
SECTION 3 EMPLOYEE RECRUITMENT, SELECTION,
EMPLOYMENT & TERMINATION

3.1 Scope

The City Administrator or a designee will manage the hiring process for positions within the City.
While the hiring process may be coordinated by staff, the City Council is responsible for the final
hiring decision and must approve all hires to City employment. All hires will be made according
to merit and fitness related to the position being filled.

3.2 Features of the Recruitment System

The City Administrator or designee will determine if a vacancy will be filled through an open
recruitment or by promotion, transfer or some other method. This determination will be made on
a case-by-case basis. The majority ofposition vacancies will be filled through an open
recruitment process. Position vacancies may be filled on an "acting" basis as needed.

Application for employment will generally be made on application forms provided by the City.
Other materials in lieu ofa formal application may be accepted in certain recruitment situations
as determined by the City Administrator or designee. Supplemental questionnaires may be
required in certain situations. All candidates must complete and submit the required application
materials by the posted deadline, in order to be considered for the position. The deadline for
application may be extended by the City Administrator. Unsolicited applications will not be kept
on file.

3.3 Testing and Examinations

Applicant qualifications will be evaluated in one or more ofthe following ways: training and
experience rating; written test; oral test or interview; performance or demonstrative test; physical
agility test, or other appropriate job-related exam.

Intemal recruitments will be open to any City employee who: (1) has successfully completed the
initial training period; (2) meets the minimum qualifications for the vacant position; and (3)
currently is and for the past year has been in good standing with the City.

The City Council or designee will establish minimum qualifications for each position with input
from the appropriate supervisor. To be eligible to participate in the selection process a candidate
must meet the minimum qualifications.

3.4 Pre-Employment Medical Exams

The City Administrator or designee may determine that a pre-employment medical examination,
which may include a psychological evaluation, is necessary to determine fitness to perform the
essential functions of any City position. Where a medical examination is required, an offer of
employment is contingent upon successful completion ofthe medical exam.
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When a pre-employment medical exam is required, it will be required of all candidates who are
finalists and/or who are offered employment for a givenjob class. Information obtained from the
medical exam will be treated as confidential medical records.

When required, the medical exam will be conducted by a licensed physician designated by the
City with the cost of the exam paid by the City. (Psychological/psychiatric exams will be
conducted by a licensed psychologist or psychiatrist.) The physician will notify the City
Administrator or designee that a candidate either is or isn't medically able to perform the essential
functions of the.iob, with or without accommodations and whether the candidate passed a drug
test, if applicable.

lfthe candidate requires accommodation to perform one or more ofthe essential functions ofthe
job, the City Administrator or designee will confer with the physician and candidate regarding
reasonable and acceptable accommodations.

lfa candidate is rejected for employment based on the results ofthe medical exam, he/she will be
notified of this determination, to the extent required by law.

3.5 Selection Process
The selection process will be a cooperative effort between the City Administrator or designee and
the hiring supervisor, subject to final hiring approval ofthe City Council. Any, all or none ofthe
candidates may be interviewed.

The City has the right to make the final hiring decision based on qualifications, abilities,
experience and city of Ramsey needs.

3.6 Background Checks
All flnalists for employment with the City will be subject to a background check to confirm
information submitted as part ofapplication materials and to assist in determining the candidate's
suitability for the position. Except where already defined by state law, the City Administrator
will determine the level of background check to be conducted based on the position being filled.

3.7 Criminal Background lnvestigations

Authority

State law authorizes city police departments to conduct criminal history background
investigations on applicants for City positions using Minnesota Computerized Criminal History
data.

Applications

This section applies only to applicants who are finalists for regular, temporary, seasonal, casuar,
and volunteer status positions. Before a finalist is eligible to receive a conditionaljob offer or
begin employment with the City, and to the extent permitted by law, the applicant must authorize
the Police Department, in writing, to undertake a criminal history background investigation and
to release the information to the City Council, City administrator and/or other City staff as
aPProPriate 
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Rejection of Applicatio ns

Except in the case of exceptions set forth in Minnesota state law, as may be amended from time
to time, if the City rejects an application for employment due partly or solely to the applicant's
prior conviction of a crime which relates directly to the position sought, the City's Human
Resources Manager will notify the applicant in writing of the following:

l) The Grounds and reasons for denial;
2) The applicant complaint and grievance procedure set forth in Minnesota State law, as may

be amended from time to time;
3) The earliest date the applicant may reapply for employment or a volunteer position; and
4) That all competent evidence of rehabilitation will be considered upon re-application.

Only public conviction information related directly to the position sought will be considered in
denying employment. In situations where identity is questioned, fingerprint verifications will be
allowed, to the extent permitted by law. The City reserves the right to consider the applicant's
criminal history, including any and all evidence of rehabilitation, when evaluating him or her for
employment with the City, to the maximum extent permitted by law.

