with
relevant knowledge of the issues presented by the employee’s appeal may give testimony at the
hearing. The Personnel Board may require the employee and the Chief Executive Officer, or their
representatives to exchange witness lists within a stated period of time prior to the hearing. The
employee, the employee’s representative, the Chief Executive Officer, and the Chief Executive
Officer’s representative, may examine and cross-examine any witness with respect to facts which
are material and relevant to the issues involved. The Personnel Board shall be responsible for the
conduct of the hearing and may determine the order of the presentation of evidence, subpoena
BRH officers and employees and other persons to testify and to produce documents and other
evidence, examine or cross-examine the employee and other witnesses, and determine the
desirability of or necessity for prehearing or post hearing briefs or memoranda. All testimony taken
at the hearing shall be under oath.

(9) The hearing need not be conducted according to the technical rules of evidence. The Personnel
Board may admit any relevant evidence if it is the sort of evidence upon which responsible persons
are accustomed to rely in the conduct of serious affairs. Hearsay evidence may be used to
supplement or explain direct evidence but will not be deemed sufficient by itself to support a
finding. Evidence determined by the Personnel Board to be unnecessarily cumulative or neither
likely to prove nor disprove a fact in issue may be excluded upon the objection of the employee,
the Chief Executive Officer, their representatives, or the Personnel Board.

(h) The Personnel Board will submit its written decision, including findings and conclusions, to the
employee, the Chief Executive Officer and their representatives within fourteen (14) days of the
hearing. The Personnel Board’s decision shall be final and binding.

(i) The time limits established in this section may be extended by the Personnel Board if it is
determined that they result in undue inconvenience or hardship for either party or the Personnel
Board.

RULE 16
STANDARDS OF CONDUCT

Section

005. Political Activity

010. Employment Advantage
015. Political Contributions
020. Political Endorsements
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025. Nominations and Candidacy

030. Other Employment

035. Employment Discrimination

040. Harassment

045. Fair Opportunity

050. Nepotism

055. Drug Free Workplace

060. Effects of Violations of Federal or State Laws
065. Dress Code

070. Identification

075. Tobacco-free Campus and Vehicles
080. Use of BRH Assets

085. Use of Cell Phones in Vehicles

090. Influenza Vaccinations

095. Safety

100. Conscientious Objection

105. Violations of Standards of Conduct

16 PR 005. Political Activity.

(a) An employee may not while on duty or in a BRH facility, unless participating in a public
forum, advocate voting for or against a candidate for federal, state or municipal office, or a federal,
state or municipal ballot issue by displaying, posting, and/or distributing buttons, leaflets, posters,
or other materials. BRH bulletin boards, union bulletin boards, BRH internet, and BRH e-mail are
included in this rule.

(b) Nothing in this rule shall prevent an employee, while on duty, from preparing and distributing
information approved by the City Manager or the Chief Executive Officer regarding ballot issues.

16 PR 010. Employment Advantage.

An employee or applicant for employment may not offer, give, solicit or accept any money,
service or valuable consideration in circumstances in which it could reasonably be expected to
influence an employment decision.

16 PR 015. Political Contributions.

(a) No employee or other person may require contributions or services from an employee for any
candidate, political party, political action committee or ballot issue.

(b) No employee or other person may solicit any contributions or services on behalf of any
candidate, political party, political action committee or ballot issue from any employee during
working time.

16 PR 020. Political Endorsements.
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A person may not seek or attempt to use political endorsement to influence an appointment or
employment advantage.

16 PR 025. Nomination and Candidacy.

(a) An employee who files a declaration of candidacy for election to the Assembly must
immediately resign employment. The employee’s position becomes vacant on the first working
day following the date the declaration is filed.

(b) An employee who seeks nomination or becomes a candidate for elective government office
other than the Assembly shall resign or take leave when the department director determines that
this activity interferes with the employee’s work.

16 PR 030. Other Employment.

An employee may not engage in or accept other employment or service for compensation unless
the employee has notified the department director and the City Attorney in writing of the nature
and extent of that outside activity. The department director and/or the City Attorney will respond
back to the employee if there may be a conflict of interest, or incompatibility with BRH
employment.

