Job Class
1001
1002
1004
1005
1006
1007
1008
1009
1010
1011
1013
1014
1015
1016
1017
1018
1019
1023
1024
1025
1026
1028
1029
1030
1101
1103
1104
1105
1106
1112
1113
1114
1201
1202
1203
1204
1205
1207
1301
1302
1304
1306
1307
1308
1309
1311

Job Description

OFFICE ASSQOCIATE I

OFFICE ASSOCIATE 1l

POLICE RECORDS SPECIALIST
OFFICE ASSOCIATE 1l

OFFICE ASSOCIATE IV
EXECUTIVE OFFICE ASSOCIATE
ADMINISTRATIVE OFFICE ASSOC
TRAINING PROGRAM ADMINISTRATOR
LEGAL ASSISTANT

BENEFITS ADMINISTRATOR
PERMITS ADMINISTRATOR

~ CITY CLERK

DEPUTY CITY CLERK

PW COMMUNICATIONS OP
RECRUITMENT/EMPLOYEE RELATIONS
FIRE ADMINISTRATIVE OFFICER
LEGISLATIVE AND POLICY ANALYST
HISTORIC PRESERVATION ASST
WARRANT CONTROL CLERK
HUMAN RESOURCES ASSOCIATE |
HR OFFICE ADMINISTRATOR
PERMITS ASSOCIATE
ADMINISTRATIVE ASSISTANT
ELECTION/BOARD & COMM ADMIN
MIT ANALYST

MIT MANAGER

MIT SPECIALIST

MIT WEB DEVELOPER

MIT NETWORK ENGINEER

MIT ADMIN SUPPORT ANALYST
GIS COORDINATOR

GIS TECHNICIAN

PROCUREMENT OFFICER

SENIOR BUYER

BUYER

SENIOR PURCHASING CLERK
POLICE ADMINISTRATIVE CLERK
FACILITIES MAINT SUPERVISOR
FINANCE DIRECTOR

ASSISTANT FINANCE DIRECTOR
SENIOR ACCOUNTANT
ACCOUNTING ASSOCIATE |
ACCOUNTING ASSOCIATE Il
ACCOUNTING ASSOCIATE 1l
ACCOUNTANT

FINANCE OFFICE ADMINISTRATOR

Min Grade
A02
AQ4
A06
Al6
AQ7
Al0D
A09
Al5
AQ09
Al5
Al0
Al6
Al10
AO7
Al5
Al4
Al4
All
A0S
AO7
A10
AQ7
A8
AlD
Al6
Al8
Al2
Al3
Al5
Al0Q
AlS
All
Al8
Al10
AD9
A0S
AD9
Al3
A20
Al8
Al5
AO7
AO8
A09
Al3
Al0




Job Class
1501
1502
1503
1504
1507
1508
1509
1511
1519
1520
1521
1522
1601
1602
1603
1604
1605
1606
1607
1608
1609
1610
1611
1612
1613
1614
1700
2001
2002
2003
4001
4002
4003
4004
4005
4006
4007
4009
4011
4012
4013
4014
4016
4017
4019
4020

Job Description

HUMAN RESOURCES DIRECTOR
ALDERMAN

CITY MANAGER

MAYOR

MARKETING SPECIALIST - TRANSP
COMMUNITY SERVICES SPECIALST
COMMUNICATIONS OFFICER
SMBE COORDINATOR

HS OFFICER & OMBUDSMAN
COMMUNITY RELATIONS SPECIALIST
CITY COUNCIL ASSOCIATE
ASSISTANT CITY MANAGER
DIRECTOR OF TRANSPORTATION
TRANS GRANTS SPECIALIST
TRANSPORTATION SUPERVISOR
TRANSPORTATION SUPERINTENDENT
BUS DRIVER I

BUS DRIVER |

TRANSPORTATION INSPECTOR
TRANSPORTATICON SPECIALIST

BUS DRIVER TRAINEE

FLEET MAINTENANCE SPECIALIST
FLEET MAINTENANCE TECHNICIAN |
FLEET MAINTENANCE TECH Il
FLEET MAINTENANCE SUPERVISOR
LEAD BUS DRIVER

MOBILITY & PARKING SPECIALIST
CITY ATTORNEY
ASSISTANT CITY ATTORNEY
PARALEGAL

POLICE CHIEF

POLICE MAJOR/DEPUTY CHIEF
POLICE CAPTAIN

POLICE LIEUTENANT

POLICE SERGEANT

POLICE CORPORAL

POLICE OFFICER 1/C

POLICE OFFICER

PARKING ENFORCEMENT OFFICER |
PARKING ENFORCEMENT OFF SUPER
POLICE COMMUNICATIONS OPER 2
POLICE COMMURNICATIONS OPER 1
POLICE PROPERTY COORDINATOR
POLICE PLANNING ANALYST
POLICE ID SPECIALIST

PARKING METER COLLECTOR Il

Min Grade
A20

Al3
Al10
Al8
Al4
Al8
Al2
Al0
Al4
A20
Al3
Al0
Al4
AO7
AO5
Al0
Al3
AQ4
All
Al10
All
Al2
AO8
Al3
A20
Al8
Al0
P20
P18
P17
P15
P13
P12
P11
P10
AD4
AD6
All
A09
Al0
Al0
A8
A0S




Job Class
4021
4022
4026
4027
4030
4031
4032
4033
4101
4102
4103
4104
4105
4108
4109
4110
4111
4112
4113
4114
4115
4116
4119
4120
4121
4122
4124
4126
4127
4128
4129
4200
4201
4300
5001
5002
5003
5004
5005
5006
5007
5008
5009
5010
5011
5012

Job Description

PARKING METER COLLECTOR |
WARRANT CONTROL/RECORDS SUPER
COMMURNITY SRVS SUPERVISOR
SYSTEMS SUPPORT SPECIALIST
POL EXTERNAL AFFAIRS OFFICER
HISPANIC COMMUNITY LIAISON
ADMIN ENFORCEMENT ASSOC
CRIME ANALYST

FIRE CHIEF

DEPUTY FIRE CHIEF

FIRE BATTALION CHIEF

FIRE CAPTAIN

FIRE LIEUTENANT

FIRE APPARATUS MAINT SPECIALIS
FIRE ADMIN SPECIALIST
FIREFIGHTER |

FIREFIGHTER Il

FF I/1I-EMT-1 OR CRT

FF II-TECHNICIAN

FEH

FF 1/il EMT-P

FF II-FIRE MARSHAL INSP
FENI-EMT-1 OR CRT

FF ill - TECHNICIAN

FF 1/C

FF |1-EMT-P

FF HI-FIRE MARSHAL INVEST
FIREFIGHTER 1/C ALS

FF 1/C-FIRE MARSHAL INSPECTOR
FF 1/C-FIRE MARSHAL INVST

FF 1/C INSTRUCTOR

DEP DIR EMERGENCY PREPAREDNESS
PIO & QUARTERMASTER

RISK ANALYST

PLANNING DIRECTOR

CHIEF OF CURRENT PLANNING
CHIEF OF HISTORIC PRESERVATION
CHIEF COMPREHENSIVE PLANNING
SENIOR PLANNER

ZONING ENFORCEMENT OFFICER
PLANNER

COMMUNITY DEVELOPMENT ADMIN
COMMUNITY DEV SPECIALIST

SR COMPREHENSIVE PLANNER

SR TRANSPORTATION PLANNER
PLANNING OFFICE ADMINISTRATOR

Min Grade
AO5
A10
Ald
Al2
AlS5
Al2
AD3
Al2
F20
F18
F17
Fi6
F15
All
Al2
F10
F10
F11
Fii
Fi1
Fiz
F12
F12
F12
Fi3
F13
F13
F14
Fi4
F14
F14
Al4
Al2
Al2
A20
Al8
Al7
Al7
Al5
Al3
Al3
Al7
Al3
Al5
AlS
A10




Joh Class
5101
5102
5103
5105
5106
5107
5108
5109
5110
5111
5113
5114
5115
5200
5201
5202
5203
5204
5205
5206
5207
5208
5209
5210
5211
5212
5213
5214
5215
6001
6002
6003
6004
6005
6006
6007
6008
6009
6010
6011
6013
6014
6015
6016
6100
6200

Job Description

DIRECTOR OF PUBLIC WORKS
ASSISTANT DIRECTOR PW

PW BUREAU CHIEF-ENGINEERING
BUREAU CHIEF-ENVTL PROGRAMS
COMPUTER DRAFTSPERSON
ENGINEERING TECHNICIAN NI
ENGINEERING TECHNICIAN I
ENGINEERING TECHNICIAN IV

CIVIL ENGINEER I

CIVIL ENGINEER §

TRAFFIC ENGINEER

ASSISTANT TO DNEP DIRECTOR
PUBLIC WORKS ANALYST

DNEP DIRECTOR

CHIEF OF CODE ENFORCEMENT
BUILDING INSPECTOR

SENIOR PROP MAINT INSPECTOR
PROPERTY MAINTENANCE INSPECTOR
PLUMBING/UTILITY INSPECTOR
ENVIRONMENTAL PROGRAM COORD
ELECTRICAL INSPECTOR
ARCHITECTURAL PLANS REVIEWER
PUBLIC WORKS INSPECTOR
ENVIRONMENTALIST
MECHANICAL/LIFE SAFETY INSPECT
FIRE SAFETY INSPECTOR
COMBINATION INSPECTOR
STORMWATER MANAGEMENT ENGINEER
ENVIRONMENTAL COMPLIANCE INSP
DIRECTOR OF REC AND PARKS

PARKS ADMINISTRATOR
RECREATION SPORTS SUPERVISOR
RECREATION LEADER |

RECREATION LEADER 1|

RECREATION PROGRAM SUPERVISOR
HORTICULTURIST
PARKS TURF SPECIALIST
RECREATION OFFICE ADMIN

PARK FOREMAN

PARKS MAINTENANCE WORKER |
DANCE & FITNESS COORDINATOR
RECREATION DIVISION CHIEF
PARKS&FACILITIESDIVISION CHIEF
STANTON CENTER MANAGER

FRONT DESK SUPERVISOR
MARKETING/MBRSHP COORDINATOR

Min Grade
A20
Al8
A18
Al7
All
A0S
AO08
Al10
A15
Al3
A15
Al5
Al5
A20
Al7
Al10
Al2
AQ9
Al2
Al2
Al2
Al15
Al0
Al2
Al2
AO9
Al3
Al5
Ail
AZ0
AlS
Al2
AO7
AQOB
Al4
Al3
A08
Al10
Al0
AQS
AD4
Alb
AlG
Al13
Alz
Al10




Job Class
6300
6311
7001
7002
7003
7004
7005
7010
7012
7014
7015
7016
7101
7104
7201
7203
7220
7301
7302
7303
7402
7403
7404
7405
7406
7407
7408
7409
7410
7411
7412
7413
7414
7415
7417
7600
7601
7602
8001
8002
8004

Job Description

PMRC FACILITY SUPERVISOR
PARKS MAINTENANCE WORKER 111
PW MAINTENANCE WORKER |
PW MAINTENANCE WORKER I
PARKS MAINT WORKER (!
MASON 1

MASON il

PUBLIC WORKS SUPERVISOR
CREW LEADER

TRAFFIC TECHNICIAN |

TRAFFIC TECHNICIAN If

TRAFFIC TECHNICIAN i

PUBLIC WORKS SERVICE WORKER
SUPERINTENDENT-PW SERVICES
GARAGE SUPERVISOR
AUTOMOTIVE TECHNICIAN

FLEET MANAGER

EQUIPMENT OPERATOR |
EQUIPMENT OPERATOR II
EQUIPMENT OPERATOR Ili
SUPERINTENDENT-PW UTILITIES
WATER PLANT SUPERINTENDENT
ASST WATER PLANT SUPT
UTILITY SUPERVISOR
INSTRUMENTATION TECHNICIAN
METER TECHNICIAN 1

METER TECHNICIAN Il

UTILITY MECBANIC ]

WATER PLANT MECHANIC
UNDERGROUND UTILITY LOCATOR
WATER PLANT TECHNICIAN |
WATER PLANT TECHNICIAN 1I
WATER PLANT TECHNICIAN [l
UTILITY MECHANIC HI

WATER PLANT OPERATOR IV
FACILITIES MAINT ENGINEER ||
FACILITIES MAINT ENGINEER |
FACILITIES MAINTENANCE TECHNIC
HARBORMASTER
HARBORMASTER OFFICE ADMIN
DEPUTY HARBORMASTER

Min Grade
Al2
AO07
Al4
AQ5
AOG
AQ7
A08
All
A09
AO6
AO8
Al0
AO4
Al6
Al2
AQ9
Al6
AQ6
AOQ7
AD8
Al6
Al6
Al4
Al12
Al10
A06
A07
A09
A09
AQ7
AQ7
AQ9
All
A10
All
Al2
All
AQ7
A18
Al0
Al3
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THE CITY OF ANNAPOLIS, MARYLAND
CIVIL SERVICE BOARD MINUTES

July 13, 2005

MEMBERS PRESENT: James R, RENFROE - Chairperson
Clifton JOHNSON

Velima McCULLOUGH

Joseph F. RODOWSKY

Sherry YANIGA :
STAFF PRESENT: Chavles Hendricks, Presenier

Kimla Milbura, Mrector of Tluman Resources
Danielle Matland, Director of Transportation
Paul Rensted, Recruitment Administrator

Ald. Classte Hoyle

PRESENT AT LARGE;: Willie Charies !
Jay Tucker
Marcia Patrick

A quorum being present, the Chairperson called the meeting {0 order at 9:05 aum.

