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ORDINANCE NO. 27 56 

AN ORDINANCE OFTHE CITY OF MESQUITE, TEXAS, AMENDING ~.~ . 
THE crn OF M E S Q ~  GENERALGOVERNMENT CIVILSERVICE 
RULES AND REGULATIONS BY DELEnNOTHEPRESENT S E m O N  
4 AND ADOPTING A NEW SECITON 4 THEREBY ESTABLlSHMG 
EMPLOYMENT POLICIES; PROVIDLNG A SEVERABILITY CLAUSE; 
AND DECLARING AN EMERGENCY. 

NOW, THEREFORE, BE IT ORDAINED BY THE CITY COUNCIL OF THE ClTY O F  
MESQUITE, TU(AS: 

SECTION 1. That the present Section 4 of the City of Mesquite General Government Civil Servicc 
Rules and Regulations is deleted and a new Section 4 is hereby adopted to read as follows, said Rules and 
Regulations in all other respects to remain in full force and effect. 

SECTION 4. EMPWYMENT POKCIES 

4.1 Epual Oowrtunitv of Emolovmenl 

All applicants with the City of Mesquite will be considered for employment based upon their 
ability to meet the minimum qualifications of the job for which they are applying. The City of 
Mesquite does not consider racc, religion, sex, color, national origin, age or the presence of a 
non-job-related mcntal/mcdical condition or disability when asscssing an applicant's qualifi- 
cations. . . .  ...+- 

4 2  A~nticamt Detinioed I 

All individuals, both current City employees and non-City employees, who have submitted a 
properly completed application or job bid ( o m  lo the Personnel Department and who meet the 
rcquiremenls of acceptance established in Chapter 4 are considered applicants. 

T h e  City will not hire or promote to any regular position: 

1. An applicant who is related within the sccond degree by marriage o r  within the third 
degree by blood to an employee, where both would report within the same division or 

:s*-rq organizational equivalent. .*,-. . 
A. .,......I . ~ , .  q 2. An applicant who is related within the sccond degree by marriage o r  within the third 

degree by blood to an cmployce whcrc such appointment would placc the applicant within the .- relative's supervisory chain of command. 1 
I 

3. An applicant who is related within the sccond degree by marriage o r  within the third ! - 
depcc  by blood to the Mayor or any member of thc City Council. 

4. An applicant where a familial rclationship exists requiring a close working relationship 
.,*. :q or which has a potential for developing a conflict of iotcrcst or any familial relationship deen~cd 

not in Ule b a t  inlcrcsk of the City of Mesquite by the City Managcr. . - 
5. Nepotism restrictions do not apply to employees classified as seasonal. 

4.4 . .- 

m Forlucr cmployccs of the City shall not bc given consideration lor ro-crnploynlcnt unlessspecial 
circumstances warranting such consideration exist in the opinion of the City Managcr. " >. 4 
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45 Reiedion or Disooniinuance of Rrreersing 

The following are grounds for rejection or discontinuance of processing of a job candidate. 
Although not intended to b e  an exhaustive list, examples for grounds of r e j edon  or 
discontinuancc of processing of a job candidate include, but arc not Limited to the following. 
Such rejection or  discontinuance may occur at any time in the employment process. 

1. Impairment: Inability of the applicant to perform the essential duties of the job due 
to mcdical, psychological or physical impairments even with reasonable accommodations. 

2. Minimum Rcquuemenlr;. Failure to meet the minimum requirements for the  position 
as prescribed by the Personnel Director. 

3. Falsification, Deccption, Fraud: Falsiication of any material fact or any atlcmpt to 
practice deception or  fraud by the applicant on the application and/or supplements during 
interviews with any representative of the City, during examinations or during any phase of the 
employment process. 

4. Nepotism: Failurc t o  disclosc familial relationships are grounds for disqualilication 
andlor discharge. 

5. Incomplete Processing or  Documentation: Failure to report for interviews or 
examinations and iailurc to provide information or documentation requested by the City. .. 
6. Closing Date: FGlurc t o  submit an application o r  Job Bid by thc posted closing date. 

I .  Driving Record: Failure t o  meet the City's driving requircn~enls for those positions 
which require the opcrarion of equipment in the performance of their dutics. 

8. Criminal History: Conviction, deferrcd adjudication, or  placement on probation for 
a felony or crime other than traffic violations where, such Listory represents a risk to the City 

I. 
of Mcsquitc or where such history is in conflict with the responsibilities and duties of the job. 

9. Neglect of Debts: Failurc to pay or neglect of just debts. 

10. Previous Disciplinary Action: Although not intended to be an exhaustive list, examples 
for grounds ofrcjcction or discontinuancc of processing of a job candidate include, but are not 
limited to the following: involuntary tcr~nination from previous employer(6) for inadequate 
performance of duties; misconduct; job abandonment; attendance related problems; 
insubordination; fighting; violation of safety rules; theft of cmploycr property; or  using, 
solicitiog, or possasing alcohol or  drugs while at work. 