16 PR 035. Employment Discrimination.

(a) No person may be discriminated against in any appointment, employment or promotion for a
reason not related to merit.

(b) No action affecting the status of employment or consideration of an applicant may be taken
other than those based on the individual’s knowledge, skill, ability and willingness to discharge the
duties and accept the responsibilities of the position.

16 PR 040. Harassment.

Unwanted conduct or communication by a supervisor, co-worker or other person which is not
based on job related factors and adversely affects the employment relationship or working
environment is prohibited. BRH Policies on Sexual Harassment and Workplace Violence
Prevention are hereby incorporated by reference.

16 PR 045. Fair Opportunity.

(a) No person may make any false statement, certification, rating or report in regard to any
examination, selection or appointment.

(b) No person may obstruct another’s right to examination, selection or appointment.

16 PR 050. Nepotism.
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@) A person may not be employed when that person is related by blood, marriage, or domestic
partnership to an employee within and including the second degree of kinship if a direct
supervisory or direct working relationship would exist. A direct working relationship is one in
which one employee approves, directs or reviews the work of another employee.

(b) The Chief Executive Officer may authorize the temporary assignment of a current
employee to a position that would create a direct supervisory or direct working relationship with
another employee related by blood, marriage, or domestic partnership when a critical need relating
to patient care or operations exists.

16 PR 055. Drug Free Workplace.

(a) An employee may not unlawfully manufacture, distribute, possess, use or be under the
influence of controlled substances at the workplace or while on duty.

(b) An employee may not use or be under the influence of beverage alcohol at the workplace or
while on duty.

(c) An employee under the influence of a prescription or non-prescription medication may not
undertake a work activity if the medication could impair the employee’s ability to safely perform
the activity.

16 PR 060. Effects of Violations of Federal or State Law.

(a) An employee who receives a citation requiring a court appearance, or who is charged, arrested
or convicted, for a misdemeanor or felony, must report the citation, charge, arrest, or conviction to
the employee’s department director within one working day. An employee who fails to report
such citation, charge, arrest or conviction may be subject to disciplinary action, up to and including
dismissal. Conviction includes a plea of guilty as part of a plea agreement or after trial, or a nolo
contendere plea.

(b) An employee who violates a federal or state law or regulation may be subject to
disciplinary action up to and including dismissal if the violation is a barrier crime as defined in 7
AAC 10.905 or there is a clear nexus between the offense and the employee’s duties, if a violation
impairs the employee’s ability to perform the duties of their position, or if the action adversely
affects the BRH.

16 PR 065. Dress Code.

BRH policy on Personal Appearance Guidelines is hereby incorporated by reference.

16 PR 070. Identification.

All employees must wear a visible BRH photo identification card when working.
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16 PR 075. Tobacco-free Campus and Vehicles.

Smoking is prohibited on the BRH Campus and in BRH vehicles pursuant to AS 18.35.
16 PR 080. Use of BRH Assets.

(a) BRH assets include, but are not limited to:

(1) Facilities, equipment, vehicles or tools.

(2) Computers, servers, computer networks, software, e-mail accounts, or internet regardless of the
method, time or place of access.

(3) Phones, cell phones, facsimile machines, radios or voice mail.

(4) Xerox machines, or other office equipment.

(5) Any other asset that is the property of the BRH.

(b) An employee may not use any BRH assets for personal gain.

(c) An employee may not use a BRH asset to:

(1) Defame, discriminate, or harass a co-worker or member of the public;
(2) Access or distribute obscene or pornographic materials;

(3) Violate a federal, state, or local law in any jurisdiction; or

(4) Represent the BRH in any forum unless such representation is within the official and
sanctioned capacity of the employee’s duties.

(d) De-minimus use of BRH assets for personal reasons are acceptable provided such use is not in
conflict with the rest of this rule or any other BRH policy, and the use of the asset does not
interfere with the employee performing his or her regular duties.

