ARTICLE 15

PROMOTIONAL PROCEDURES

Section 1. The purpose of this provision is to establishoaserly and impartial plan to select
qualified individuals for promotion to positionstime bargaining unit.

Section 2. Administrative Policy-Methods and procedures feeth are intended to provide
assistance to the recommendations and judgmertisa@rby the Fire Chief. They are not intended to
restrict his authority in the final selection armapaintment process.

Section 3. Administrative Control-Responsibility for admitrative control of the promotion
plan is vested in the Human Resources Directorardority is delegated to the Fire Chief. In the
exercise of Administrative Control, the Human Reses Director in consonance with the Fire Chief
may utilize his authority in monitoring and cooraliimg test construction and security surveillanoe f
maintenance of the plan.

a.

If the Fire Chief deems that an employee igquatified for a promotion, he may exercise
his right to submit a letter to the Human Resoui@&sctor and employee stating such
reason.

A Promotion Board is herewith created to camwath the procedure, have general
supervision of the elements used in the selectioogss, and make recommendations and
certification to the Chief of the Fire Department.

1. The Board shall consist of five (5) membens) {2) selected by the Fire Chief,
two (2) selected by the Union and the Human RessuRirector-whoor his

designee will-serve-as-the-Chahgmmi-and-votenly vote when there is a tie.

2. The Promotion Board shall establish a rostequalified candidates and make
their recommendations to the Fire Chief.

3. The Promotion Board shall receive and rulempeals relating to promotions.

Written examinations required as part of thie@®n Process may be constructed within
the Fire Department, or acquired through some otleputable outside source as
determined by the Fire Chief.

1. The Fire Training Officer shall designate #wurce documents from which a
written examination is to be constructed.

2. The promotion Board may review the source dwmmts, and make
recommendations as to the applicability of the domots selected or sections
thereof to the position being filled. Non-appli@lsections of the source
documents may be deleted from further use by ntgjeote of the Promotion
Board.

3. After preparation of written test questionstbg party/parties designated by the
Fire Chief for that purpose and prior to final teit test construction and



administration, the Promotion Board may review plo®l of questions to again
assess the applicability of questions to the mmsitiQuestions that do not apply
may be removed as determined by a majority voteeoPromotion Board.

The final written test will then be construtt@and administered by the
party/parties designated by the Fire Chief for thapose, and monitored by one
or more members of the Promotion Board.

Section 4.Procedures - Only time on the Norman Fire Depamntirire-Suppression-Ynmay be
considered for requirements for eligibility to take promotional examinations which are as follows:

a.

Fire Apparatus DriverA candidate for the Fire Apparatus Driver Exaation must have

served four (4) continuous years with the Normae Biepartment from the date of last
employment and possess certification as reliefedrivn the event that after testing, there
are no candidates available with a minimum of f@)ryears seniority who passed the
test, another test shall be given where the redjainee for eligibility will be reduced in

one (1) year increments with the minimum eligigilfactor to be no less than two (2)

years.

1.

Candidates must compete in and achieve a s€@eleast 70% of a 100 point
written examination before they will be allowed take the Practical Factor
Examination.

Candidates that score 70% or above on théewrxamination may compete in a
100 point Practical Factor Examination.

A member(s) of the Fire Department or individsipbutside the Fire Department,
as designated by the Fire Chief, shall construetRftactical Factor Examination
consistent with the assessment center concept @assing equipment
(apparatus) operations. The candidate must sd¢dease 70% of 100% to be
placed on the sequence list.

The sequence list will be made by a combinatid the Practical Factor
Examination, seniority points and written examioati Seniority points will be

added only to those whose score on both the widttehpractical examinations is
70% or above. Seniority points = .5 points pee¢hmonths service with a
maximum of 15 points.

Captain A candidate for Captain Examination must havengleted a minimum of

three (3) years as a Fire Apparatus Driver anek lat least seven (7) years on the
Norman Fire Department.