ISSUE BEFORE THI BOARD: Creation of new Transportation Granis/Parking Coordinator position
within The Department of Transportation,

Kimla Milburn presented a memorandum from the Director of Transportation, Danielle Matland, :
requesting (o change the duties and reclassify a currently vacant position, Account Clerk [11, to include E
responsibilities of grant writing, processing, implementing, record keeping and serving as parking
ombudsman. Ms, Matland claborated, explaning how the position has evelved due to an outsourcing of
the Parking [unctions and increasing government regulations regarding grants, She explained that there
would not be any cost impact due to the fact that the employee holding the current position has now
retived and funding tor that position had already been included in the approved Y 2006 budget. Thuere
was a concern raised about the salary grade being comparable to surrounding jurisdictions and Ms,
Matland assured the Board that there was research on this issue and the new position was aciually
included for comparison in the recent Hendricks study.

1 e g 8 P e A
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The Bourd unanimously approved the chanpe.

ISSUE BEFORE THE BOARD: Presentation of the 2005 Classif{ication und Compensation Study,

Kimla Milburn introduced Mr. Charles Hendricks of Hendricks and Associafes who pave a
presentation of the 2005 Classitication und Compensation Study, There was discussion about the vnst of
implementation of the recommendations. Mr. Hendricks stated that at the tme ol the study, he estmuted
the cost of implementation o be less than two million dollars. Given some recent changes in surroumling
jurisdictions, some adjustuments may be necessary 10 account for various increases in thor subary
schedules,

‘The discussion then wined loward the classilication component of the study. Ald, Hovle asked
why all of the Directors were placed a1 grade 20 shen their responsibilities are not all equivalent. Mr.

Page 25




Hendricks explained that responsibilities of a position were only one area of comparison for cach
classification. Other factors were considered, including the number of employees supervised and the
impact of that position within the department, Ald, Hoyle replied that oo little weight was given to the
physical and environmental aspects of & job, such as is endured by groups of employets in positions at
lower grades. Ms. Yaniga then asked it any classifications had been fowered, 10 which Mr. Tlendricks
replicd possibly one or (wo, but in those situations the employee in those positions would remain at their
current grade, and only after a vacancy oceurs would a new employee be placed at the fower grade. Ms.
Mitburn asstred the Board that at no time is an employee penalized as a result of a classification study.

Mr. Rodowski asked if the study focused onfy on salary and dutics as opposed to all aspects of the
position including benefits and werking conditions. Mr, Hendricks stated that alb of these factors were
considered in the comparisons.

Mr. Johnson asked how long it usually takes to implement such studies, and Mr. Hendricks replied
that it is typically within the fiscal year, but can go out as far as three years. Mr. Johnson then stated that
the study should have included a time line for implementation, with recommendations based on projected
dates.

Ms. Patrick usked if backup data would be available for review during the process and Mr.
Hendricks said he would be able to make some of the documentation available,

Mr. Tucker asked il the salary midpoints were defermined by including the steps reserved for
longevity, or simply those [rom merit based increases. Mr. Hendricks stated that the entive salary range,
from steps one to ten were included, which does in fact embrace the longevity steps.

Chairman Renfroe concluded that there is a lot of work ahead for the Board that will require more

input from Human Resotrees. He also said he would like to invite Mr. Hendricks back at some point in
the future, He then adjourned the meeting at 10:25 am.

FOR THE BOARD:

JAMES R RENFROE, Esquire
Chairperson

Altachments
copy:  Fach Board Member

Mayor and Alderman
Transportation Director
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THE CITY OF ANNAPOLIS, MARYLAND
CIVIL SERVICE BOARD MINUTES

August 26, 2005

MIEMBERS PRESENT: James R, RENFROE - Cheirperson
Clifton JOHNSON
Joseph F. RODOWSKY
Sherry YANIGA

STAFF PRESENT: Kimin Milburn, Dircctor of Human Resources
Marcia Patrick, Assistant 1o the Director ol Public Works

PRESENT AT LARGI:: Willie Charles, Public Works Utility Mechanic

A quorum being present, the Chaivperson called the meeting 1o order at 9:03 a.m.

ISSUE _BEFORE THE BOARD: Reclassification of Assistant Water Plant Superiniendent in Public
Works Depariment.

Kimla Milburn presented a memorandum fron the Director of Public Works, Margaret Martin,
requesting to upgrade the classification of a currently vacant position, Assistant Waler Plant
Superintendent, from a grade 13 to a grade 14. Although the 2005 Hendvicks Classification and

Compensation study proposed such an increase that will truly compensate for the Jevel of respousibility of

this position, the study has not yet been approved, Further, there is an immediate need to act on this
specific classification due (o the fact thal this position has been vacant for approximately one year,
Additionally, Marcia Patrick stated ibat the current Water Plant Supcrinten(ﬁml 15 cligible to retire, but has
agreed to continue working until this position is filled by o qualified applicant. No additional funds are
nceded to reclassify this position due to the long lerm vacancy and the fact that the salary has been
budpeted for annually.

There were no objections and the Board unanimeusly approved the upgrade.

1SSUT BEFORE THE BOARIY:  Request by Willie Charles (o speak (o the Board regarding the 2005
Hendricks Classification and Compensation Study

Willie Charles ;:Eukc regarding the faimness and accuracy of the study. After concluding, he
presented the Board with a wrilten copy of his concerns. Mr, Renfroe assurcd Mr. Charles that the Board
will consider this information when reviewing the Public Works positions.

ISSUE BEFORE THE BOARIY: Distribution of proposed job classification manual

Board members were given a binder that included copics of the current job descriptions along with
copies of the proposed job descriptions from the Hendricks study.  Afier much discussion as to how 1o
roceed, the Board agreed (o a series of meetings with cach department, to be scheduled immediately.
{imla Milbumn agreed (o make armungements wath all Directors and to notify the Board in advance so they
muty prepare for each session. Al the Board's request, Ms. Milburn will obtain updated information from
Mr. Charles Hendricks on the puy plan when the Board is veady to proceed on that issuc,

The meeting adjourned at 10:15 aamn.

FOR THE BOARD:

JAMES R, RENFROE Esquire T
Chairperson
Atiachments

copy:  Fach Board Member
Muyor and Alderman
Public Warks Director
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THE CITY OF ANNAPOLIS, MARYLAND
CIVIL SERVICE BOARD MINUTES

September 9, 2005

MEMBERS PRESENT: James R. RENFROE - Chairperson
Clifton JOHNSON
Joseph F. RODOWSKY
Sherry YANIGA

STAFF PRESENT: Kimla Milburn, Director of FHuman Resources
Joseph Johnsan, Chief of Police
Barbara Hepkins, Police Captain
Mike Mallinoff, Dir.of Dept.of Neighborhood and Environmental Programs
Daniclle Matland, Transporiation Direclor
Tim Elloett, Finance Director
Shirley Tripodi, Assistant Dircetor for Accounting
Paul Thorn, MIT Manager
Paul Rensted, Recruitment Administrator
Teresa Marshall, HR Associale

A quorum being present, the Chairperson called the meeting to order at 125 pm.

ISSUE BEFORE THE BOARD: Review of Hendricks Classification and Compensation study
recommendations for positions within the Police Department

Chairman Renfroe proposed reviewing the classification descriplions one at a time allowing [or
comiments and approval on an individual basis. There were minor corrections for grammar and speliing,
with discussion whenever conient needed clarification. Specific concern was raised regarding the pay
grade of the Parking Enforcement Ofticer positions. As a resull of discussion, it was recommended l%ml
the PEO It be changed to PEO Supervisor and upgraded to grade 10 and the PEG 1 be upgraded 10 grade
6. 1t was agreed that the Department would submil back-up information for these requests, and this
information would be forwarded to Mr. Hendricks for i'urlEer consideration, There was also a request thai
a supervisor position be added in the Records section to oversee the Records clerks. Again the
department was instructed o submit supporting documentation for further consideration at a later date,
All other descriptions were approved.

ISSUE BEFORE THE BOARD:  Review of Hendricks Classification and Compensation study
recommendations for positions within the Depariment of Neighborhood and Environmental Programs

Mr. Mallinoff was excused due 1o prior commitment and will return at a later date,

ISSUE BEFORY TIE BOARD: Review of Hendricks Classilication and Compensation study
recommendations for postiions within the Transportation Deparlment

Minor corrections lor grammar and spelling were made 1o each job deseription. Therealter ensued
discussion regarding the difierence between a Supervisor and g Superintendent as the descripiions
appeared almost identical, but for a four grade difference in salary. 10 was agreed that there needs o bea
rewrife of the Superintendent deseription to correctly reflect the dulics and warrant the grade. 1t was also
noted that there is no difference between the Bus Driver |, Bus Driver 1, and Lead Bus Driver
descriptions. Since it was intended at the beginning of the Hendricks study for the three g)osilions )
merge inte a career ladder joby, staff agreed (o resvrite the descriptions and submil fo the Board for
approval. All other descriptions were approved.

[SSUE_BEFORE THE BOARD: Review of Hendricks Classification and Compensation study
recommendations Tor positions within the Finance Departmen

The Finance Director discussed briefly with the Board his opinion regarding the study. Thereafler
the Board along with Mr. Thom. made recommendations {or changes and/or corrections to language
within the MIT job descriptions. Ms. Tripodi spoke to concerns regarding job deseriptions within the
Finance Deparvtment. The Board requested that the Finance Departinent work with Homan Resources w
make any requested changes to the job description kngeage that were sot requested and made during the
sfudy,
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The meeting adjowrned at 1:50 pan.

FORTHE BOARD:

JAMES RURENFROL, Esquire
Chairperson

copy: Tach Board Member
Mayor and Alderman
Chiel of Police
Director of DNEP
Transportation Director
Finance Direclor
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THE CITY OF ANNAPOLIS, MARYLAND
CIVIL SERVICE BOARD MINUTES

September 30, 2005

MEMBERS PRESENT: James R. RENFROE - Chairperson
~ Clifton JOHNSON
Velma MCCULLOUGH
Joseph F. RODOWSKY
Sherry YANIGA

STATFF PRESENT: Kimla Millsurn, Director of Human Resources
Mike Maliinoff, Dir.of Dept.of Neighbothood and Environmental Programs
Margarel Martin, Public Works Dircetor
Marcia Patricle, Assistant (o Public Works Direclor
Teresa Muarshall, HR Associate

A quorum being present, the Chairperson called the meeting to order at 9:02 u.n,

ISSUE,_BEFORE THE BOARD: Review of Hendricks Classification and Compensation study
recommendations for positions within the Depariment of Neighborhood and Environmental Programs

Minor corrections for grammar and spelling were made to each job description. Required
certification infonmation was updated on several Inspeetor positions. The grade for the Environmentalist
position was discussed and a request submitted to reconsider the assipned grade based on educational
requirements as compared to other City positions. The Board took this request under advisement. All
DI(‘!JE? position descriptions were approved with amendments,

ISSUE BEFOQRY THE BOARD: Review of Hendricks Classification and Compensation study
recommendations tor posthions within the Public Works Department

The Public Works Director presented the Board with & 4 page memorandumn outlining specific
cancerns with the Hendricks Classitications and Compensation Study. After allowing the Boztrc? time
review (he memorandum, there was discussion about Eow to proceed. 1t was decided that the Public
Waorks Director will outline speeific issnes and the uman Resources Director would ask Mr. Hendricks
to address nll issues point by point. 1t was suggested by the Chatrmun that Human Resources schedule a
meeting with Mr, Hendricks, inviting all Department directors to be present to come up with g resalution
to issues that have been raised repurding the study.