(e) Any question regarding whether or not the use of a BRH asset is appropriate should be referred
to the employee’s supervisor.

(f) A department director may impose other reasonable restrictions on the use of BRH assets.

(9) The BRH retains the right to access any BRH computer or BRH e-mail account used by an
employee at any time. An employee has no expectation of privacy related to any communication
that is created, sent or received via electronic medium from a BRH computer or a BRH e-mail
account. Documents created, sent or received in conjunction with an employee’s duties may be
subject to disclosure under the Public Records Act.
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16 PR 085. Use of Cell Phones in Vehicles.

Except in an emergency situation, an employee may not use a cell phone while driving a BRH
vehicle, or while operating a personal vehicle while on BRH business.

16 PR 090. Safety.

Safety and equipment standards shall be in conformance with applicable state and federal
law and/or regulation and Employer requirements. Failure to follow safety directives or
to use safety equipment may result in discipline up to and including dismissal.

16 PR 095. Influenza Vaccinations.

Employees who have not received an influenza vaccination prior to the start of the influenza
season shall wear facemasks during the influenza season. The Employer will endeavor to provide
an influenza vaccination to employees by September 15" of any given year. Such vaccination
shall be provided at no cost to the employee. The employer shall designate what constitutes
influenza season based on CDC reports and clinical evidence.

16 PR 100. Conscientious Objection.

(@) Except in emergencies, no employee shall be required to perform or assist in the
performance of any treatment or procedure that violates the employee’s previously stated
religious or ethical beliefs.

(b) An employee, upon being offered or assigned a specific position in which
participation in such treatment or procedure may occur, shall provide written notice to the
department director of any limitation his or her religious or ethical beliefs may place
upon his or her ability to perform the duties of the position.

(c) The department director shall review the written notice provided by the employee
and may, if deemed necessary for business and patient care considerations, assign the
position to another employee.

(d) Expressing conscientious objection shall in no way affect the employee’s
performance rating or, except as necessary to accommodate the employee’s previously
stated beliefs, promotional opportunities.

16 PR 105. Violations of Standards of Conduct.

An employee who violates BRH standards of conduct may be subject to discipline up to and
including dismissal.
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RULE 17
GENERAL PROVISIONS

Section

005. Personnel Actions

010. Personnel Records

015. Continuation of Health Insurance

020. Licensed Employees

025. Wearing of Uniforms

030. Floating
17 PR 005. Personnel Actions.
The following actions affecting an employee in the classified or partially exempt service must be
in writing and a record of the action maintained: appointment, separation, change of position,
change of pay, change of status, and disciplinary actions impacting pay.
17 PR 010. Personnel Records.

(a) Personnel records are confidential and are not open to public inspection except as provided in
this section.

(b) All requests for release of personnel records shall be submitted to the Human Resources
Director. The director or the director’s designee shall review the requests and approve the release
of information as authorized in this section. Personnel records authorized for release shall be
available for inspection subject to reasonable restrictions on the time and manner of inspection.
(c) The following information is available for public inspection:

(1) The names and classification titles of all employees,

(2) The position held by an employee,

(3) Prior BRH positions held by an employee,

(4) Whether an employee is in the classified or partially exempt service,

(5) The dates of appointment and separation of an employee,

(6) The wages paid to an employee, and

(7) Applications for positions in the partially exempt service except for address, social security

number, date of birth, personal telephone numbers, and Equal Employment Opportunity
information.
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(d) Personnel records not open to public inspection are released only under the following
conditions:

(1) An employee or former employee may examine his or her own personnel records, with the
exception of selection information deemed confidential under these Rules, and may give written
authorization to others to examine these records; and

(2) BRH employees with a direct supervisory relationship with the employee may examine the
employee’s personnel records. Access to personnel records may be granted only for purposes
related to the BRH’s Human Resource system.

(e) In the absence of written authorization from the employee or former employee:

(1) Personnel records are released only to federal, state or BRH officials authorized by law to
review the records; or

(2) Personnel records may be released upon receipt of an order of a court of competent jurisdiction.
17 PR 015. Continuation of Health Insurance.

