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a. Read and understand these rules and ask the immediate supervisor to
explain these rules if questions arise.

b. Understand the function of the department assigned and how that
function relates to the total mission of the Borough and all of its
departments. '

c. Discuss with the immediate supervisor any questions relating to the
interpretation or application of these rules.

d. Bring to the attention of the immediate supervisor any change in
duties as outlined in the position description given to the employee at
hiring.

e. Submit in writing recommended changes to these rules first to the
immediate supervisor, then the department head, and then the
Borough Manager to be considered by the Personnel Board.

ORGANIZATION AND DUTIES OF THE PERSONNEL BOARD

The Borough Assembly shall appoint a Personnel Board consisting of five (5)
members. The term of each member shall be three (3) years. The terms of
appointments to the Board shall be staggered so that two (2) members are appointed
each year for two consecutive years and one (1) member is appointed the third year.
The regular term of a member of the Board shall commence on January 1st of the
year of appointment and shall expire on December 31st of the year the term expires.
A member of the Personnel Board may not hold an elected office or be an employee
in the Kodiak Island Borough government and must be a registered voter in the
Kodiak Island Borough. In appointing members to the Personnel Board, the
Borough Assembly will take into consideration the recommendations made by
Borough employees, the Borough Manager, any resident of the Borough and their
own recommendations. Appointments should be somewhat consistent with the
overall ethnic composition of the population of the community. All vacant positions
and anticipated vacancies on the Borough Personnel Board will be advertised, via
local media, at least three weeks prior to the filling of the vacancy by the Assembly.
A member of the Personnel Board may be removed from office by the Borough
Assembly for incompetency, dereliction of duty, three consecutive unexcused
absences from official Personnel Board meetings, or other abuse after being given a
copy of the charges and an opportunity to be heard publicly on such charges before
the Assembly. The Personnel Board will receive all recommendations concerning
additions, revisions, or deletions to/from the Borough Personnel Policies and
Procedures Manual. In addition, they may formulate their own recommendations
concerning the Borough Personnel Policy. These recommendations should have
input from the Borough Manager prior to action. The Assembly will then consider
these recommendations, and if approved as presented, or approved in amended form

by ordinance, will become permanent additions, revisions, or deletions to/from the
Borough Personnel Policy.

In addition, the Personnel Board shall have the responsibility and authority to:

A. Hold official public Personnel Board meetings at least, but not limited to
once per quarter. The required meeting will be held at a time determined
by the Board each quarter, giving Borough employees at least five (5)
working days' notice prior to the meeting.

B. Work sessions or special meetings may be called by either the chairman or
two (2) members of the Personnel Board, giving Borough employees at
least five (5) working days notice prior to the meeting.

2-3



204

October 19, 1998

C. Establish a quorum of three (3) members for regular and special meetings
with no recommendations to go before the Assembly without a majority of
the Personnel Board voting affirmatively.

D. Furnish written minutes of these public meetings for the Borough files and
one copy to each department for posting. The minutes will be posted
within five (5) working days of such meeting. The Assembly will furnish
the Personnel Board with the secretarial and clerical staff necessary to
carry out its stated functions.

E. Elect a chairman, vice-chairman, and secretary; the secretary need not be a
member of the Board. The Board shall determine the time and place of its
regular meetings.

F. Advise the Assembly on matters concerning personnel administration, in
writing, after each official Personnel Board meeting.
G. Review job descriptions as prepared by the Borough administration and

submitted by the Borough Manager for the purpose of determining
placement in a pay range using the salary placement process as adopted by
the Assembly.

H. Perform other related duties as may be necessary to fulfil its
responsibilities as outlined in the Personnel Policy or as may be assigned
by the Assembly. It may also have the additional authority of promulgating
its own rules and regulations, subject to Assembly approval.

ORGANIZATION AND DUTIES OF THE WORKING CONDITIONS
ADVISORY COUNCIL

204.1 Organization of Advisory Council

There is created a Working Conditions Advisory Council which shall have as its
purpose the presentation to the Borough Assembly recommendations, advice and
suggestions regarding terms and conditions of employment for employees who are

not represented by a collective bargaining organization, including department
heads.

The Advisory Council shall consist of five persons elected by the covered
employees and who may present advice, recommendations and discussions to the
Borough Assembly at least quarterly or more frequently if requested by the
Advisory Council or the Borough Assembly upon reasonable notice.

204.2 Authority of Advisory Council

The Advisory Council's recommendations, advice and suggestions to the Borough
Assembly shall be considered in good faith by the Borough Assembly, but shall
have no binding effect on the Borough Assembly. All Advisory Council
recommendations shall be presented at a regular Assembly meeting for action by
the Assembly.

The members of the Advisory Council selected by the covered employees shall
serve for a period of at least one year from the date of election of the members of
such Advisory Council by the covered employees. No more frequently than once
a year, the Borough Assembly may for good cause request an affidavit or other

‘reasonable evidence that the Advisory Council continues to represent the interests

of the majority of the covered employees.
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