The meeting adjourned at approximately 130 a.m.

FOR'FHE BOARD:

TAMES RORENFROE Tsquire

Chairperson

copy:  Bach Board Member
Mayor and Alderman
Pireetor of DNEP
Pubiic Works Director
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THE CITY OF ANNAPOLIS, MARYLAND
CIVIL SERVICE BOARD MINUTES

October 28, 2005

MEMBERS PRESENT: James R, RENFROE - Chairperson
Velma MCCULLOQUGH
Joseph F. RODOWSKY

STAFF PRESENT: Kimla Milburn, Dircctor of Human Resources
LecAnn Plumer, Reereation and Parks Director
Ulrich Dahlgren, Harbormaster
Mike Miron, Economic Developmeni Coordinator
Ruby Blakeney, Minority Business Enlerprise Coordinator
Shaem Speneer, City Allorney
Jerome Smith, Acting Iire Chicl
Douglas RRemaley, Fire Battalion Chief
fot Arasen, Dircetor of Planning and Zoning
Paul Rensted, Recruitment Administraior
Teresa Marshall, HR Associate

A guorum being present, the Chatrperson vatled the meeting 1o ovder at 9:28 am.

ISSUL BEFORE THE BOARD:  Review of Hendricks Classification and Compensation study
recommendations for posittons within the Recrcation and Parks Depariment

The Director of Recreation and Parks L{xrcsenletg a packet of revised job descriptions that she stated
mote accurately reflects the current duties and responsibilities of classifications within the Recredtion and
Parks Department.  Alse included was a new description for Stanton Center Recreation Manager

_ Minor corrections tor grammar and spelling were made to cach job deseription. Ald job
descriptions were then approved.

ISSUE BEFORE THE BOARD:  Revicw of Hendricks Classification and Compensation study
recomimendations for posittons within the Hurbormaster's Office

There was discussion between the Board and the Harbormaster regarding the significant upgrade
of that position. The FLSA designation of the Harbormaster Office Administrator was also questioned,
Ms, Milburn stated she would ask Mr. Hendricks (o reevaluate the non-exempt designation {or that
position. Afler minor spefling and grammar carrections, afl job descriptions were approved.

ISSUE_BEFORE THE BOARD: Review of Hendricks Classilication and Compensation study
reconnuendations for positions within the Economic Development Office

There was discussion between the Bourd and the Eeonomic Development Coordinator regarding
the significant upgrade of that position. There was also » request (rom that office o modily the title and
description of the Minority Business Enterprise Coordinafor to also reflect the duties dealing with small
businesses. It was suggesied that a new description be written and brought back before the Board.

ISSUE BEFORE THE BOARD:  Review of Hendricks Classification and Campensation study
recommendations Tor positions within the Office of Law and City Clerk’s Offiee

The Cily Attorney requested that the Assistant City Altomey job description be resurrected. There
is curremtly a classilication number assigned, but no job deseription exists or ever existed for this position,
It was also noted that the current deseriptions for Lepal Assistant and Paralegal are the same and need 1o
be rewrillen fo differentinte between the two classifications. Those position deseriptions will be writien
and brought back o the Board. The classiiication numbers will also be changed to 1 chronologieaily
along with the City Attorney classification number. Afler minor corrections 10 grammar and spetling. o
other deseriplions were approved as writien,
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Civil Service Board Minutes
October 28, 2003
Page Two

ISSUE BERFORE THE BOARD:  Review of Hendricks Classification and Compensation study
recommendations Tor positions within the Fire Department

The Fire Chief presented a packet of revised job descriptions. He expressed his intent o create a
“job ladder” for Firefighters. 1 was decided that there needs to be a review and comparison of these
descriptions with these proposed by the Hendricks study, and then they can be brought back to the Board
for discussion,

ISSUE, BEFORE THE BOARD: Review of Hendricks Classification and Compensalion study
recommendations for positions within the Planning and Zoning Department

The Director of Planning and Zoning stated that he was generally pleased with the overtl] study
and proposed job deseriptions as written, His only concern was fo poss:bly create a career Jadder for the
Planner position, but he will address that issue owtside the scope of the study and bring it back o the
Board al a later date, After minor corrections to grammar and spelling, alt descriptions were approved as
written,

Fhe mecting adjourned at approximately 12:00 p.m.

FOR THE BOARD:

JAMES RORENTFROE, Fsquire™ h
Chairperson

copy:  Each Board Member
Mayor and Alderman
Director of Recreation and Parks
Harbormaster
Econonic Development Coordinator
City Attorney
Fire Chicl
Director of Planning and Zoning
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THE CITY O ANNAPOLIS, MARYLAND
CIVIL SERVICE BOARD MINUTES

Qctober 28, 2005

MEMBERS PRESENT: James R, RENFROF. - Chairperson
Velma MCCULLOUGH
Joseph F. RODOWSKY

STAFF PRESENT: Kimia Milburn, Director of Hluman Resources
l.eeAnn Plumer, Recreation and Parks Director
Ulrich Dahlgren, Harbormaster
Mike Miron, Economic Development Coordinitor
Ruby Blakency, Minority Business Enterprise Coordinator
Shaém Spencer, Uity Altomney
Jerome Smith, Acting Fire Chief
Douglas Remaley, Fire Battalion Chief
Jon Arason, Director of Planning and Zoning
Pau! Rensted, Recruitment Administrator
Teresa Marshall, HR Associate

A quorum being present, the Chairperson called the meeting to order at 9:20 a.m.

ISSUE_BEFORE THE BOARD: Review of Hendricks Classification and Compensation study
recommendations for positions within the Recreation and Parks Department

The Director of Recreation and Parks presented a packet of revised job descriptions that she stated
more accurately reflects the current duties and responsibilitics of classifications within the Recreation and
Parks Department.  Also included was a new description for Stanton Center Reerention Manager

~_ Minor correclions for prammar and spelling were mude to each job deseription. All job
deseriptions were then approved.

1SSUL, BEFORE THE BOARD: Review of Hendricks Classification and Compensation study
reconumendalions for positions within the Harbormaster’s Office

‘There was discussion between the Board and the Harbormaster regarding the significunt upgrade
of that position, The FLSA designation of the Harbormaster Office Admunistrator was also questioned.
Ms. Milburn stated she would ask Mr., Hendricks to reevaluate the non-exempt designation for that
position, After minor spelling and grammar corrections, all job deseriptions were approved.

[SSUY, BEFORY THE BOARD: Review of Hendricks Classification and Compensation study
recomnmendations for positions within the Economic Development Office

There was discussion between the Board and the Economic Development Coordinator regarding
the significant upgrade of that position. There was also a request from that oftice to modily the ttle and
deseription of the Minority Business Enterprise Coordinator to also vefleet the duties dealing with smalt
businesses. 1t was suggested that a new description be writlen and brought back before the Board.

ISSUE BEFORE THE BOARD:  Revicew of Hendricks Classification and Compensation study
recominendations {or positions within the Office of Law and City Clerk’s Office

The City Attorney requested that the Assistant City Atiorney job deseription be resurrected. There
is currently a classilication number assigned, but no job deseription exists or ever existed for this position.
It was also noted that the current descriptions for Lopal Assistant and Paralegal are the same and need 1o
be rewritien o differentiate between ihe two classifications. Those position deseriptions will be wrilten
and brought back to the Board, The classification numbers will also be chunged 1o fit chronologically
along with the City Atorney classification number. After minor corrections o grammar and spelling. all
other descriptions were approved as written,
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Civil Service Board Minules
October 2§, 2005
Page Two

ISSUE BEFORE THE BOARD: Review of Hendricks Classification and Compensation study
recommendations for positions within the Fire Depariment

. The Fire Chief presented a packet of revised job descriptions. He expressed his inftent (o ereate a
“job ladder™ for Firefighters. 1t was decided that there needs 10 be a review and comparison of these
descriptions with those proposed by the Hendrieks study, and then they can be brought back to the Board
for discussion,

{SSULE BEFORE THE BOARD: Review of Hendricks Classification and Compensation study
recommendations for posittons wilhin the Planning and Zoning Department

The Dircctor of Planning and Zoning stated that he was generally pleased with the overtl] study
and proposed job descriptions as written. His only concein was to possibly create a carcer ladder for the
Planner position, but he will address that issue ouiside the scope of the study and bring it back to the
Bourd at a later dafe. Afler minor corrections to granunar and spelling, all descriptions were approved us
wriiten,

The meeting adjourned at approximalely 12:00 p.m.
FOR THE BOARD:

JAMES RTRUNFROE, Esquire

Chairperson

copy: lach Board Member
Mayor and Alderman
Director of Recreation and Parks
Harbormaster
Econonic Developnient Coordinator
City Atlomey
Fire Chief
Director of Planning and Zoning
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THE CITY OF ANNAPOLIS, MARYLAND
CIVIL SERVICE BOARD MINUTES

November 4, 2003

MEMBERS PRESENT: James R, RENFROE - Chairperson
Clifton JOHNSON
Velma MCCULLOUGH
Joseph I, RODOWSKY
sSherry YANIGA

STALFF PRESENT: Kimla Milbarn, Director of Human Resources
Emory Harrison, Director of Central Services
Margaret Marfin, Public Works Director
Marcia Patriek, Assistant to Public Works Director
Teresa Marshall, HR Associate

A quorum being present, the Chairperson called the meeting to order at 12:50 pan,

ISSUE BEFORE THE BOARD: Revicw of Hendricks Clagsification and Compensation study
recomimendations for postiions within the Human Resources Department

The Human Resources Director 'F,n_esentcd revised job descriptions thal she stated more accurately
reflects the current duties and responsibilities of classifications within the Human Resources Department,
Minor corrections were made o cach job description, and were then approved.

ISSUE BEFORE THE BOARD: Review of Hendricks Classification and Compensation study
recommendations tor positions within Central Services Department

Aller brief discussion and minor corrections, all job descriptions were approved. The Central
Services Director then raised concein with the Police Department classification title of Senior Purchasing
Clerk as it compares o the Purchaging Clerk within Central Services. The recommendation was that 1he
Police position simply be considered as a clerk. An issue was also raised disputing the proposed upgrade
of the Harbormaster classification, stating classifications of comparable grade carry more responsigrlilicx.
The Board agreed lo take these issues under advisement. They alse requested that Mr. Hendricks provide
justification for any classification for which the study has proposed at least a two grade increase,

ISSUE BEFORE THE BOARD: Revicw of Hendricks Classification and Compensation study
recomimetidations Tor remaining positions within the Mayor's Office

_ There was brief discussion about the proposed upgrade of the Executive Oftice Administrator and
Public Information Coordinator positions. Again, the Board requested justification for the proposed
upgrades. The descriptions were approved for content.

ISSUE BEFORYE THE BOARD: Review of Classification and Compensation recommendations as
proposed by the Public Works Director for positions within the Public Works Depariment

The Director and Assistant Director of Public Warks presented a binder of revised job descriptions
that they ststed more accurately reflects the current dutics and responsibilities of clagsifications within
their Departiment, The Board preceeded any discussion by reminding the department representatives that
the purpose of the Board is to address the job (lcscriptions, not the pay grades, and to cqualize the
descriptions within the City. It was agreed that the Board would consider the information presented,
based on the content of the descriptions only. The Board aiso stated that the burden of proel will be on
the department te verify the duties outlined on those descriptions presented. After minor corrections (o
gramnar and spelling, the descriptions were approved as wrilten. The remaining classitications will be
presented at the next scheduded meeting.
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copy:

Civi} Service Board Minutes
November 4, 2005
Pape Two

The meeting adjourned at approximaiely 4:00 p.m.

FOR THE BOARD:

JAMES RURENFROE, Bsquire

Chairperson

Each Board Member

Mayor and Alderman
Dircctor of Central Services
Director of Human Resources

Dirvecior of Public Works
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THE CITY OF ANNAPOLIS, MARYLAND
CIVIL SERVICE BOARD MINUTES

November 18, 2005

MEMBURS PRESENT: James R, RENFROE - Chairperson
Clifion JOHNSON
Velma MCCULLOUGH
Joseph F. RODOWSKY

STAFF PRESENT: Tim Elliott, Finance Director
Shirfey Tripodi, Asst. Rirector for Accounting
Jerome Smith, Acting Fire Chief
Douglas Remaley, Fire Battalion Chief
Margaret Martin, Public Works Dir¢ctor
Marcia Patrick, Assistant to Public Works Director
Bob Couchenour, Supt. Public Works Services
Kimla Milbura, Director of Human Resources
Paul Rensted, Recruitment/BEQ Administrator
Teresa Marshall, HR Associate

PRESENT AT LARGE: LecAmn Plumer
Jay Tucker
Willic Charles

A quorum being present, the Chairperson called the meeting o order at 1:05 p.m.