(a) An employee covered by health insurance who is on leave without pay because of an on-the-
job incident covered by workers’ compensation will continue to be covered by health insurance
pursuant to the terms of subsection (d).

(b) The family of a deceased employee covered by health insurance will continue to be covered by
health insurance for the remainder of the month of the employee’s death unless the death is
because of an accident on the job and health insurance is not provided to the family by the Public
Employees Retirement System. In the latter case, health insurance is provided for 52 weeks
following the date of the employee’s death.

(c) An employee covered by health insurance who is on authorized leave without pay may
continue coverage by paying the employer’s portion of the health insurance premium on a pro-
rated basis.

(1) The employee shall pay a prorated portion of the employer’s contribution to the health
insurance premium beginning on the second day of authorized leave without pay status.

(2) An employee on authorized leave without pay for longer than 30 days shall have the option to
waive his or her health insurance for the duration of leave without pay.

(3) An employee who is on furlough shall pay a prorated portion of the employer’s contribution to
the health insurance premium beginning on the fifteenth consecutive day of furlough status.

(d) An employee covered by health insurance who is on Family/Medical Leave will be covered by
health insurance for the entire 12 weeks of absence permissible in a 12-month period even if the
employee is on leave without pay.
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(e) An employee who is called to active uniformed service shall have the employer’s portion of the
employee’s health insurance premium covered for the first 30 days of military leave.

(F) An employee who is in leave without pay status due to a disciplinary action shall be required to
pay a prorated portion of the employer’s health insurance premium costs beginning with the first
hour of leave without pay.

17 PR 020. Licensed Employees.

An employee in a position for which a license, registry, or certification is required shall notify the
Department Director or the Human Resources Director in accordance with the applicable policy if
that license, registry, or certification is suspended, revoked, expired or withheld.

17 PR 025. Wearing of Uniforms.

Uniform items identifying an individual as a BRH employee may only be worn while performing
assigned job duties, when traveling directly from place of residence to work and when traveling
directly from work to place of residence.

17 PR 030. Floating.

(a) An employee shall not be required to float to an area in which he or she does not have the
necessary skills, timely orientation, or ability to perform the duties assigned.

(b) An employee required to float shall receive timely orientation appropriate to the assignment.
Orientation will be dependent upon the employee’s previous experience and familiarity with the
task to which such employee is assigned.

RULE 18
COMPENSATION AND REIMBURSEMENTS

Section

005. Pay Schedules

010. Shift Differentials

015. On-call Rate

020. Preceptor Rate

025. Casual Differential

030. Weekend Differential

035. PRN Premium Rate

040. PRN Differential

045. Certification Pay

050. Temporary Assignment Pay
055. Longevity Pay

060. Health Benefits and Employee Wellness
065. Travel Reimbursement
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070. Mileage and Vehicle Allowance
075. Reimbursement of Interview Travel Expenses
080. Relocation Expense
085. Repayment to Employer
18 PR 005. Pay Schedules.
The pay schedules attached as Appendix | shall be effective on the date shown thereon.

18 PR 010. Shift Differentials.

Shift differential, as defined in 10 PR 100, shall be compensated at the following rates: evening
shift differential is $2.00 per hour; night shift differential is $3.75 per hour.

18 PR 015. On-call Rate.

The on-call rate, as defined in 10 PR 105, is $4.00 per hour.

18 PR 020. Preceptor Rate.

Preceptor pay, as defined in 10 PR 145, is $2.00 per hour.

18 PR 025. Casual Differential.

Casual differential, as defined in 5 PR 030(a)(4), is $2.00 per hour.
18 PR 030. Weekend Differential.

Weekend differential, as defined in 10 PR 135, is $4.00 per hour.
18 PR 035. PRN Premium Rate.

PRN premium pay, as defined in 10 PR 155(g), is $5.00 per hour.
18 PR 040. PRN Differential.