3.8 Reclassification and New Position / Vacant Position

Reclassificatktn

When a position's duties and responsibilities change (increase or decrease), the position is
considered a reclassification and may be automatically filled by the incumbent ofthe original
position; contingent upon the incumbent's ability to meet the position's minimum requirements
and necessary knowledge, skills, and abilities, at the City's discretion.

New Position

If the City creates a new position to meet its public service needs the position will be filled
according to the City Administrator's direction.

3.9 Nepotism

The potential for conflicts of interest are increased when personnel who are related are employed
by the same employer; and real or implied conflicts of interest can result in distrust and a general
lack ofharmony among other employees.

Whenever possible, and with due regard forjob-relevant qualifications, merit, and fitness, the
employer shall avoid the appointment ofany person related to an appointed officer or regular full-
time or regular parttime employee of the City. Appointments or assignments of persons related to
an employee in the same department in which the employee works is prohibited.

This provision does not apply to marital status or familial status, as protected under the Minnesota
Human Rights Act. Employment ofthe spouse ofan elected or appointed officer or employee is
not prohibited; however, appointment or assignment ofan employee's spouse in the same
department in which the employee works is prohibited, if the appointment or assignment would
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result in an employee directly supervising or influencing the recruitment, employment, salary, fees,
or performance review ofthe employee's spouse.

Appointment to a position with the City shall not be construed as an employment contract between
the city of Ramsey and an employee. All employees whose positions are covered by this policy are
appointed by - and serve - at the sole discretion ofthe employer.

3.10 Probation

Subject to the provisions ofan applicable collective bargaining agreement, every original
appointment and every promotional appointment, is subject to a probationary period of six (6)
months, except for patrol officers, paid-on-call firefighters, and Department Heads who have a
one-year probationary period. During the probationary period a probationary employee may be
terminated at the sole discretion ofthe City. If terminated during the probationary period, the
employee shall be notified in writing of the termination and shall have no right to appeal the
termination.

Employees may use sick and vacation leave during their probationary period at the discretion of
the Department Head.

At the sole discretion of the City Administrator, an employee's probationary period may be

extended for 90 calendar days. Completion ofthe probationary period orany extended
probationary period is not, and cannot be construed as, a promise ofcontinued employment or
otherwise altering the at-will nature of employment.

3.11 Supplemental Employment

No city of Ramsey patrol officer shall work as a police officer or keeper ofthe peace directly for
any establishment in the City or at any special private functions within the City. Ofticers needed at
special functions shallwork as city of Ramsey employees and shall be paid directly by the City.
The City, in retum, will bill the person or entity requesting the officers' presence at the function
from which payment the City will reimburse itself for the officers' services.

3.12 Pertormance Evaluations

Performance evaluations are used to assess employee performance in terms ofspecificjob
requirements and provide measures for setting up training and development programs for
improvement and opening communication channels. On the anniversary date of an employee's
current position, or in January if so determined by the Human Resources Manager, as well as when
an employee is completing their probationary period, a formal performance evaluation may be

completed. lf a formal performance evaluation is completed, it will be reviewed with the
employee.

For Department Heads, the City Administrator will make note of any City Council feedback
regarding Department Head performance and summarize the Council's comments when writing tle
Department Head's performance evaluation. The City Administrator will review the performance
evaluation with the Department Head. The Department Head will have the opportunity to discuss

the performance evaluation with the City Council at a closed City Council meeting if he/she so

chooses.
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The City will consider each employee's performance evaluation when considering salary increases
or potential promotional opportunities. As a general rule, an employee who receives an overall
rating of"Needs Improvemenf' or "Poor" will not be eligible for promotional opportunities, salary
increases, except for any "cost of living" adjustment made by the City. Further, an employee who
receives an overall rating of"Needs Improvement" or "Poor" must follow a performance
improvement plan to bring performance to an acceptable level. If performance is not brought to an
acceptable level as described in the performance improvement plan, discipline may be imposed, up
to and including termination. Conducting, or the results of, perforrnance evaluations does not alter
the at-will nature of employment.

3.13 Resignations

As arwill employees, all City employees may resign at any time, for any reason. In order to be
considered "in good standing" at the time of resignation, an employee must file with employee's
Department Head, at least 14 days before leaving, a written resignation stating the effective date of
the resignation. Department Heads wishing to resign "in good standing" should give the City as

much advance notice as possible, but must provide at least 30 days' notice. Failure to comply with
this l4 day or 30 day notice procedure may be considered cause for denying the employee future
employment by the City and denying termination benefits. Unauthorized absence from work for a
period of three working days may be considered by the Department Head as a resignation "not in
good standing" and without benefits.

3.14 Lay-offs

After at least two weeks' notice to the employee, the City Administrator may lay off any employee
when such action is necessary because of shortage ofwork or funds, the abolition ofa position, or
changes in organization.
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