ISSUE BEFORE THE BOARD: Review of Hendricks Classification and Compensation study
recommendations for posiiions within the Finance Department

The Finance Director presenied a packet of revised job descriptions that he stated more accurately

reflects the current duties and responsibilities of classifications within the Finance Department. Most
classifications had proposed grade increases. The Board explained that their purpose was strictly 1o
consider the job description claritz of content, grammatical and typopraphical errors, The Dircclor also
proposcd that a new Accountant Associate 1V classification be created from one of the Accountant 1]
positions. The Board approved the new descriptions, but noted that al the Hendrieks’ proposed grades,
that new position woul ?mvc to be a grade 1) o maintain the “ladder”. Minor corrcctions were made to
cach job description, and were then approved for content only.

ISSUE. BEFORE THE BOARD: Review of Hendricks Classification and Compensation study
recommendations for positions within the Fire Department

The Fire Chief presented a packet of revised job descriptions with updated language. After brief
discussion and minor corrections, all were approved.

ISSUE BEFORE THE BOARD: Review ol Hendricks Classification and Compensation study
recommendations for remaining positions within the Department of Public Works

The Public Works Direclor presented the remaining job descriptions. The Board relterated their
standing that they are reviewing descriptions for contenl r.mljy. Specibie requests from the Public Works
Dircetor were for the revised Custodian deseription to be resubmitted 1o Mr. Hendricks; Tor creation o
City-wide career ladder for maintenance workers 10 include Recreation Department positions, and for
creation of a carcer ladder for Fleet Maintenance personnel to include Transportation Department, and
maintain parify between departments. 11 was noted that this is a proposal, and is a work In progress.
Minor correciions were made to each job description, and were ihen approved Tor content onty.
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copy:

Civil Service Bourd Minutes
November 18, 2005
Pape Two

The meeting adjourned al approximately 4:10 p.m.

FOR THE BOARD:

TAMES R RENFROE, Esquire
Chairperson

Fach Board Member
Mayor and Alderman
Finance Director

Fire Chiefl

Director of Public Works
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THE CITY OF ANNAPOLIS, MARYLAND
CIVIL SERVICE BOARD MINUTES

December 16, 2005 ’*

e R T At — PP

MEMBERS PRESENT: James R, RENFROE - Chairperson
Clifton JOHNSON
Velma MCCULLOUGH
Joseph F. RODOWSKY

:
i
i
i
b
t

Sherry YANIGA
STAFF PRESENT: Kimla MILBURN, Dircctor of Human Resources
GUEST PRESENT: Charles HENDRICKS, Hendricks and Associates

A quorun being prescnt, the Chairperson called the meeting to order at LOS pm.

%?SUdE BEFORE THE BOARD: Response from Hendricks and Associates on inquiries from the
oard.

) Mr. Hendrieks presented 1o the Board, by way of a letier dated December 7, 2005, requested
information concerning upgrades cecommended in his study of the City’s classification and compensation
system. Mr. Hendricks discussed the contents of the letier and answered questions from Board members.

In addition, the Board discussed with Mr. Hendricks in detail, the issue ol benelits of City
employees as comparcd with benefits of area jurisdictions, 11 was noted by Mr. Hendricks that in 2000, ;
his study reflected an analysis of the City's benefits as compared with arca jurisdictions and that the City
was on par with area jurisdictions in the type and value of benelits offered to City employees. While the
cutrent 2005 study did not involve a detatled study of area benefits as compared to Cily benefits, Mr.
Hendricks however, reviesed his data and conducted a review of the bcncgls in area jurisdictions af the
request of the Board. }e reported that his findings concluded that the Ciiy now offers retiree heallh
insurance, which is a change from the 2000 study. Nevertheless, the City’s benefits are still comparable
o the benefit packages within area jurisdictions.

e e e+t R

.lif,

Finally, the Board requested Mr, Hendricks to address the issue of the recommended pay plan ,
adjustiments and whethor the recommendations arc still correct for 2000, since the slud‘y was completed a
year ago, in 2005, Mr. fendricks responded that in comparison to arca jurigdictions, the City was

a[unlproximatciy one (1) percentage point off of the 2005 recommendation. Since a cost of Hving equal 1o
39, was implemented on July 1, 2005, the City would onl need 1o add approximately 1% to the
recommmended pay plan adjustments to keep up with the cﬁangus in the market in 2005, Accordingly, the
recommendations 1o adjust the Civil Service pay tan would increase from 10% to 11%, the Police pay
plan from 5% i 6%, und the Fire pay plan from 4% to 5%.

o

Yhe Board discussed and made prcsmmﬁous to drafl the final report 1o the City Council and
complete all necessary review ol ihe 2005 1endricks report by mid January 2006.

The Board adjoumned at approximately 2:10 p.n.
FOR THE BOARD:
TAMES R RENFROL, tsquirde
Chairperson

copy: Lach Board Member
Mayor and Alderman
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CITY OF ANNAYOLIS CIVIL SERVICE BOARD
RE: 20058 HENDRICKS CLASSIFICATION AND COMPENSATION STUDY
JANUARY 13, 2006

INTRODUCTION

On June 13, 2005, the members of the Ammapolis City Counci} forwarded to the
Civil Service Board, the complete report of the most recent City of Annapolis
classification and compensation study conducted by Charles Fendricks of Hendricks and
Associates for review, consideration, snd recommendation. The Board began bearings on
the Study in September of 2003, holding approximately 3 meetings each month. for a
period of four hours or fonger af each meeting. The hearings conciuded on December 16,
2005, representing a total of four months of a complete and thorough review ol the 2004
Hendricks report,

The attached report represents the four months of a detailed review followed by

reconmmendations by the members of the Civil Service Board on the 2005 Hendricks
Study.

BACKGROUND

The current membership of the Civil Service Board (*The Board”) consists of the
following Annapolis City residents:

James R, Renfroe, Bsquire, Chairman and member of the Board since 1990
Clifton Johnson, member of the Board since 1988

Sherry Yaniga, member of the Board since 199]

Joseph 8. Rodowsky, member of the Board since 1993

Velma McCullough, member of the Board since 1995

All of the current Board members have been active on (his Board for 10 years or
more. As aresult, this Board entered the review protess of the current 2003 Hendricks
Study with experience reviewing and implemeniing two previous City classification and
coimpensation studies for the City of Annapolis (Yarger 11, 1994-1993, and 1endricks
20000,
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In 1999, the City submitted a request for proposal (*RFP™) o canduct the 2000
classification and compensation study for the City of Annapolis. Numerous companies :
submilted request, which were reviewed by a panel consisting of the City’s Purchasing
Agent, Finapce Director, Human Resources Director, and Chairman of the Civil Service
Board. Upon a detailed review of all responses to the RFFP, Hendricks and Associates
was sefected based on their comprehensive response (o the RFP and their demonstrated
years of experience conducting public sector classification and compensation studies
within the Washington, D.C./Baitimore coridor, their comprehensive methodology in
conducting such studics, as well as their extensive database of classification and ;
compensation information for comparable jurisdictions. At the conclusion of the Study, :
a majority of the recommendations from Hendricks were submitied lor consideration to !
the City Council and were fully implemented by the City administration and City Council
in {iscal year 2001,

it i auGHA R

In 2004, the City submitted another RFP for bids for a second, follow up
classification and compensation study due lo the massive changes in the market within
the past four years. Once again, Hendricks and Assotiates were selected based upon their
response 10 the eriteria listed in this second RFP. Based upon the documentation
provided in the response, Hendricks was the most capable company to handle the City’s
request for a classification and compensation review. [n fact, several area municipalitics
hired Hendricks between the completion of our study in 2000 and 2004, which enhanced
their access 10 current and aceurate data needed for an analysis of the City’s classification
and pay systems in 2004-2005.

icmiariss

‘The Board spent numerous hours outside of Board meetings, reviewing the
written yeport from Mr. Hendricks, as well as over 160 individual job descriptions for the
City’s classification system. In addition, the Board atiended 8 mectings with the City's
Human Resources Depariment and spent hours reviewing all of the job descriptions with
¢ach Depariment Director and/or their designated stafT. As the attached minutes of the 8
meetings will reflect, some of the deparuments returned 1o the Board a sceond or even o
third time, to ensure a review of every job description. Each department director and’or i
their designated stalf, had the opportunity to speak before the Board and provide any b
comments and make any requests regarding the outcome and/or implementation of the i
Hendricks 2003 study (“The Hendricks Study™).  All meetings were open and Employees
were also given an opportunity to address the Board vegarding any issue associated with
the results or implementation of the Hendricks Study.

;§

City Employees and Departmend Directors weore invited and encouraged from the
very beginning of the process to get involved and be an integral part of this 2005
llendricks Study by Tully participating and completing cither the Position Analysis
questionsaire or modifying the current job deseription as outlined in & memorandum
dated November 22, 2004, In addition, two meetings were held wath cach depariment
director and Mr. Hendricks to discuss the concerns and goals of each departiment with
tespect 1o the study. One meeting was held prior (o the completion of the
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questionnaires/revised job deseription in December of 2004, and a second meeting was
held in February of 2005 to go over the results ol Mr. Hendricks™ findings.

During the review process by the Board, commencing in September of 2005,
many job descriptions were moditied, languags added or deleted to ensure that the
written description aceurately reflected the job duties of each classification as assigned.
The Board spent a great deal of time strcamlbining the language, (o avoid repetitiveness
and ensure accuracy of language within each job descriplion. Appropriate federal, state,
and Cily of Annapolis rules and regulations were also considered and discussed during
the review process, in order to verify that the language within each description adhered o
alf relevant laws. For example, the Board examined bona fide occupational
qualifications, fair labor standards act requirements, the lederal Americans with
Disabilitics Act and Equal Employment Opportunity Act issues, to ensure that the job
description language was comphiant with these designated laws. Other legal documents
such as corrent collective bargaining agreements, City of Annapolis Code, City of
Annapolis rules and regulations, departmental rules and regulations, and individual
industry and certification standards for particular job classifications were also reviewed
and considered for compliance within revised jol descriptions.

Aside from the classification issues raised, the Board undertook testimony from
department directors and employees regarding compensation issucs such as salary and
grade increases for individual job classification. Many directors and certain employees
that came before the board provided statements regarding their reasoning for higher
grades and higher salaries for certain classifications. The Board listened very carefully o
each and every presentation, and deliberated on concerns raised. The Board also
reviewed the process of the classification and compensation study (o determine if these
issues wete raised or could have been raised, and if they were adequately considered
duying the study.

Mr. Hendricks’ report recommended as of March 2005, a 10% increase fo the
overall civil service pay scale, a 5% increase in the Police pay scale, and a 4% increase in
the Fire Department pay seale. In addition, the report recommended several grade
increases o cerlain job classifications, some of which increased by two or more steps.
The Board queried Mr, Hendricks reparding the individual grade increases and the
process he used 1o determine the amount of grade increase for parlicular job descriptions.
Mr. Hendricks provided a complete explanaiion to this inquiry in person at the December
16, 2003, meeting and in writing (sec letter attached duted December 7, 2005.)

During Mr, Hendricks' appearances before the Beard, questions also arose
regarding market changes since March of 2005 and whether these changes affect the
initia! recommendation for pay plan inereases. Mr. Hendricks responded that the market
had changed from the time he issued his report 1o the City in March of 2005, and as a
result, he adjusied the percentage increase by an additional 4%. These changes are
signifcant in our consideration because many juisdictions, like Annapolis, begin their
fiscal year on July 1 of euch year, and many salary changes (including eost of living
adjustments) oceur during transition from one fiscal year 1o the next.
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Mr. Hendricks confirmed the 4% market adjustment in his final meeting with the
Board on December 16, 2005, stating that since the City implemented a 3% COLA on
July 1, 2003, the recommendations for each pay plan (Civil Service, Police, and Fire)
would only increase by 1% from the March 2005 recommendation. Accordingly, he
recommended an overall Civil Service pay plan increase of 11%, a Police pay plan
increase of 6%, and a Fire pay plan increase of 5%.