PRN differential, as defined in 5 PR 030(a)(6), is:

(@) 10% of current step for a PRN — Nurse I;

(b) 20% of current step for a PRN — Nurse II:

(c) 25% of current step for a PRN — Nurse I11; and

(d) 25% of current step for other PRN employees.
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18 PR 045. Certification Pay.

Certification pay, as defined in 10 PR 140, is:

(a) $400.00 for the first certification;

(b) $350.00 for the second certification; and

(c) $250.00 for the third certification.

18 PR 050. Temporary Assignment Pay.

Temporary Assignment Pay, as defined in 10 PR 090, is $2.00 per hour.
18 PR 055. Longevity Pay.

Longevity Pay, as defined in 10 PR 085, is:

(@) $750 annually for 31,200 hours up to 41,600 hours;
(b) $1,000 annually for 41,601 up to 51,999 hours; and
(c) $1,500 annually for 52,000 hours and above.

18 PR 060. Health Benefits and Employee Wellness.

The BRH maintains a health benefit and employee wellness program for its employees on a
defined contribution basis.

(a) The BRH provides a tiered health insurance employee benefit to eligible employees. Eligible
employees pay, by payroll deduction, any difference between the BRH’s contribution and the
amount required to provide the coverage elected by the employee under the tiered benefits
program, except that the employer shall cover the full premium contribution for the employee only
economy plan.

(b) An employee who participates in the Healthy Rewards program will receive a $50.00
per pay period reduction in his or her health insurance premium contribution rate.
Participation will be tracked on a yearly basis and the premium reduction will be
effective the next plan year. For example, participation in plan year 2012 would result in
a premium reduction for plan year 2013. The criteria established for the Healthy Rewards
program is subject to modification by the CBJ in consultation with the Health Benefits
Committee.

(c) The eligibility of the employees and their dependents for coverage and the precise benefits to
be provided shall be as set forth in the insurance benefit plan written and maintained by the CBJ
for that purpose.

(d) Eligible part-time employees shall be provided the option of participating in the group
insurance plan.
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(e) An employee may elect to opt out of the health benefit program providing the employee
submits annual documentation that verifies coverage under another insurance plan that is at least
equal to the employee only economy tier.

(F) When an employee leaves employment due to termination, resignation or lay off, health
insurance coverage ends at 12:01 a.m. on the day following the last day of pay status.

(9) When an employee is on Leave Without Pay while on Family/Medical Leave, the provisions of
the Family/Medical Leave policy which maintain health benefit coverage remain in effect and the
employee contribution remains unchanged.

(h) The CBJ maintains a Health Benefits Committee, which is made up of members that represent
the different groups that are part of the health benefits plan. The Committee will meet at least
quarterly to review progress of cost containment efforts, review the administrative company’s
performance and offer suggestions regarding other options concerning employee health insurance.
The Committee will develop checks and balances on plan adjustments with the goal of maintaining
the relative cost and value of the tiers. This committee may also develop, implement and evaluate
Wellness Program activities and services and review the effectiveness of the Employee Assistance
Program. The Health Committee will review the health benefit costs at its quarterly meetings and
make recommendations to the parties that address increased costs.

(i) The BRH shall contribute not less than $12.80 per full time employee per month to fund a
Wellness Program in order to promote education about healthy lifestyles.

(1) Employees who are placed in furlough status on a reduced workweek or workday basis shall not
be required to pay a prorated portion of the Employer’s health insurance contribution rate provided
the employee continues to work a minimum of 60 hours per pay period.

18 PR 065. Travel Reimbursement.

(a) All official travel must be authorized in advance by the employee’s department director and the
funds have been appropriated.

(b) BRH’s Travel Expense Reimbursement Policy is hereby incorporated by reference.

(c) The Chief Executive Officer may establish other reasonable rules and procedures associated
with travel.

18 PR 070. Mileage and Vehicle Allowance.
An employee who uses his or her own vehicle for BRH business will be reimbursed

per the standard IRS mileage reimbursement rate. The employee must be able to
show proof of insurance if requested.
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18 PR 075. Reimbursement of Interview Travel Expenses.