11. Work Schedule: Inability o r  unwillingnc%s of the applicant to work the required work 
schedule. 

12. Work History: History of instability as evidenced on thc complcted application and 
. ~~ ...... ~ . . .  ~upplcments. . . . .  ~ - ~~~ . 

13. lncomplete Application: Failure lo complelr; the application and supple~ncnts in thc 
manner prescribed. 

14. Enanlinations: Inability to pass all required cxaminations. 

1 Character: Unsatisfaclory character. 
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6 Other: Failwe to meet any other requirements deemed necessiuy by the  Personnel 
Director. 

4.6 pual Emnlovment 

Current employees of Lhe City of Mesquite may occupy only one nun-exempt position with the 
n:...-. .... _.:-" B 

4.7 Vacandcs 

1. Requisition For Job Applicants 

Departments will notify the Personnel Department of vacancies by submitting a completed 
Requisition for Job Applicants form. Submission of a requisition shall occur as soon as the 
department is aware of a need to fill a position. Departments requesting a change in a 
position's job requirements must submit a written request for a job audit to the  Personnel 
Diector prior to the job being posted. 

2. Recruitment Activities 

Recruitment activities may include but arc not Iimitcd to: ncwspapcr advertisements, recordcd 
job lint, Jub Opportunities Postings, notilication of relevanr prolessional/technical groups. AU 
recruitment advcrtising wiU be placed by the Personnel Department. All other recruitment 
activities initiated by departrncnts must be approved by the Personnel Depariment prior to 
implementation. 

3. Job Posting 

Tbc Personnel Department willdis~rihutc JobOppnrtunities announccmcntsamong appropriate 
City facilities. Departments arc rwpunsible lor providing a bulletin buard or posting area lo 
encure that employees receive proger notification of jobopportuuities. 

Job Opportunities P o s i i  lor the general public will be posted and applications accepted for 
a oeriod of time which ensures chat an adcauate number of annlicants has been recruited. 
~;omotional Job Oppottunities will be panid and job bids accepted for a period of time 
suficieat to allow qua l i ed  employees to apply. In the event of an emergency, attar three days 
the Personnel ~ i r & o r  may c l & c ~ m s i t i o ~  ikthout notice and cease ac&nt&ce and review of 
jppliwt~ons for positions & ~csme;l neccsary, even il t n u  job po\~insnotic~ origjndly inclitiued 
tint jnb btds would bc accepted for a longer period oltimc. 

1. Proof of Employrner~t Eligibility and Ideutity 

In  compliance wit11 the Immigration and Reform Control Act of 1986, the City shall employ only 
Anleriwn citizens and aliens who arc  authorized to work in the United Slntcs. All persons hied by the 
City shall be required to show proof of employment eligibility and identity as a condition of smployment. 

. . . . .  -. .......... ..- 

2. Submitting Applications 

a. Application Requircd 

The Personnel Department accepts applications only for postcd vawncies. All interested applicants for 
a postcd vacancy must complete a City of Maquite Application for Employment. The responsibility for 
preparation, distribution and rcview of the application process rcsts with the Personnel Department. 
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No hiring department may consider an applicant whose application has not been processed in 
accordance with Chapter 4. 

b. Resume Acceptance 

Resumes will not be accepted lor posted vacancies. 

C. Job Bid Form 

Applicanls currently employed with (he City must complete and submit to Personnel and their 
supervisor a Job Bid form prior to the posting deadline. It is the responsibility of the employee to 
update their Employee file in the Personnel Department to reflect their current qualifications lor the 
position being sought. Applicants not meeting the required qualifications shall not be referred to the 
department for considcration. 

d. Position Interest Form 

If a job seeker is interested in a position which k not currently posted they may completc a Position 
Interest Form. Completion of the Position Interest Form docs not confer applicant status upon the job 
seeker. The Personnel Deparlme~rt will attempt to notify the interested parly if the position bccomes 
vacant within a reasanable time following submission of the form. Notification is provided as a courtesy 
and completion of a Position Interest Form in no way constitutes an agreement by the City to notify the 

~ ~. , . ,.,.-.,.-7.e., 
job seeker. 

3. Acceptance of Applications 

a. Incomplete Applications 

A~olications and suoolemenis musl be wmuleted in full; incomplete a~pliwtions and sup~lements  will 
nit'be considered f~r.employment. An appiication is cor&idered incom~lcte il responscs~~avc not beer, 
provided to all entries on the employment application and supplements; if the job seeker has not signed 
and dated all designated areas; and necessary diplomas, licensure, certification, or other requested 
documents have not been furnished. 

b. Propcrly of City 

Once an npyl;cntion,supplcmcnt, or any othcr documentotinn is submi~tud to the Personrael Dcp;~rlmcnl 
lor cmployn~cn~ considcration i t  becomes the property or the C~ty  of Mcsquitc. 

c. Information Verification 

The Personnel Department may, o: its discretion, contact an applicant or any relevant source lo obtain 
inlorma~ion omittcd from the application. All information provided is subject to vcrilication and 
invcnigntion. 

