
7.3 Annual Performance Evaluation Reports: 
 
7.301 Annual performance evaluations are used for the following purposes: 
 

A.  to provide a basis for informed decisions on such matters as promotion, work  
      assignments, training, recognition, and continuation of employment; 
B.  to keep employees advised of what is expected of them and how well they are 
      meeting these expectations; 
C.  to stimulate improved work performance and commitment to City and  
      departmental goals and objectives; 
D.  to provide a basis for meeting employee needs for growth and development 
E.  to foster an effective working partnership between supervisor and employee;   
      and 
F. to determine the effectiveness of placement and promotion actions. 

 
7.302 Preparation. An annual performance evaluation report shall be prepared for all 
employees as set forth below. Each department head, with assistance and approval of 
the City Manager, shall develop standards of performance to be used as a basis for 
personnel evaluation and shall reference quality and quantity of work, the manner in 
which service is rendered, and such characteristics as will measure the value of the 
employee to the City. Employees should be informed of such standards. 
 
7.303 Nature and Form of Reports. The City Manager shall prescribe the nature and form 
of annual evaluation reports, shall investigate the accuracy of challenged evaluation 
reports, and shall, when justified, take any necessary action required to ensure that the 
evaluation report accurately reflects the facts. The City Manager shall provide for 
reasonably uniform application of evaluation standards. Performance evaluation reports 
shall be made before completion of each introductory period, annually before anniversary 
dates, and upon demotion or transfer. Performance evaluation reports may also be 
completed at any other time at the discretion of a department head with approval of the 
City Manager.  In addition to yearly evaluations, the City Manager encourages 
supervisors to hold quarterly feedback sessions with employees to increase feedback 
opportunities (positive, as well as negative) and provide more performance milestones 
leading up to the annual evaluation. 
 
7.304 Review of Performance Evaluation with employees. The supervisor or department 
head shall prepare the evaluation report and discuss it privately with the employee to 
whom it pertains. The employee may comment on the content of the performance 
evaluation report; such written comments shall be attached to the report and become part 
of it. 
 
7.305  Merit Increases.  If an employee is due a merit increase associated with his/her 
annual evaluation and their supervisor does not complete the evaluation by the 
employee’s annual evaluation date; all scheduled merit increases will be awarded on 
time.  A personnel officer will notify the supervisor of the supervisor who did not get the 
evaluation done on time. 



 
7.306 Distribution of Reports. Once the performance evaluation has been signed by all 
required reviewers, administration shall furnish the employee with a copy of the 
performance evaluation report. The original shall be filed in the employee’s personnel file. 
 
7.307 The substance of a performance evaluation report shall not be the subject of a 
grievance. or arbitration. 
 
Section 8 – Disciplinary Actions 
 
8.1 General: 
 
The personnel officer will advise department heads in the handling of all disciplinary 
matters. The personnel officer shall approve all disciplinary actions other than oral or 
written reprimands, prior to the completion of the action, unless, in the judgment of the 
department head, immediate disciplinary action is required.  The basis for taking 
immediate action shall be limited to those instances involving the possibility of immediate 
danger to health, safety, and welfare of city employees or the public, or destruction of 
property. In such instance, the department head shall have the authority to immediately 
place the employee on administrative leave pending investigation by the personnel 
officer. 
 
8.2 Procedure: 
 
8.201 A Working Day is defined as normal city business days, which are Monday through 
Friday, 8:30 am to 5:00 pm, excluding weekends and holidays.. 
 
8.202 Notice and Pre-Disciplinary Conference 
 
Prior to approving a department head’s recommendation for disciplinary action resulting 
in pay loss or dismissal, the personnel officer shall give the affected employee written 
notice of the intent to discipline containing a reasonably specific statement of the basis 
for the intended discipline and an explanation of the employee’s right to file a grievance 
pursuant to Section 9.  Upon receipt of the notice, the employee shall be given an informal 
opportunity to respond to the personnel officer, in person or in writing, to present reasons 
why the proposed action should not be taken against him/her. After considering the 
employee’s response, the personnel officer shall determine whether there are reasonable 
grounds to believe that the charges against the employee are true and make a decision 
on whether or not to support the proposed action. 
   