Upon written advance authorization by the Chief Executive Officer, a job applicant may be
reimbursed for transportation and per diem expenses reasonably necessary to attend an
employment interview.

18 PR 080. Relocation Allowance.

The Human Resources Director may authorize a relocation allowance for a new employee
provided the Human Resources Director and the employee sign a written agreement specifying the
maximum allowance and requiring pro-rated repayment if the employee fails to complete the work
commitment as set forth in the agreement.

18 PR 085. Repayment to Employer.

Monies owed to the BRH by an employee who separates from service shall be deducted from the
employee’s final leave cash in and pay check, except that the employee’s final check may not be
less than the actual number of hours worked times the minimum wage guaranteed by state or
federal law. An employee may owe the BRH money for a variety of reasons including, but not
limited to: training, travel and relocation reimbursement; health insurance reimbursement;
intentional or grossly negligent damage to BRH property, personal use of BRH credit cards; or
failure to return BRH property. Should the amount of the employee’s final pay and leave cash in
be insufficient to cover the total monies owed the BRH, the BRH may take other actions to recover
the funds.

RULE 19
Licensed Medical Doctors and Advanced Practitioners

Section
005.

19 PR 005.
Licensed medical doctors and advanced practitioners are not subject to the provisions of the

personnel rules. Terms and conditions of employment are set out in individual employment
contracts.

RULE 20
DEFINITIONS

Section
005. Definitions



CBJ Resolution No. 2785 — Exhibit A Page 69 of 72

20 PR 005. Definitions.
Unless stated otherwise in these rules:
(1) “Appointment” means the offer to and acceptance by a person of a position.

(2) “Cause” means that sufficient justification exists, in accordance with the merit principle of
employment, for taking the proposed adverse employment action.

(3) “BRH” means the Bartlett Regional Hospital.
(4) “Child” means biological, adopted, or foster child, stepchild or legal ward.

(5) “City and Borough of Juneau (CBJ) resident” means a person physically present in the CBJ
with the intent to remain in the CBJ indefinitely and to make a home in the CBJ. A person
demonstrates the required intent by:

(a) maintaining a principal place of abode in the CBJ for at least 30 days, and

(b) providing other proof of intent as may be required by the Human Resources Director that the
person is not claiming residency outside the CBJ or obtaining benefits under a claim of residency
outside the CBJ. A person who establishes residency in the CBJ remains a resident during an
absence from the CBJ unless during the absence the person establishes or claims residency in
another state, territory, country or municipality or is absent under circumstances that are
inconsistent with the intent required within this definition to remain a resident of the CBJ.

(6) “Classification plan” means the system of grouping positions into appropriate classes
consisting of an index to the classification specifications, the classification specifications and the
rules for administering the classification plan. BRH has adopted the Decision Band Method
(DBM) to allocate positions within the classification plan.

(7) “Classified service” means those positions in the BRH service which are not specifically
included in the partially exempt service as provided in CBJ 44.05.

(8) “Demotion” means the appointment of an employee from a position in one job classification to
a position in another job classification at a lower DBM rating.

(9) “Department director” means the head of a department.

(10) “Direct supervisory” means a supervisory relationship to an employee including all
supervisors in the direct line of authority from the immediate supervisor to the Chief Executive
Officer.

(11) “Domestic partners” means persons co-habituating in an intimate relationship with the intent
to reside together indefinitely where each person is the other’s sole domestic partner and both
parties are responsible for the common welfare of the other.
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(12) ““On duty” means those hours an employee is assigned to work.

(13) “Employee status” means the employment standing of an employee. Employee statuses
include permanent, probationary, temporary, emergency, layoff and partially exempt.

(14) “Examination” means any activity or process used by the appointing authority to select an
employee including but not limited to: review of applications; written, oral and physical tests;
medical examinations, interviews, consulting with references and past employers and the
evaluation of the employee’s performance during the probationary period.

(15) “Furlough” means an unpaid period of leave or a temporary decrease to the minimum
number of hours worked in a work week or work day for full time employees that is authorized by
the Chief Executive Officer in response to fiscal constraints.