Based upon the complete review of the Hendricks 2005 report, documentation,
statements before the board, and correspondence provided by department directors and
City employeces as outlined above, the Board provides to the City Council the
recommendations noted below.

RECOMMENDATIONS

The Board has sufficient documentation to support the Faet that cach and every
employee and department director/imanager had a full opportunity to participate in this
Hendricks 2005 classification study. Whether the tindings and recommendations from
Mr. Hendricks or this Board is in agreement or contrary to the opinion or desire of a
department director or employee does not negate the lact that att had a full voice in this
process,

‘Fhe Board is of the opinion that it is vital that this process be conducted
objectively, That is, personal opinions and desires must remain absent when evaluating
the classification and compensation of job deseriptions within City government. This
goal is sometimes dilficult to nchieve, particularly when the process is conducted
internally, Therefore, the Board comimends the City in its decision to hire an outside
specialist when performing this type of study. Objectivity is most closely achieved when
the person rendering the decision has no personal stake in the outeome of where a
particular job is placed in the grade scale. The only possible concorn of the external
specialist in this type of study is 1hat the process be conducted objectively so that
decisions can be supporied and defended through the data collected and analyzed.

In review of the 2003 Hendricks Study, the Bowrd atlempied to undertake an
inclusive philesophy. In giving cvery stakeholder a voice in the process, it prohibits
allegations of exclusion and subjectivity with respect 1o the outcome of the study. We
support the fact that by taking our time reviewing all documendation and aflowing anyone
who chose to speak before the board to do so, supports this inclusive phitosophy.,

As a tesult of the review, many job descriptions were modified in Tanguage uf the
request of department directors and employees {either belore the Board or through their
respective depariment teadership). Additional language changes within job descriptions
were initiaied and implemented by members of the Board. The final job descriptions that
are attached 1o this report reflect all of the changes to cach and every job classification
within the City’s eivil service system as proposed by the Hendricks study, with the input
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of Department Directors, employees, the Human Resources Department, and the Civi)
Service Board. The revised job deseriptions veflect the most detailed and thorough
review to date within the City's classification system.

Accordingly, the Board’s first recommendation to the City Couneil is the
adoption, by resolution, of the attached job description binder representing job
descriptions for all classified personnel within the City of Annapolis government.

The Board also considered the compensalion recommendations rendered by Mr.
Headricks in bis 2005 report. There was much controversy over the compensation
reeommendations, particularly regarding those who felt either their grade was classified
oo fow or that other classifications held by others were graded 100 high. The Board
spent lime going through Mr. Hendricks’ report on compensation issues and following up
with him on a series of questions regarding his reasoning behind compensation
assignments. Al the request of the Board, Mr. Hendricks addressed in writing, his
reasoning behind some of the clagsifications that were challenged. The Board refers the
Council to his letter dated December 15, 2005, and accepts Mr. Hendricks”
recommendations with regard to compensation assignments as noted in his report.

The Board fecls strongly that it will be difficolt to please every employee in the
City with respeet 1o grade assignments, The Board looks to the process of how each
grade assignment was given and whether the process was completed fairly and
objectively. Once again, every department and employee had the opportunity prior 1o the
review by this Board, to provide documentation (o Hendricks and Associates, 1o support a
grade increase. M. Hendvicks is the ane person that is capable of assessing, objeclively,
the justification for a grade increase for any of the City’s classifications. FHe oblained all
of the information from area jurisdictions regarding comparable salaries; he was able (o
look at each classification from a global perspective (area jurisdictions) and from an
internal perspective, assessing bow each position compared with the internat (City)
universe and the external universe. The Board feels that it must rely on his objective dats
and analysis rather than input from a particudar department that exchudes this external
data, Furtheninore, we can accurately assume that the departments provided or had the
opportunity to provide the same data to Mr. Hendricks for an objective consideration,

For the Board lo step in at this time and change an individual compensation level
at the request of & particular employee or depurtinent, without the opportunity {o conduct
a full and thorough investigation as done so by Mr. Hendricks would be unlair (o the
entire process and other classified employees.  Moreover, by making changes 1o
compensation levels of certain classifications based upon partial information would
clearly disrmpt the entire city-wide compensation system as proposed by Mr. Hendricks in
his March 2005 report. The Board would simply be making a change in a compensation
level withow any support from external sources, jurisdictionsl comparisons. or the ability
1o anadyze the requested change through the point factor system. as done so and explained
in Mr. Hendricks™ 2005 report.
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It is therefore, the Board’s recommendation that all compensation levels,
including pay scale adjustments and upgrades, as recommended by Mr. Hendricks in his
March 2005 report, be approved by the City Council through a resolution and/for
ordinance, where necessary. These upgrades include the individual grade
reclassifications noted in the report and on the affected job description, and the
recommendation o increase the overnll eivil service pay scale by eleven pereent (11%3,
increase the police pay scale by six percent (6%), and increase the fire pay seale by five
percent {5%.)

The Board would like to note that cuch and every employee has the oppottunity.,
pursuant to the City’s personnel rules and regulations, to appeal the final decision of any
classification or compensation change to the Human Resources Department. In the past,
this process has been outsourced to a third party to objectively review such appeals o
confinue the internal philosophy of fairness and cquity in these matters, We have been
lold by the Human Resources Department that this process will in fact oceur for this
study. The Board is convinced that this process is fair and equitable, and has had such a
process demonstrated to be so in the past during the 2000 Hendricks Study. The Board is
of the opinion that if they, or any other entity, begin (o change Cily job descriptions
withoul a documented, equilable process in pluce, everyone will appeal their
classification with the hopes of a subjoctive increase in salary, Once again, the Board
undersiands that everyone cannot be pleased in this process, but that the Board can tnsure
that the process is fair. Objective consideration of salary changes to individual job
classification is the only way the Board has found any study to end fairly and
successfully.

Finally, the Board would like to strongly recommend to the Mayor and City
Council {o seriously evaluate the cost of Hving adjustment (COLA) for employees during
cach budget cycle to ensure that a comparable COLA is budgeted for all employees each
fiseul year, By onsuring that the COLA awarded cach year to all employees is
comparable (o the cost price index and/or COLA's awarded by area
employers/competitors. the City can avoid having lo conduct elassification and
compensation studies so frequently and thus avoid constand pay scale and classification
adjustments. This recommendation is given based upon the past experience of all Board
members in evahuating and rendering opinions regarding such studies over the last 10 or
more years. The Board has found that if COLAs are implemented accarding to the
market each year, the adjustmenis to pay scales and/or classifications occur less
frequently, and on a cuse by case basis, depending upon market changes not related 10
cost of living adjusiments {(such as union negotiated changes, supply and demand of
certain skills/professions, and significant changes in job duties/responsibitities. )

Accordingly, the City of Annapalis Civil Service Board renders its findings and
recornmendations as noted herein w the Cily Council for consideration and further action
in accordance with the terms and conditions of the City Charter and Code, as well as any
other resolutions/ordinances adopied,
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;
Respectiully submitied, i
James R, Renfroe, Esquire *
Chaimman ;
Annupolis Civil Service Board

:f(;scph Rodowsky Velma Me Cullough
Civil Service Board Member Civil Service Board Member
i

Clifton Johnson N Shey Yanige g
Civil Service Board Member Civil Service Board Member
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THE CITY OF ANNAPOLIS, MARYLAND
CIVIL SERVICE BOARD MINUTES

Aungust 25, 2000
MEMBERS PRESENT: James R, RENFROE - Chairperson
Ciifton JOHNSON
Joseph IF. RODOWSKY
STAFT PRESENT: Kimia MILBURN, Director of Human Resources

Teresa MARSHALL, Human Resources Department

RBarbara HOPKINS, Captain, Police Depariment

Jewne COUGHLIN, Chairperson, Employee Recognition Commitiee
Linda KLINE, Employee Recognition Commitiee

Mike MIRON, Economic Development

Ruby BLAKENEY, Ecopomic Development

Danielle MATLAND, Director of Transportation

A quorum being present, the Chairperson called the meeting to order at 9:10 aum.

ISSUE _BEFORE THE BOARD: Create new position of Warrant Control/Records Supervisor in the
Pollce Depariment

Ms, Milburn presented a copy of the proposed job description along with a written request from
Chief Joseph Johmson that had been approved by Mayor Mayer, requesting that a civil serviee position of
Warrant Control/Records Supervisor La added {o the City classification table. She explained thot the
duties were previouslty performed by a sworn police ofTicer that had recently retired. Afler discussion
about the salary range, making minor spelling and grammatical changes to the job description, and
receiving assurance that a vacancy announcement for the new position would be posted, the Beard
approved creation of the position.

ISSUE BEFORL THE BOARD: Changes to Employee Recognition Manual

The Board was presented with a printed excerpt from the ciarent Employee Recognition and
Reward Manual concerning longeviii/ awards for City employees. A proposal was made, on behalf of the
Employee Recopnition Commitiee, thal cmj)loyccs be granted an cxtra day of annual leave for cach 5-
year milestone, after 20 years of service and above, instead of receiving tangible awards such as pluques,
ete. The Board approved the change 1o the manual, to toke effect January 1, 2007.

ISSUE BEFORE TIE BOARD: Job Description and Civil Service Status of Small/Minority Business
Enterprise Coordinator in Economic Development

Ms. Milburn provided the Board with a copy of a page from the City’s FY2007 budgel whereby
the position of Minority Business Enterprise Coordinator was lunded as a full-time position. Ms. Milburn
explained that the City Couneil had approved this funding and the Bosrd was being asked lo approve the
job description provided, as well as its inclusion as « civil service position. After further discussion. the
Board approved the description for the classification of Small/Minority Business Enterprise Coordinator
with minor grammatical changes,

ISSUE BEFORE THE BOARD:  Changes to the Annapolis Transit Drug and Alcohal Testing Policy

Ms. Matland spoke to the Bourd regarding the proposed changes Lo this policy. She expiained tha
the revisions requested were the result of a recent audit by the l"cdurzﬁ Transporiation Authority, over and
above those approved by the Bourd afler a previous Maryland Transit Authority audit. The Board aereed
that they could not contradict Federal repalations and therelare approved the revision. However, tey did
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' suggest that the effective revision date be added as part of the document.

After all agenda items had been addressed. Mr. Renfroc asked Ms. Miltbum about the slatws of the
2005 Hendricks study that the Board had approved at the end of 2005. He spoke for other members by
stating that they were concerned, and anxions to know thaf their months of work on the Hendricks Study
were not in vain, They would like to know if the Council intends to confirm or deny (he results, and
stated they would tike 1o sce further action with the study by the City Conneil.

The Board adjousrned at approximately 10:10 a.m.

FOR THE BOARD:

JAMES RTRENFROE, Esquire )

Chairperson

copy: Board Members
Mayor and Aldermen
Affeeted Department Directors
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THE CITY OF ANNAPOLIS, MARYLAND
CIVIL SERVICE BOARD MINUTES

March 28, 2008

MEMBERS PRESENT: James R, RENFROE - Chairperson
Clifton JOHNSON
Velma McCOLLOUGH
Joseph F. RODOWSKY

STALFF PRESENT: Kimla MILBURN, Director of Human Resources
Marcia PATRICK, Assistant to the Director of Public Works
fames FITZGERALLD, Water Plant Superindendent

A quorum being present, the Chairperson called the meeting to order at 9:05 a.m.

ISSUR BEFORY THE BOARD: New Job Description - [nstrumentation Technician in the
Departinent of Public Works

Ms. Mitburn presented to the Board the drafi of the new job description of [ustrumentation
Technician for review and approval. This new position will re ﬂ,acc within the Civil Service System, the
curent job description of Lab Technician in the Public Works Deparfment. As explained in Ms. Patrick’s
memorandum to iiuman Resources, the new job deseription is needed within the \{”a!cr Plant in order to
oblain a permanent employce to perform the needed repair and mainienance work on equipment. The
current Lab Technician position 1s vacant and has been so for several months. Ms, Patrick cenfirmed that
the Department will be able 1o save money by hiring a contractual employee to perfonm the duties of &
Lab Technician, when necded. Ms. Patrick also conlirmed that the tunding for the new Instrumentation
Technician is available in the current Public Works Budyet.