All applicant information submitted is the prescribed manner will be rcviewed to detcrrninc il tbc 
applicant is able, either wit11 or  witllout reasonable accommodations, to pcrform tile essential lutlctions 
of thc job. The decision as to whether an applicant is able, either with or without reasonablc 
accommodation;, to pcrform thc csscntial functions of thc job and mccts thc rcquired mininn~rn 
qualilic;~tions for relcrral to thc dcpartnict~t, shall be  the solc rcsponsibilily or the Personnel 
Depart mcnl. 
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4.10 ,4bQliOnt T&g 

The Personnel Department shall have the sole responsibility for developing, purchasing, administering, 
and gad i ig  all tests. Departments may not test except as authorized by the Personncl Director. 
Personnel shaU only teat for authorized vacant positions. , . . ~ . . .  

4.11 Abulicant Procwinp 

1. Procasing Procedures 

The Personncl Director shall designate proper procedures to be followed for p r o w i n g  of applications. 
These procedures may include but a r e  not limited to: returning of applications to the Persotlnel 
Department, disclosure of applicmt idormation to individuals other than appropriate hiring authority, 
verification of application information, conducting and reporting of interview results, training or sclecting 
officials, sending letters of rejection, and procedures related t o  the employment process. 

2. Personnel Department Referral 

An applicant may not be  considered for employm,ent by the hiring department unless the individual has 
complied with all procedures specilicd for aubrn~ssion of an application and has been referred to thc 
hiring department by the Personncl Dcpartment. 

4.12 _Ernolovmcut h i e m i e m  

The hiring department shall adhere to the following guidelines: 

1. Granting lntcrviews 

No intewiew may be granted aa individual unless they have been referred to tlre hiring department by 
the Pcrsonncl Depariment. 

Interview Documentation 

Thc hiring dcpartmcni must complctc an  a--malt on each individual interviewed in the manner and 
form designated by the Pcrsonncl Director. 

3. Retention of Applications 

Dspartmcnts are not authorized t o  retain applications and rcsumes regardless of the manner and source 
of rcceipt. Upon sclcction of the applicant lo fill thc  vacancy, all applications and resumcs shall bc 
rcturned to the Personnel Dcpartmcnt. 

4.13 m i l i o n  Aoooinlmcnls 

I. job o f fe r s  

No individual may be offered a position with tile City olMcsquite prior to consideration of all applicanis 
rcferrcd to the hiring deparlmcnt. Only an  individual who has complctcd the pre-employment process, 
as prescribed in Chapter 4, may be  given a conditional offer of employment. All job oflcrs arc 
condiiioncd upon the applicant passing all required physicals and drug tcsk. 

2. Physicals 

The Personncl Director shall designate the proper proccd~~res  lo: scheduling of physicals, monitoring 
and disseminating rcsults, and approving/disapproving hiring dcctsions. . . . - .. - . 

. . . . . , . . 
. . . . . . . .. . .. .. . .. . .. -. -.. - 
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3. Payroll 

The hiring department is responsible lor complctwg status ch.mgc, payroll. and pcrsonncl lorms on all , z 

employee actions. Thc appropriate fnrms shall be hivarded to the t'ersonncl Department by the 
clfective date ol thc. action. No departmot may place an individual on payroll who has not succcsslully 
completed processing by the Personnel Department. 

4. Orientation 

The Personnel Department shall be responsible for developing and conducting employee orientation for 
all new employees with the City of Mesquite. 

5. Employee Identilication 

Employees may be  required to be photographed and lingerprinted, at the City?, expense, for 
identilication purposes. 

I. The City Manager may designate certain psitions where it is appropriate that the incumhcnts 
assume residency within the Mesquite city limits. 

2. The City Manager may establish rules governing rcsponsc time lor certain positions which may 
be subject t o  standby duty or immediate response capability. 

3. Any employee hired or transferring into a position with residency or response rcquircmcnts 
shall comply with the established standards prior to completion of the probationary period. I 
4. Any employee subject to residency or  response requirements must remain in wmpliancc with 
these restrictions during the term of their employment with the  City of Mcsquite. 

SECTION 2. That should any word, sentence, clause, paragraph, or provision of this ordinance be 
hcld to be invalid or  unconstitutional, the remaining provisions of this ordinance shall remain in full force and 
elicct. 

SECTION 3. The fact that thc presotlt ordinances of the City of Mcsquitc do not provide an 
adequate policy concerning employment policies creates an urgency and an emergency lor the preservation of 
the public health, salety, and welfare and requires that this ordinance shall take cllect immediately from and 
aftcr its passage and publication of said ordinancc, as the law in such c a s h  prnvides. 

DULY PASSED AND APPROVED by the City Council of the City of Mesquite, on the 19th day ol 
Augtlst, 1991. 

Mayor 

ATTEST: APPROVED: 