(16) “Good standing” refers to the separation status of an employee. An employee separates from
service in good standing when an employee resigns with “meets” or better performance, complies
with all exit requirements, and provides proper written notice in accordance with 12 PR 005.

(17) “Health care provider” means a health care provider, as defined in Family Medical Leave
Act policy.

(18) “Human Resources Director” means the Chief Executive Officer and that person appointed
by the Chief Executive Officer as the Human Resources Director.

(19) “Intermittent Disaster Response Appointee (IDRA)” means a temporary, intermittent
employee of the U.S. Department of Health and Human Services who responds to, or trains for,
emergencies involving infectious diseases or weapons of mass destruction. They are protected by
USERRA both for training and actual emergencies.

(20) “Job classification” means a group of positions which are similar in general duties,
responsibilities and minimum qualifications and is identified by the same title.

(21) “Job classification series” is as defined by the Human Resources Director and documented
in classification specifications.

(22) “Layoff” means the separation of an employee because a position is abolished, because of
fiscal restraints, lack of work or other reasons not reflecting discredit on the employee.

(23) “Layoff status” means the status of a permanent or probationary employee who has been
separated from employment for reasons not reflecting discredit on the employee and who has
certain rights and obligations under these rules.

(24) “Merit principle of employment” means:
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(a) recruiting, selecting and promoting employees on the basis of their knowledge, skill, ability and
willingness to perform the work, including open consideration of qualified applicants for initial
appointment;

(b) retention of employees with permanent or probationary status on the basis of job performance
and behavior, including reasonable efforts of temporary duration for correction of inadequate
performance or unacceptable behavior, and separation for cause;

(c) equal treatment of employees and applicants with regard only to knowledge, skill, ability and
willingness to perform the job;

(d) rates of pay based on the work assigned and performed; and
(e) selection and retention of employees secure from political influences.

(25) “Parent” for FMLA purposes, means a biological or adoptive parent, a parent in law, or a
stepparent.

(26) “Partially exempt service” means those positions in the BRH service listed or provided for
in CBJ 44.05.070. Unless designated otherwise by the City Manager in writing, all positions
assigned to DBM ratings D through F are in the partially exempt service. Employees in partially
exempt positions are not subject to or covered by the personnel rules on recruitment, examination,
selection, probationary periods, reduction in force and grievance and appeal procedures.

(27) “Pay rate” means the specific salary or hourly rate of pay for a position.

(28) “Pay status” includes any time for which an employee is compensated including regular
hours worked, overtime hours worked, paid leave, and paid holidays.

(29) “Personnel Board” means the board created by Section 3.14 of the CBJ Charter and CBJ
Title 44, the personnel management code.

(30) “Position description” means a written statement describing the essential duties and
responsibilities of a position, minimum qualifications, and physical/mental requirements.

(31) “Promotion” means the movement of an employee from a position in one job classification to
a position in a job classification at a higher DBM rating.

(32) “Publicly announced” means the posting of a vacancy, including but not limited to,
advertising, internet posting, or job boards.

(33) “Qualified applicant” means an applicant for a vacant position who meets the minimum
qualifications for the position and has submitted a timely and complete application.

(34) “Review Date” means the date an employee has completed a year of continuous service as
defined in 10 PR 065.
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(35) “Second degree of kinship” means a father, mother, son, daughter, brother, sister,
grandmother, grandfather, granddaughter, grandson, uncle, aunt, niece, or nephew, in a full, half,
step, or foster relationship by blood, marriage, or domestic partnership.

(36) “Uniformed Services” means the Army, Navy, Marine Corps, Air Force, Coast Guard, and
the commissioned corps of the Public Health Service. This includes the Reserve components of
these services and the Army National Guard and Air National Guard. Under another Federal law
enacted in 2002, Congress extended reemployment rights under USERRA to persons who serve as
Intermittent Disaster Response Appointees (IDRA).

(37) “Year” means 2080 hours of work.