Afler consideration and discussion of this reguest, the Board unanimously approved the placement
of the Instrumentation Technician job description into the Civil Service system, o replace the Lab
‘Technician position at a pay grade of 10. Further, the Board directed the posting and advertising of the
new Instrumentation Technician position upon approval,

ISSUE. BEFORE TIE BOARD: Revised Rules and Regulations

Ms. Milburn reported that the final amendiments lo the revised City of Annapaolis Rules and
Reguliations are being made (o the draft and will be distributed to the Board lor final approval this week,

The business meeting adjourned at approximately 915 wm.
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copy: Bourd Members
Mayor and Aldermen
Public Works Director
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FOR THE BOARD:

JAMES R, RENFROF, Esquire
Chairperson

B oot b 2




THE CITY OF ANNAPOLIS, MARYLAND
CIVIL SERVICE BOARD MINUTES

Angust 18,2008

MEMBERS PRESENT:  Clifton A. JOHNSON, Acting Chairperson
Anthony F. CHRISTHILF

Robertc VELOSO
Sherry YANGIA
STAFE PRESENT: Kimla MILBURN, Director of Human Resources

Daniclle MATLAND, Director of Transportation
LecAmn PLUMER, Dircetor of Recreation & Parks
Shaem SPENCER, City Attorney

Lt Brian DELLA, Police Department

Rose Mary BLOUIN, Human Resources

A quorum being present, the Acting Chairperson called the meeting to order at
8:05 am.

Ms. Milburn introduced and welcomed the new members of the Civil Service
Board, Mr. Anthony F. Chiristhilf, Esquire and Mr. Roberto Veloso, Esquire,

ISSUE BEFORE THE BOARD: Request to Reclassily Transportaiion Parking/Grams
Coordinator to Transporfation Grants Specialist.

Ms. Milburn presented a memorandum from the Dircetor of Transportation, Ms,
Danielle Matland, requesting the separation of Parking and Grant duties within the
department. The Granis Specialist is responsible for coordinating, preparing, submitting
and following through to completion, grant applications, The Grants Specialist position
will remain a full time Civil Service gosition while the Parking Coordinator posttion will

revert to a contractual position. Funding is available for both positions in the fiscal year
2009 budget,

The Board ananimously approved his chinge with minor corrections Lo the job
description.

ISSUE BEFORE THE BOARD: Request fo place info Civil Service the position of
Election/Bouards and Commissions Admimnistrator.

Ms. Milbuin presented a memorandum rom the Cily Attorney, Shaem Speneer.
requesting the placement into the Civil Service, the position of Election/Boards and
Conymissions Administrator.

Mr. Spencer stated that this position has existed since the 1980°s as a contractual
Blections Administrator and thal over fime, as clection laws and processes have been
modified, this position has expanded i dutics and responsibilities, requiring the need for
more continuity and permanency. Also, the demands of the City’s various Boards and
Commissions require the need for additional administvative assistance. This posilion has
been funded as a full time pernanent position in the FY09 budgel.

The Board unanimously approved this chunge with minor corrections to the job
description.

ISSUE BEFORE THE BOARD: Status on Review by Office of Law on Revised Rules
and Regualations.

With (he departure of Mr. Spencer, he stated that the Assistant City Atlorey, Ms.
‘Williams will review and submit any recommendations to the Board in o timely fashion.
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ISSUE BEFORE TIHE BOARD: Request to replace the vacant Recreation Leader |

position at the Stanfon Center with the new Civil Serviee position of Recreation Manager.

Ms. Milburn presented a memorandum from the Director of Recreation and Parks.

LeeAm Plumer, rcquesting the elimination of a vacant Recreation Lesder 1 posilion at
the Staton Community Center and 1o move the Recreation Manager position from
contractual to Civil Service classification. The confractual salary is equivalent to a Grade
12 and the Civil Service classification would keep the Recreation Manager position the
same salary grade.

The Board unanimously approved this change with minor cosrections on the job
description,

ISSUE BEFORE THE BOARD: Request io place into the Civil Service the position of
Dance and Fitness Coordinator,

Ms. Plumer stated that this position has existed since [981 and as the demand for
dance and fitness programming continues lo grow, witheut a permanent empleyee, the
Department risks Josing revenue for a well-respeeted program. The curremt coniractual
sulary is $29,000 per year and the proposed pay lor this classification would remain at
less than $30,000 per year.

The Board unanimously approved this change with minor corrections on the job
deseripion.

ISSUE BEFORE THE BOARD: Request to place into the Civil Service the curent
contractual position of Hispamic Community Liaison,

Ms. Milbura presented a memorandum from Police Chief, Michael Pristoop,
requesting the placement of Hispanic Community Liaison position into the Civil Service.

L. Della (on behall of the Police Department) stated that this position interacts
with the Hispanic community and the Police Department. This position is currently
funded by a grant and wilf be submitied for full funding in FY 10 with the proposed
budpet.

The Board unanimously approved this change with minor corrections to langunge
in the job description.

‘The Board also recommended that a Hispanic Liaison-type position be created in
{he Fluman Resources Department for recruitment and staffing. This position would also
conduct format and informal educational programs for employees and the communily;
provide translation services to employees and the community; and would be available to
all City departments.

ISSUE BEFORE THE BOARD: Request o place into the Civil Service the position of
Lixtemal Alfairs Offieer,

Ms. Mitburn presented a memorandum from Police Chiet, Michae! Pristoop.
requesting the necd for a liaison between the Police Department and public at targe. L1
Della stated that this position would be responsible for planning, researching, prepuration
and dissemination of public information, nows releases, public service ansouncements,
and promotional and cducational materials.

The Board unanimously approved this position with minor corrections fo the job
deseriplion.

(SSUE BEFORE THE BOARD: Request o remove the rank of Police Major and
Police Capiain from Civil Service status.

Ms. Milbueo presented a letier from Police Chief, Michael Pristoop, requesling
the removal of the rank of Police Major and Police Captain from the Civil Service
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system,

Lt. Della stated that the Major position is currently filled by a contractual
employec and that a3 of September 1, E2008, the last Captain will retire with no eligibility
list for the Captain positions in place. Removing these positions from Civil Service
status would enable the Police Chief to appoint Major or Captains from within or outside
the agency.

As stated in Chicf Pristoop’s letier, modern, professional police departments
generally structure top command positions in exempt status.  Reclassifieation to Exempt
status for Police Major and Police Captain will enswre greater accountability for
performance.

Adter discugsion, the Board uvnanimously approved these changes.

The meeting adjourned approximately at 9:43 am.

FOR THE BOARD:

Cliffon A Jobnsoy
Acting Chairperson

ce: D. Matland
L. Phuner
S. Spencer
M. Pristoop
Board Members
Mavor
Aldermen
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THE CITY OF ANNAPOLIS, MARYLAND
CIVIL SERVICE BOARD MINUTES

Oelober 20, 2008

MEMBERS PRESENT:  Clillon A, JOHNSON, Acting Chairperson
Anthony F, CHRISTHILF
Roberio VELOSO
Sherry YANGIA

STAFF PRESENT: Paul RENSTED, Recruitment/Employee Relations
Administrator, Human Resources
Tira KIMBO, Training Adminisirator, Human Resources
Li. Brian DELLA, Poﬁcc Department
Michael MALLINOTT, Director, DNEP
Marcia PATRICK, Assistant to PW Director
Rose Mary BLOUIN, Human Resources

A quorum being present, the Acting Chairperson called the meeting to order at
8:03 am

ISSUE, BEFORE THE BOARD: Request to place into the Civil Service the position of
Grants Coordmator — Police Department,

Lt. Brian Della stated that writing, managing and administering grants is currently
assigned to various personnel throughout the Police Department, Tt is currently a
contractual position with an anwual salary of approximately $62,000 which the Police
Department would like placed in the Civil Service. After reviewing the job description,
the Board recontmended the job deseription be sent back to APD for some corrections
and clarification to examples of work. They also would like a fiscal impact statement as
well as a formal recommendation from the {Iumai! Resources Director, The position and
supporting documentation should be re-submitted to the Board at the November 17, 2008
meeting,

1SSUE BEFORE THE BOARD: Request Lo place inte the Civil Service the position of
Sediment, Erosion and Sustainabilify Inspector,

) Mr. MallinofT stated that curfcm!{ there are two positions; a contractund building
inspector and a sustainability inspector. He wants to combine the two into one full time
position with more emphasis on sustainability. The Board wants examples of work re-

worded on the job glc-scrggtion and reFiuce the ADA section, The Board also wants
recommendafions from Finance aud Human Resources. Resubmit at November meeting.

ISSUE BEFORY THE BOARD: Request to reclassify the position of Senior Property
Maintenance Inspector,

Mr. MallinofT stated that the scope and amount of work has increased. This
osition now enforces the lnternational Property Maintenance Code which has been
incorpotated in the City Code and supervises four mspectors. The Board would like #3
under examples of wark re-written, documentation thal job grade s where it s suppose to

be,
‘The Board approved this position with minar corrections {o the job deseription,

Ms. Yaniga stated that she would have preferred to wail in arder to ensure that the
placement in grade was in the approprisme place based on Hendricks Study,

ISSUE BEFORE THI BOARD: Request to reelassify the position of Starm Water
Management Engineer,

Mr, Malinolf swated that during the Hendricks Study s position was contraciual
and was not revicwed by Hendricks. He also said that this was originally a function of
Public Works and that positions with eguivalent requiremenis in Public Works are at
Girade 13, e stated that the Mavor :mJ Fil};tﬂggg Jjiector suppont this change,
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The Board approved this position with minor corrections o the job description.

ISSUE BEFORE THE BOARD: Request to adopt minor revisions to the job
deseription Tor Public Works Mamtenance Worker I position.

Ms. Patrick stated that minor revisions to the job description were needed. In
order to have examples of work no longer include items that require a commercial drivers
license, since such a requirement was not a part of the job deseription.

The Board unanimously approved the minor corrections to the job deseription,

ISSUE BEFORE THE BOARD: hamediate amendment 1o the City of Annapolis
Personne] Rules and Regulations, Section 6-2 “Sick Leave™, pursuant to recently enacted
Maryland Law,

Mr. Rensted presented a memo from Kimla Milburn, Director of Human
Resources explaining The Flexible Leave Act that became law in Maryland on
October 1, 2008. As a result of this law, the current City poliey must be modified 1o
allow City emiployees (0 use any lorm of paid feave for the illness ol an immediate
family.

The Board wants wording for any leave category that the legislation may cover
placed in the appropriate places i (he Porsonnel Rules and Regulations. These
calegories would include nnnual Teave, sick leave, and personal leave.

The Board requested that updaled draft language be submitied for its review at the
November meeting,

ISSUE BEFORE THE BOARD: Update on Samue! Cyrus matier.

Mr. Rensted stated that no court date has been sel for his appeal.

ISSUE BEFORE THE BOARD: Update on Personnel Rules and Regulations.

Mr. Rensted stated that the Rules and Repulations have been forwarded by fonmer
Acting City Attorney Andreeze Williams to the new Acting City Attorney Steve Kling
for his review, Mr, %’(l'mg indicated that he planned on presonting his feedback at the
November meeting,

ISSUE BEFORE THE BOARD: Suggestions for Procedures on Establishing New
Positions of Reclassily an Existing Position.

The Board presented suggestions for formal procedures for departments to follow
when establishing a new position or reciassifyin}g an existing position. The Board
sugpested having a conference call with Ms, Milburn to review these guidelines prior wo
the next meeling.

The meeting adjourned approximately at 9:35 a.m.

FOR THE BOARD:

Clifion’ A Johnson™ ™
Acting Chairperson

ces Bourd Members
Minvor
Akfermen

1
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THE CITY OF ANNAPOLIS, MARYLAND
CIVIL SERVICE BOARD MINUTES

December 15, 2008

MEMBERS PRESENT:  Robert R.PENALOZA, Chairperson
Anthony F. CHRISTHILF
Roberto VELOSO
Sherry YANGIA

STAFF PRESENT: Kimla MILBURN, Director of Human Resources
Micliael MALLINOFF, Director, DNEP
Frank B1BA, Butcau Chief, Environmental Programs
Rose Mary BLOUIN, Human Resources

A quoram being present, the Chairperson called the meeting fo order at 8115 a.m.

ISSUE BEFORE THE BOARD: Minutes of October 20, 2008 meeting were approved
as amended.

ISSUE. BEFORE THE BOARD: Request to place into the Civil Service the position of
Fnvironmental Compliance Inspector.

Mr, Mallinoff stated that the primary job responsibility is sediment and crosion
control with construction background and cducation ina science-refated field. He also
stated that this job is funded in the current 2009 budget.

) Afer consultation with Mr. Hendricks, Ms. Milburn stated that Mr, Hendricks is
in agreement with pay grade and language of job description.