8.203 Investigation of Charges 
 
The personnel officer or other person designated by the City Manager is authorized to 
investigate charges against an employee. The employee and other witnesses may be 
questioned and readily available evidence collected. Searches of offices, desks, lockers 
and other storage devices shall not be undertaken without the express permission of the 



personnel officer. Such searches will be authorized only when there are reasonable 
grounds for suspecting that such a search will turn up evidence that an employee is guilty 
of work related misconduct, negligence, or unsatisfactory performance. If the charges 
involve criminal conduct, the investigation will be conducted by the Police Department in 
the same manner as any other criminal investigation. 
 
8.204 Investigative Administrative Leave  
 
The employee may be placed on investigative administrative leave pending investigation 
of charges. Placement on investigative administrative leave is not subject to grievance 
review. 
 
8.205 Effective Date of Disciplinary Action 
 
Upon the personnel officer’s determination that a disciplinary action is warranted, the 
discipline will be imposed and the employee will be removed from investigative 
administrative leave status. Should the disciplinary action be reversed or modified during 
the grievance process, the employee will be compensated for lost pay from the effective 
date of the personnel officer’s decision up through the date of reversal or modification.  
 
8.206 Citizen Complaints Regarding City Employees   
 
Citizen complaints, which are submitted in writing and signed by the complainant, about 
City employees should be directed to the employee’s department head. Complaints about 
department heads should be directed to the City Manager.  The employee should be 
given an opportunity to respond to the charge. If warranted, an investigation may be 
conducted pursuant to Section 8.202. The department head or City Manager shall inform 
the complainant as to the resolution of the matter.  
 
8.3 Forms of Discipline & Just Cause: 
 
8.301 Progressive Discipline.  
 
Progressive discipline shall be followed when practicable. Supervisors should impose 
discipline in steps of increasing severity. The number of steps to be employed may vary 
in accordance with the severity of the conduct. Generally, when the severity of the 
inappropriate conduct warrants, and it is in the best interest of the City, any of the following 
forms of discipline may be imposed at any time so long as such discipline is supported by 
just cause: 
 
 A. Oral reprimand 
 B. Written reprimand 
 C. Disciplinary Probation  
 D. Step Reduction 
 E. Transfer 
 F. Demotion 



 G. Suspension 
 H. Dismissal 

 
Other sanctions may be imposed as warranted by the City Manager for particular 
situations or to address particular problem areas. 
 
8.302 Just Cause. 
 
Proof of any one of the following by a preponderance of the evidence shall constitute just 
cause for disciplinary action: 
 A. Poor performance; 
 B. Inefficiency; 
 C. Lack of the qualifications required of the position held; 
 D. Insubordination; 
 E. Excessive or unexcused absenteeism; 
 F. Excessive or unexcused tardiness; 
 G. Harassment of other employees, to include sexual harassment and/or 

other threatening, intimidating, coercive or abusive conduct; 
 H. Failure to work harmoniously with other employees or the public; 
 I. Violation of a rule, policy, procedure or regulation, which was known or 

reasonably should have been known to the employee; 
 J. Violation of an oral or written directive which was known or reasonably 

should have been known to the employee; 
 K. The consumption, use, possession of or being under the influence of 

intoxicating beverages or illegal drugs during the employee’s work shift, 
including meal or other breaks, or while on City property; 

 L. Dishonesty; 
 M. Any other conduct commonly recognized by reasonable persons as 

justification for discipline. 
 
8.4 Disciplinary Reports: 
 
8.401 Disciplinary Action Reports.  
 
All disciplinary actions shall be documented.  When an oral reprimand is given, a record 
of the date, time and subject of the oral reprimand shall be prepared. Employees shall be 
given an opportunity to review the reports of oral reprimands and any written reprimands 
with the supervisor. If the employee disagrees with the facts or conclusions contained in 
the report, the employee shall be permitted to submit, within three working days after 
reviewing the report with the supervisor, a statement of disagreement. The statement 
shall clearly and concisely set forth the employee’s reasons for disagreement. One copy 
of the employee’s statement shall be appended to the report and shall become a part of 
it. If the employee has no comment or has not responded within the required time frame, 
it shall be so noted and the report shall be filed in the employee’s personnel file. 
 