The Board approved this position.

ISSUE BEFORE TUE BOARD: Request to reclassify the position of Senior Property
Mainicnance Inspector.

The Board accepted minor changes i the job description, Mr. MallinolT and Ms.
Milburn will consult with Mr. Hendricks vegarding this position and update the Board at
the next meeting.

ISSUE BEFORE THE BOARD: Update on the Rules and Regulations.

Ms. Milburn stated that the Rules and Regulations are still in the Office of Law
for review. Mr. Kling will outsource if review can not be completed by Januvary meeting.

ISSUE BEFORE THE BOARD: Placement of positions into Civil Service: Dance and
Fitness Coordinator, Hispanic Cominunity Liaison, External Aftairs Officer, and Granis
Coordinator.

Ms, Milburn stated that she met with the City Council in closed session regarding
these positions. These positions will be presented to the City Council at their next
meeting but the Grants Coordinator position witl remain contractual.

ISSUE BEFORE THE BOARD: Amendment to the City of Annapolis Personnel Rules
and Regwlations regarding Flexible Leave Act

After discussion, the Board agreed that a separate section lor Flexidble Leave be
created, with the ability to add, deline and/or clarify the language in the fulure.,

1SSUL BEFORE THE BOARD: Update on Samuel Cyrus malter,

No courl date has been setin Cirenit Court for Anne Arandel County.

Page 246

R e i YT A T

i




ISSUE BEFORE THE BOARD: Procedures on Establishing New Positions or
Reclassifying an [:xrsm\g PFosition.

Discussion continued regarding the need for procedures when establishing or
reclassifying positions. Ms, Milburn saggested reviewving jobs once a ]ycar in conjunction
with the budget process, and working with Mr. Hendricks to assist with compensation
and classification issucs.

There needs 1o be a written Policy and Procedure for Classifications. A form
(Request for Authorizations (o Establish or Reclassily a Position) should be attached fo
Policy and Procedures for Classitications, The Board would also fike job descriptions
to be more coneise.

Ms. Milburn will provide to the Board a draft written Policy & Procedure along
with a form for changes.

ISSUE BEFORE THE BOARD: Update on Bowen.

Ms. Mitbum provided the Board with an updatc on the status of the Bowen case.

ISSUE BEFORE THE BOARD: Selection of Chairperson for the Board.

Members present unanimously seiected Robert Penaloza as the new Chairperson
for the Civil Service Board.

ISSUE BEFORE THE BOARD: The nexi mecting of the Civil Service Board is
scheduled for Monday, January 76, 2009 at $:00 aum. in the Council Chambers.
The meeting adjourned approximately at 10:05 am.

FOR THE BOARD:

Robert BT Penaloza
Chairperson

oo Roard Members
Mavyor
Aldermen
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THE CITY OF ANNAPOLIS, MARYLAND
CIVIL SERVICE BOARD MINUTES

January 28, 2008
MEMBERS PRESENT: James R, RENFROE - Chairperson
Clifton JOHNSON
Velma McCULLOUGH
STAFT PRESENT: Paul RENSTED, Recuitment/Employee Relations Administrator

Michael MIRON, Economic Development Director
Rose Mary BLOUIN, Human Resources Depariment
Shaem €. SPENCER, City Attorney

Anndrecze WILLIAMS, Assistant City Attorney
Jerome W. SMITH, Fire Chiel

Douglas M. REMALEY, Deputy Fire Chief

Richard BUTLER, Battalion Chiel

Mark M. TULLY, Fire Captuain

Richard H. DUDERN, Attorney

A quorum being present, the Chairperson catled the meeting to order at 9:00 a.m,

1SSUE BEFORE THE BOARD: Reclassification of Economic Development Director 10 Economic
AfTairs Director,

Mr. Rensted stated that the position of Economic Affairs Director replaces Economic
Development Director position. This position adds additional duties, to include working with the

Feonemic Affairs Commission, which were mandaied by City Coungil Ordinance No. 0-11-07 Revised C.
Job class and pay grade would remain the same. After discussion, the new job deseription was approved.

ISSUE BEFORE THE BOARD: Appeal Hearing - Caplain Mark Tully

Mr. Tully fifed a complaint seeking the Board to review his “unsatisfactory™ performance
evaluation,

Mr. Spencer presented a Motion o Dismiss stating that there is no right ol appeal to the Bourd for
unsatisfactory performance reviews and accordingly this matter must be dismissed.

Mr. Duden, attorney for Captain Tully, presented his opposition to this Motion stating infolerable
working conditions and disparate treatment.

A preliminary ruling by the Board agreed with the City, consistent with arguments, that the Bowrd
does not have jurisdiction 1o hear the merits of the case, and 1o dismiss this matier at this juncture.

The meeting adjourned al approximately 9:26 aun.
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FOR THE BOARD:

JAMES R, RENFROE, Esquire
Chairperson
&

ces Board Members

Mayor and Aldermen
Department Directors
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THE CITY OF ANNAPOLIS, MARYLAND
CIVIL SERVICE BOARD MINUTES

QOctober 19, 2007

MEMBERS PRESENT: James . RENFROE - Chaivperson
Clifton JOIINSON
Vehmna McCOLLOUGH
Joscph F. RODOWSKY

STANEF PRESENT: Kimla MILBURN, Director of Human Resources
Frank BIBA, Buresu Chiel of Environmental
Michael MALLINOFF, Dircctor of DNEP
Marcia PATRICK, Assistant 1o PYW Direstor
Rose Mary BLOUIN, Human Resources Department

A quorum being present, the Chairperson called the mecting to order at 9:05 a.m.

ISSUE BIFORE THE BOARD: Reclassification of Pre-Treatment Inspector to Environmental
Program Coordinator, in the Department of Neighborhood and Bavironmental Programs

Mr. Mallinoff stated that the Pre-Treatment Inspector is an existing position in DNEP Departmem
and he is requesting a change in the job deseription which needs 1o be amended to reflect curreit dutics.
DNEP intends 1o assign additional duties to the position: public cducation activities related to the City of
Annapolis Recyciing ;'og.i,mm and oversight of the City's Energy Efficiency Initiatives which were
mandated by City Council Resolution R-38-06. Job class and pay grade would remain the same. Afier
discussion, the new job description was unanimously upprovctl,

ISSUE BEFORE THE BOARD: Creation of new position, Public Works Analyst, in the Public
Works Department,

Ms. Patrick spoke on this position and stated that position was approved s an enhancement lor
the FYO0R budget, After discussion, the new posiion was unanimously approved with only gratmatical
changes to the description.

ISSUT. BEFORE THE BOARD: Reclassification of Water Plant Technician [, 11, [11, in the Public
Works Departnent (replaces Waier Plant Journeyman 7413},

Ms. Patrick stated that this position was approved by the Civil Service Board duving FY07. The
Dcyumncm of Public Works is requesting that a few modilications o the position descriptian be reviewed
and aprroved. These changes retlect both fypographical errors and deviations from exisiing requirements.
After discussion, the Civil Service Board unanimously approved the job description.

ISSUE BEFORE THE BOARD:  Hendricks Study

The Board requested an updaie on the implemnentation of the Hendricks 1 Stady. Ms. Mitburn
stated that the reclassifications from Hendricks 1 Study are in the final phase of implementation.
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ISSUE BEFORE THE BOARD:  Rules and Regulutions of the Personnel System

The Board requested an updaie on the Rules and Regulations. Ms. Milburn stated that progress
has been made on the edits and that lwa seetions remain for additional work. The final version will be
submitied to the Board at the next meeting,

‘The meeling adjourned at approximately 10:10 a.m,

FOR THE BOARD:

JAMES KO RENFROE, Tsquire 7
Chairperson

ce: Hoard Members

Mayor and Aldermen
Department Dircclors
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THE CITY OF ANNAPOLIS, MARYLAND
CIVIL SERVICE BOARD MINUTES

August 17, 2009

MENMBERS PRESENT:  Robert RPENALOZA, Chairperson
Anthony I, CHRISTHILF
Clifion A, JOHNSON

Roberto VELOSO
Sherry YANGTA
STAFE PRESENT: Kimla MITLBURN, Director of Human Resources

Rose Mary BLOUIN, Human Resources
Jerome Smith, Chief, Annapolis Fire Departiment

A quoram being present, the Chairperson, Mr. Penaloza, called the mecting to
order at §:04 a.m.

ISSUE BEFORE THE BOARD: New Position — Fire Administrative Specialist

Mus. Milburn presented documentation Irom the Annapolis Fire Depariment
regarding the reclassification of Administrative Office Associate. A report from
Hendricks & Associates, Inc, recommended that a new position entitled Fire
Administrative Specialist be established at Grade A12. Afier discussion, the Board
unanimoeusly approved the new position and job description,

iSSU’E BEFORE THE BOARD: Update on Rules and Regulations of the Personnel
Systen.

Mrs. Milburn stated that Resolution R-52-09 weut before the Cigf Councit and
was referred to the Rules Conmmittee. Questions from the committece will be answered by
the next commitice meeling in September, Updale at next meeting,

;SSUI;Z BEFORE THE BOARD: Update Resolution R-22-09 ~ Section 6 {Flexible
Leave

Mrs. Milburn stated that the Resolution was approved by the City Council on
May 22, 2009.

ISSUE BEFORE THE BOARD: Update on Reclassification of Senior Planner in
Planning and Zoning Depariment.

Mrs. Milbuen stated that the position has been filled. Mr, Arason, Department
Director, will wait and perhaps request a change to the job deseription at a laler dute.

ISSUE BEFORE THE BOARD: Update on Classification Policy

) Mrs., Milburn presented the (inal dratt of the Classification Policy. Alter
discussion and with minor changes to the Position Analysis Questionnaire (PAQ), the
Board unanimously approved the policy.

1ISSUR BEFORE THE BOARD: Update on Samuel Cyrus matier,

The City has received a written opinion from Circuit Court for Anne Arundel )
County on this matter. “The Otfice of Law will appeal the Court’s decision to the Court ol
Special Appeals,
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ISSUE BEFORE THE BOARD: Update on Bowen matier,

Ms. Milburn stated that the first phase of the Bowen case is complete. Human
Resources is now awaiting releases for phase two {retired police and fire who did not
participate in the first phase).

The next meeting of the Civil Service Board will be scheduled as needed.
The meeting adjourned approximately at 9:40 a.m.

FOR THE BOARD:

Robert K. Penaloza T
Chatrpetson

copy: Board Members
Mayor
Aldermen
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THE CITY OF ANNAPOLIS, MARYLAND
CIVIL SERVICE BOARD MINUTES

April 18,2011

MEMBERS PRESENT: Robert R, PENALQZA, Chair
Anthony I, CIHRISTHILF
Roberto L.YELOSO

EXCUSED: Clifion A. JOHNSON

Sherry M. YANIGA

STAFE PRESENT: Paul M. RENSTED, Acting Director of Human Resources

Tirg R. KIMBO, Homan Resources
Rose Mary BLOUIN, Human Resources
Philt MC'GOWAR, Mayor's Oiftce

Gail SMITH, Mayor’s Office

Paul THORN, MIT

David JARRELL, Public Works

LeeAnn FLUMER, Recreation and Parks

A quorum betng present, the Chairperson, Mr. Peanloza, called the meeting to

order at 8:00 a.m,
ISSUE REFQRE THE BOARYY: Job Descriptions

Afiter discussion with Department Direclors and a review from Hendricks

and Associates, Inc. regarding grade placement, the lellowing positions were
unanimously approved:

Digital Media & Marketing Administrator - Contractual to Civil Service

GIS Coordinntor — Contractual to Civil Service

G1S Technician — Contractual 1o Civil Service

MIT Support Analyst — Contractual 10 Civil Service

Facilitics Muinteninee Engineer | and {1 — Now Classification (Series of 2}
{one: existing CS: ono: contractual)

Fleet Maintenance/Asset Forfeiture ~ New Classification

Mobility & Parking Specialist — Contractual to Civil Service

Community Health?Aquatics Supervisor - Contractual to Civil Service

Facilité Supervisor — Contractual to Civil Service

Front Desk Supervisor — Contractual to Civil Service

Marketing/Membership Coordinator ~ Contractual o Civil Service

Harbormaster - Re-classification

Harbormaster Administrative Coordinator - Re-Classification

ISSUE BEFORE THE BOARYD: Policy for Contraciual Employces

diseussion, the Board approved t

The Board reviewed the Fmposc:d changes from the City Council. Aflera
ve poliey with one change.

After approval by the City Council, this would b a standard policy within the

THuman Resources Departiment.

The next meeting of the Civil Service Board §s scheduled for Monday, May 16, 2011 at 8:60 am

in the Council Chambers.

The meeting adjourncd approximately at 315 am.

FOR THE BOARID:

Robert W Pomadoza
Clairperson

B3oard Mombers
Mayuor Page 264
Aldermen
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THE CITY OF ANNAPOLIS, MARYLAND
CIVIL SERVICE BOARD MINUTES

May 23,2011

MEMBERS PRESENT: Anthony F. CHRISTHILFE, Acting Chair
Roberto 1L..VELOSO
Sherry M, YANIGA

XCUSED: Clifion A. JOHNSON
Robert R. PENALOZA

STAFF PRESENT: Paut M. RENSTED, Acting Director of Human Resources
Tira B, KIMBO, Human Resowees
Gary WLSON, Assistant City Attorngy
Debra TUBAYA, Parking Enforcement Officer Supervisior
Roberta POOLE, Transportation Supervisor
Richard NEWELL, Transportation Diregtor
Shelly PARKER, Transportation Specialist
Tom RAYMOND, AFSCME, Local 3162

A yuorum being present, the Acting Chairperson, Mr. Christhilf, called the miceting 1o
order at 9:00 am.

ISSUE BEFORE TIIE BOARD: Update on Policy for Contractual Employees

Mr. Rensted stated that the Policy For Contractual Employees (R-8-11 Amended) was
appraved by the City Council on May 9, 2011, A copy is aftached.

1ISSUE BEFORE THE BOARD: Job Description

M. Rensted presented requested fanguage changes (o the position deseription for
Accountanl - Finance Department, Afier minor changes, the Board unanimously approved the
job description.

ISSUE BEFORE THE BOARD: Appeal Hearing - Sharon Y. Carter

For reasons stated in the accompanying Decision by Transcript, the appeal for dismissal
of the three (3) day suspension is ordered and reduced to a two {2) work day suspension in
consideration of the withdrawal of a portion of the original disciplinary action,

The meeting adiourned approximately st 1145 am.

The next meeting of the Civil Service Board is scheduled for Monday, June 28, 2011 ot
£:00 i in the Council Chambers.

FOR THE BOARD:

Anthony F. Christhilf
Acting Chairperson

oe. Roard Members
Mayor
Aldermen
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THE CITY OF ANNAPOLIS, MARYLAND
CIVIL SERVICE BOARD MINUTES

May 23, 2011
MEMBERS PRESENT: Anthony F. CHRISTHILF, Acting Chair

Roberto L.YELOSO
Sherry M. YANIGA

EXCUSED: - Clifton A. JOHNSON

Robert R. PENALOZA

STAFF PRESENT: Paul M. RENSTED, Acting Director of Human Resources
. Tira R. KIMBO, Human Resources
Gary ELSON, Assistant City Attorney
Debra TUBAYA, Parking Enforcement Officer Supervisor
Roberta POOLE, Transportation Supervisor
Richard NEWELL, Transportation Director
Shelly PARKER, Transportation Specialist
Tom RAYMOND, AFSCME, Local 3162

A quorum being present, the Acting Chairperson, Mr. Christhiif, called the meeting to
order at 9:00 a.m. , -

ISSUE BEFORE THE BOARD: Update on Policy for Contractual Employees

Mr. Rensted stated that the Policy for Contractual Employces (R-8-1 1 Amended) was
approved by the City Council on May 9, 2011. A copy is attached.

ISSUE BEFORE THE BOARD: Job Description

Mr. Rensted presented 1'eqilest§:d language changes to the position deseription for
Accountant - Finance Department. After minor changes, the Board unanimously approved the
job description. :

ISSUE BEFORE THE BOARD: Appeal Hearing — Sharon Y. Carter

For reasons stated in the accompanying Decision by Transcript, the appeal from the
disciplinary action of the Director of the Department of Transportation Is denied but, in
consideration of the withdrawal of a portion of the original disciplinary action, the three (3) day
suspension is reduced to two (2) worﬁ days. .

The meeting adjourned approximately at 11:45 a.m. -

The next meeting of the Civil Service Board is scheduled for Monday, June 20, 2011 at
8:00 am in the Council Chambers, ' .

FOR THE BOARD:

Anthony F. Lhristhilf
Acting Chdirperson

ce! Board Members
Mayor .
Aldermen.




E CITY OF ANNAPOLIS, MARYLAND
CIVIL SERVICE BOARD MINUTES

May 9, 2012

MEMBERS Anthony F. CHRISTHILF, Acting Chair
Allen PACK

Sherry M. YANTIGA

STAFF PRESENT: Paul M. RENSTED, Acting Director of Human Resources
Jacalyn BIERMAN, Human Resources '
Rosé Mary BLOUIN; Human Resources -
David STOKES, Fire Chief
Kevin SIMMONS, Deputy Fire Chief
Richard NEWELY,, Director of Transportation
Kywaku AGYEMANG-DUAH, Transportation Planner
Scott WILLIAMS, Capt., Police Operations
Robert COUCHENOUR, PW Superintendent

A quorum being present, the Acting Chairperson, Mr. Christhilf, called the meeting to
order at 8:05 a.m. _

ISSUE BEFORE THE BOARD: Job Descriptions with Justifications

Job descriptions for Fire Department: Risk Analyst, OEM and Deputy Director, OEM,
were unanimously approved.

Job description for Public Works: Facilities Maintenance Supervisor was unanimously
approved.

Job description for Transportation Department: Revised: Transportation Superintendent;

and Re-classification: Transportation Planning/Administration Division Chief were unanimously
approved. : :

Job description for Police Department: Administrative Enforcement Associate was
unanimously approved, o '

Job description for Mayor’s Office: City Council Associate was nnanimously approved
with minor changes to the job description. .

ISSUE BEFORE THE BOARD: Revised Rules and Regulations of the Personnel System

Sections 7 and 8 were distributed to the Board members for their review.

ISSUE BEFORE THE BOARD: A draft of Ordinance No. O-18-12

Draft of ordinance was distributed to the Board members for their information.

ISSUE BEFORE THE BOARD: Appeal Hearings

The Board requested information relating to any hearings. Mr; Rensted will discuss with
M. Elson, Assistant City Attorney. _ : :

The meeting adjourned approximately at 9:10 a.m.

The next meeting of the Civil Service Board is scheduled for Monday, May 21, 2012 at
9:00 am in the Council Chambers. : : . :

FOR THE BOARD:

Anthony F. Cléljsfhiif
Acting Chairpérson




" THE CITY OF ANNAPO

LIS, MARYLAND

CIVIL SERVICE BOARD MINUTES

May 20, 20

13

MEMBERS PRESENT: Anthony F. CflRIS’I‘HILF, Acting Chair
Sarnuel CALLAHAN

Cutter MATLOCK
Allen PACK :

EXCUSED: | Sherry YANIGA

STAFF PRESENT: Paul _RENS’i‘ED, HR Director .
Rose Mary BLOUIN, Human Resources

A quorum being presént, the Chairperson, Mr. Christhilf, called the meeting to -

6rder at 8:03 a.m,

ISSUE BEFORE THE BOARD:  Appeal Heat

ing — James Creek

<
The Board was informed by Mr. Rensted that the City has not received any
communication from Mr. Creek since his appeal hearing on January 14, 2013. A copy of a memo
to the Board, letters, and certified mail receipts:are attached. Mr. Rensted is requesting that the ,
Civil Service Board dismiss Mr. Creek’s appeal and allow the Department of Public Works to fill

_ the position.

in light of Mr.Creek’s failure to pursuefhis appeal and to respond to the referenced

correspondence, the Board unanimously agreed to dismiss the appeal and allow the Department

of Public Works to fill the position,
ISSUE BEFORE THE BOARD: Job Descriptions

Job deseription for Police Department was p
Services Specialist (existing and vpdated) was tnanin

Job description for Recreation and Parks was
Recreation & Parks: Park Maintenance Worker ITI (n

resented by Major Scott Baker: Community
nously approved. ’

presented by Brian Woodward, Director of
ew) was unanimously approved.

Job description for Finance Department was presented by Bruce Miller, Director of
Finance: Finance Office Administrator (new) was unanimously approved. :

The meeting adjourned approximately at 8:40i a.m.

FOR THE BOARD: - :

Anthony F. Chythilf, Esq.
Acting Chair }xg 4
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THE CITY OF ANNAPOLIS, MARYLAND
CIVIL SERVICE BOARD MINUTES

September 16, 2013

MEMBERS PRESENT; Anthony F, CHRISTHILF, Acting Chair

- Jennifer BEARD
Samuel CALLAHAN
Allen PACK
STAFF PRESENT: Paul RENSTED, HR Director

Rose Mary BLOUIN, Human Resources
Laurie GARDNER, Human Resources

Gary ELSON, Assistant City Attorney
Mark HOWES, Esq.

A quorum being present, the Acting Chair, Mr. Christhilf, called the meeting to

orderat 8:32 a.m.

ISSUE. BEFORE THE BOARD: Job Descriptions

Job descriptions for the Recreation and Parks Department were presented by Brian
Woodward, Director of Recreation & Parks. Descriptions for a Parks & Facilities Division Chief
(new) and a Recreation Division Chief (new) were unanimously approved.

A job description for the Public Works Department was presented by David Jarrell,
Director of Public Works. The description for a Fleet Manager (new) was unanimously approved.

ISSUE BEFORE THE BOARD: Appeal Hearing — Rufus Steed

Mr, Steed filed an appeat to the Board from the decision of Mr. Rensted, HR Director, to
disallow a change of the beneficiary of Mr. Steed’s pension benefits. A :

Aflter testimony, acceptance of exhibits into evidence and closing arguments by counsel,
the Board requested written memoranda from counsel by October 1, 2013. :

. The meeting adjourned approximately at 10:45 a.m,

FOR THE BOARD:

Anthony F, Chri?){ﬂf, Esq.
Acting Chair




THE CITY OF ANNAPOLIS, MARYLAND

CIVIL SERVICE BOARD MINUTES
May 19, 2014

MEMBERS PRESENT: Anthony F. CHRISTHILF, Acting Chair
Jennifer BEARD
Samuel CALLAHAN
Allen PACK

STAFF PRESENT: Paul RENSTED, HR Director

Rose Mary BLOUIN, Human Resources
Brian WOODWARD, Acting City Manager
Julian WALTERS, Acting Recreation & Parks Director

A quorum being present, the Chairperson, Mr. Christhilf, called the meeting to
order at 8:07 a.m.

ISSUE BEFORE THE BOARD: Job Descriptions

Job description for Recreation and Parks Department was rresented by Julian Waiters,
Acting Director of Recreation & Parks: Deputy Harbormaster (reclassification),

Job description for Recreation and Parks Department was presented by Brian Woodward,
Acting City Manager: Stanton Center Manager (reclassification),

Both job descriptions were unanimously approved.

ISSUE BEFORE THE BOARD: Election of Officers
Anthony F Christhilf was elected to serve as Chair for a period on one year.

Allen Pack was elected to serve as Vice-Chair for a period of one year.,

The meeting adjourned approximately at 8:39 a.m.

FOR THE BOARD:




THE CITY OF ANNAPOLIS, MARYLAND
CIVIL SERVICE BOARD MINUTES
December 8, 2014 ’

MEMBERS PRESENT: Anthony F. CHRISTHILF, Acting Chair
) Jennifer BEARD
Samuel CALLAHAN
Allen PACK

STAFF PRESENT: Paul RENSTED, HR Director
Rose Mary BLOUIN, Human Resources
David J ELL, Director, PW :
Marcia PATRICK, Asst. Director, PW
Chris AMOIA, Capt., APD

_ A quorum being present, the Chairperson, Mr. Chriéthilf, called the meeting to
order at 8:05 a.m. ’

ISSUE BEFORE THE BOARD: Job Descriptions
Job descriptions for Public Works were presented by David Jarrell:
Public Works Service Worker (revised);
Facilities Maintenance Technician {new); |
Facilities Maintenance Engineer I (revised);
Facilities Maintenance Engineer 11 (revised); and
Facilities Maintenance Supervisor (revised)

All job descriptions were unanimously approved.

Job descriptions for Polics Department were presented by Capt. Chris Amoia:
Community Services Specialist (revised) was unanimously approved with minor

revisions; ]
Crime Analyst (new) was unanimously approved,

The meeting adjourned approximately at 8:19 a.m.

FOR THE BOARD:

P