 



8.402 Periodic Reviews. 
 
The supervisor will complete periodic reviews of the employee’s progress in correcting 
the cause of the original discipline. Such reports will be made a part of the employee’s 
personnel file. 
 
8.403 Written Statement. 
 
A supervisor at any time may require a written statement from a subordinate explaining 
the employee’s conduct or omissions. 
 
 
8.5 Disciplinary Probation: 
 
8.501 General. 
 
For just cause, an employee may be placed on disciplinary probation. The duration of 
disciplinary probation may not exceed 26 weeks. During a period of disciplinary probation, 
an employee: 
 
  (A) retains regular status, 
  (B) may not use scheduled personal leave, 
  (C) may not use leave without pay, 
  (D) may not accrue or use comp time 

(E) shall provide evidence satisfactory to the department head of the 
reasons for using any unscheduled leave, 

(F) must comply with all requirements and conditions of the probation. 
 
8.502 Failure to Correct Deficiencies. 
 
An employee who fails to correct less than acceptable performance or repeats 
unacceptable behavior during a period of disciplinary probation is subject to further 
disciplinary action. 
 
8.503 Application. 
 
Disciplinary probation may be used as an independent disciplinary measure or in 
conjunction with another disciplinary measure. 
 
8.6 Step Reductions:  
 
8.601 General. 
 
For just cause, the salary of a regular employee who is placed at other than step A may 
be reduced by one step. The period the employee serves at the lower step may not 
exceed 26 weeks without review. 



 
8.602 Failure to Correct Deficiencies. 
 
An employee is subject to further step reduction or other disciplinary action if the 
employee fails to correct less than acceptable performance or repeats unacceptable 
behaviors during the period of step reduction. 
 
8.603 Restoration of Salary. 
 
The salary step(s) shall be restored when, upon review, it is determined that the 
unacceptable behavior has been corrected. 
 
8.7 Transfer:  
 
An employee may be transferred to a different section or department for just cause. A 
transfer may or may not also include a demotion. 
 
8.8 Demotion: 
 
For just cause, an employee may be demoted in position status and/or pay status.  An 
employee demoted for disciplinary reasons shall be placed in Step A of the lower range 
unless otherwise determined by the City Manager 
 
8.9 Suspensions:  
 
8.901 General. 
 
An employee may be suspended for just cause without pay for a period of not over four 
full workweeks for disciplinary reasons. Further disciplinary action may be cause for 
dismissal. 
 
8.902 Special Rules for Exempt Employees. 
 
Suspension of employees exempt from overtime pay requirements shall be subject to the 
following provisions: 
 

A. Suspensions of less than one (1) full workweek shall be paid except as set 
forth in subsection B. However, a deduction equivalent to the paid suspension may 
be taken from the amount of the accrued paid leave the exempt employee has 
accumulated. 

 
B. If the suspension of an exempt employee results from the violation of a 
safety rule or rule of major significance intended to protect life and property, the 
suspension may be without pay even if it is less than a full workweek. 

 



C. All other unpaid suspensions of exempt employees must be for a full 
workweek or some multiple of a full workweek. 

 
8.10 Dismissal:  
 
An employee may be dismissed from employment for just cause. Except in a case 
involving a hazard, or when the best interests of the city will not be served, two weeks’ 
notice of dismissal will be given the employee. 
 
8.11 Non-Disciplinary Termination: 
 
City employees may be terminated when it is necessary to reduce the number of 
employees because of lack of funds or work or when related persons are employed in 
violation of Section 4.102. Two weeks written notice shall be provided. Terminations 
under this section are not subject to grievance review or arbitration. 
 
Section 9. Grievance and Arbitration Procedures 
 
9.1 General Policy:   
 
9.101 Sole and Exclusive Remedy.  Employees shall have the right individually, as a 
group, or through a designated representative, to present grievances, and shall be free 
from restraint, interference, discrimination, or reprisal in this regard. Grievances shall be 
presented through the established lines of authority. It is the policy of the City to require 
its employees to utilize an exclusive, final, and binding mechanism for the adjustment of 
any and all workplace controversies, including controversies concerning the meaning or 
application of the provisions of the Personnel Regulations. 
 
9.102 Representation.  The employee may select a fellow employee, supervisor or other 
representative to assist in the presentation of a grievance or appeal. 
 
9.2 Grievance Defined: 
 
A grievance is a contention that a specific action or specific failure to act by the City 
violates a specific right established by constitutional guarantee, statutory law, common 
law, or the city’s Personnel Regulations. The substance of a performance evaluation 
report, or placement on investigative administrative leave status are among the types of 
administrative actions not included within the definition of “grievance.”  
 
9.3 General Grievance Procedure:   
 
An employee with a grievance regarding working conditions or qualifying employment 
policies may initiate the grievance process at the appropriate supervisory level as set forth 
in subsection (A) subject to the limitations set forth in subsection (B): 
 
(A) Procedures. 



 
1. The employee shall present the grievance to the immediate supervisor 

within five working days of becoming aware of the action or matter being 
grieved. If the immediate supervisor is not available, the employee will be 
allowed up to an additional five (5) working days for their supervisor to 
become available. If the supervisor is not available within this time, the 
employee will present the grievance to the next supervisor in the chain of 
command. 

 
2. The supervisor and the employee shall attempt to informally resolve the 

grievance within five working days of the presentation of the grievance. If 
the resolution of the grievance is not acceptable to the employee, then; 
 

3. The employee shall, within five working days of the informal discussion, 
present the grievance, including the relief sought, in writing to the 
department head. 
 

4. The department head shall respond to the grievance in writing within ten 
working days of personal receipt of the grievance.  If the decision of the 
department head is not acceptable to the employee, then; 
 

5. The employee shall have the option to present the grievance to the City 
Manager within five working days of the department head’s decision, to 
include a written statement explaining why the decision is not acceptable. 
 

6. The City Manager shall respond to the grievance within 15 working days of 
personal receipt of the grievance. The decision must be in writing and 
include the City Manager’s findings, conclusions, and disposition of the 
grievance. 
 

7. The City Manager may designate an officer to investigate the grievance and 
recommend to the City Manager findings, conclusions, and the disposition 
of the grievance. At the City Manager’s discretion, the officer may be a 
department head; the assistant City Manager or an independent officer 
experienced in personnel matters. 

 
8. If the City Manager is the immediate supervisor or the primary decision 

maker in the matter being grieved, the employee within five working days of 
the decision may request an independent grievance review officer (GRO) 
to review the grievance.  The request shall include a written statement 
explaining why the decision is not acceptable.  The GRO shall respond to 
the grievance within 15 working days from the time the GRO is appointed. 
The City attorney shall provide a list of 3 Grievance Review Officers. The 
employee may strike one and the City Manager may strike one. The 
remaining Grievance Review Officer shall be the one appointed.  Upon 



concurrence by both the employee and the City Manager, the City Clerk 
may serve as the GRO. 
 

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

10. If the City fails to meet the time limits set out in this grievance procedure, 
the employee may advance the grievance to the next step in the procedure.  
 

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

 
B. Limitations 
 

1. This section shall be used for all qualifying employment related matters 
except those actions that result in a dismissal, demotion, or suspension 
without pay (see Section 9.4).  
 

2. Temporary, Limited Seasonal, and Limited Part-time employees may not 
use this section. 
 

3. The decision of the City Manager or when applicable, the GRO, shall be 
final and binding. 
 

9.4 Dismissal, Demotion, or Suspensions Without Pay: 
 
Only employees with regular status who are dismissed, demoted in pay, or suspended 
without pay may pursue the following grievance procedure: 
 
A. The employee shall, within five working days of receipt of written notification of the 

action, file a written grievance with the City Manager setting forth the reasons for 
the grievance and stating the relief sought. If the employee fails to file a written 
grievance within that period, the grievance will not be considered further. If the City 
Manager is the immediate supervisor or the primary decision maker in the matter 
being grieved, the employee within the same five working days referenced above 
may request that an independent grievance review officer (GRO) be appointed by 
the City Attorney. The request shall include a written statement explaining why the 
decision is not acceptable. The GRO shall respond to the grievance within 15 
working days from the time the GRO is retained. The City attorney shall provide a 
list of 3 individuals. The employee may strike one and the City Manager may strike 
one. The remaining individual shall be the one GRO appointed.  Upon concurrence 
by both the employee and the City Manager, the City Clerk may serve as the GRO. 

 
B. If the City Manager considers the grievance the City Manager may designate an 

officer to investigate the grievance and recommend to the City Manager findings, 



conclusions, and the disposition of the grievance. At the City Manager’s sole 
discretion, the officer may be a department head, the assistant City Manager, or 
an independent officer experienced in personnel matters. 
 

C. The City Manager or GRO, whichever is considering the grievance, shall respond 
to the grievance within 15 working days of personal receipt of the grievance. The 
decision must be in writing and include the City Manager’s or GRO’s findings, 
conclusions, and disposition of the grievance. The City Manager or GRO may 
recommend a lesser form of discipline. 
 

D. If the decision of the City Manager is not acceptable to the employee, the employee 
may within 5 working days of receipt of the decision, file a written request with the 
City Manager to submit the grievance to binding arbitration.  
 

E. If the City Manager is the immediate supervisor or the primary decision maker in 
the matter being grieved, the employee within five working days may request that 
an independent grievance review officer (GRO) be appointed by the City Attorney. 
The request shall include a written statement explaining why the decision is not 
acceptable. The GRO shall respond to the grievance within 15 working days from 
the time the GRO is retained. The City attorney shall provide a list of 3 individuals. 
The employee may strike one and the City Manager may strike one. The remaining 
individual shall be the one GRO appointed.  Upon concurrence by both the 
employee and the City Manager, the City Clerk may serve as the GRO.   

 
F. If the decision of the GRO is not acceptable to the employee, the employee may 

within 5 working days of receipt of the decision, file a written request with the City 
Manager to submit the grievance to binding arbitration. 
 

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

 
E. The decision of the City Manager or when applicable, the GRO, shall be final and 

binding. 
 
 
9.5 Arbitration: 
 
The employee(s), within five working days of receiving the City Manager’s decision, or 
alternatively, the grievance review officer’s decision, may file with the City Manager a 
notice of intent to submit the grievance to binding arbitration. 
 
9.501 Procedure. 
 
The following procedure shall be followed: 
 



A. The employee shall within five working days of filing the notice of intent to arbitrate, 
notify the American Arbitration Association, which shall appoint a single neutral 
arbitrator from within the State of Alaska to hear and determine the case unless 
the grievant and the city mutually agree to another arbitrator or a panel of three (3) 
arbitrators. 
 

B. The arbitration proceedings shall be governed by the Uniform Arbitration Act (AS 
09.43), the Expedited Employment Arbitration Rules of the American Arbitration 
Association Employment Dispute Resolution Rules, and the city laws and 
regulations. Conflicts shall be governed by reference to these authorities in this 
order: (i) City of Valdez laws and regulations; (ii) Expedited Employment Arbitration 
Employment Dispute Resolution Rules of the American Arbitration Association; (iii) 
Uniform Arbitration Act. 
 

C. The arbitrator shall promptly hear and decide the case. Both parties shall be 
permitted to present any evidence and to cross-examine witnesses. Either party 
may be represented by an attorney. 
 

D. The arbitrator shall have no right to amend, modify, nullify, or ignore provisions of 
the aforementioned governing authorities and shall consider and decide only the 
specific issue(s) submitted and has no authority to decide issues not submitted. 
 

E. The standard of review to be applied by the arbitrator shall be whether the decision, 
action, or inaction of the City was reasonable in view of the City’s responsibilities 
and obligations, both fiscal and political, as a public entity deriving its powers from 
and existing to serve the purposes of the people. The arbitrator’s decision shall not 
be based on whether the decision, action or inaction of the city was “the best” or 
“fairest” decision, action, or inaction, but rather, in order for the grievant to prevail, 
the arbitrator must find that the City’s decision, action or inaction was unreasonable 
in view of the city’s responsibilities and obligations outlined above, the City Charter, 
the City code, or these Personnel Regulations. 
 

F. The arbitrator’s decision must determine who the losing party is. Upon such 
determination, the arbitrator may assess the arbitrator’s fee and costs against the 
losing party or otherwise apportion the costs between the parties as deemed 
reasonable in the arbitrator’s sole discretion. Costs relating to attorney’s fees and 
those associated with any witnesses, including expert witnesses, will be assessed 
against the party who incurred them.  
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