Candidates must compete in and achieve a séa@eleast 70% of a 100 point
written examination before they will be allowed tmke the Practical Factor
Examination.

Candidates that score 70% or above on théewrxamination may compete in a
100 point Practical Factor Examination.



C.

A member(s) of the Fire Department or individsipbutside the Fire Department,
as designated by the Fire Chief, shall construetRftactical Factor Examination
consistent with the assessment center concept tharfgllowing guidelines:

Approximately 35% skill in applying firefightingnd emergency techniques
Approximately 35% skill in making decisions

Approximately 10% written communications

Approximately 20% oral communications

3. The sequence list will be made by a combinatd the Practical Factor
Examination, seniority points and the written exaatipn. Seniority points = .5
points per three months service with a maximumlop@nts.

C. Inspector: A candidate for Inspector Examination must havieast seven (7) years on
the Norman Fire Department. In the event thatetta@e no candidates available with a
minimum of seven (7) years seniority, then the megutime for eligibility will be
reduced in one (1) year increments with the mininaligibility factor to be no less than
five (5) years.

1. Candidates must compete in and achieve a s€@eleast 70% of a 100 point
written examination before they will be allowed take the Practical Factor
Examination.

2. Candidates that score 70% or above on théewrxamination may compete in a

100 point Practical Factor Examination.

A member(s) of the Fire Department or individsipbutside the Fire Department,
as designated by the Fire Chief, shall construetRtactical Factor Examination
consistent with the assessment center concept thsrfgllowing guidelines:

Approximately 35% skill in applying fire protémh, inspection

practices, and arson investigation techniques
Approximately 35% skill in making decisions
Approximately 10% written communications
Approximately 20% oral communications

3. The sequence list will be made by a combinatiotme Practical Factor Examination,
seniority points and the written examination. $aty points = .5 points per three
months service with a maximum of 15 points.

EMS Training Officer: A candidate for Inspector Examination must haveast seven (7) years

on the Norman Fire Department. In the event tiatet are no candidates available with a
minimum of seven (7) years seniority, then the megutime for eligibility will be
reduced in one (1) year increments with the mininaligiibility factor to be no less than
five (5) years.

1. Candidates must compete in and achieve a s¢a@eleast 70% of a 100 point
written examination before they will be allowed take the Practical Factor
Examination.



2. Candidates that score 70% or above on théewrxamination may compete in a
100 point Practical Factor Examination.

A member(s) of the Fire Department or individsipbutside the Fire Department,
as designated by the Fire Chief, shall construetRtactical Factor Examination
consistent with the assessment center concept tharfgllowing guidelines:

Approximately 35% skill in applying instructon@ training techniques
Approximately 35% skill in making decisions

Approximately 20% oral communications

Approximately 10% written communications

3. The sequence list will be made by a combinatd the Practical Factor
Examination, seniority points and the written exaatiobn. Seniority points = .5
points per three months service with a maximumbopdints.

Section 51t is recognized that appointments to Assistamef; Fire Marshal, and Fire Training
Officer, including any procedures used in makinghsappointments, are determined by the Fire Chief
with the approval of the City Manager. It is tHere understood that, aside from the time-in-grade
eligibility requirements listed below, all otheroprsions of Article 15 do not apply to such appwiants.

1. Assistant Chief - The time-in-grade eligilyilitequirement for consideration as an
Assistant Chief candidate is ten (10) years onNbeman Fire Department with
three (3) most current years as a Fire Captain.

2. Fire Marshal - The time-in-grade eligibilitgquirement for consideration as a
Fire Marshal candidate is ten (10) years on themdor Fire Department with
three (3) most current years as a Fire Inspector.

3. Fire Training Officer - The time-in-grade dtidjty requirement for consideration
as a Fire Training Officer is ten (10) years on eman Fire Department with
three (3) most current years as either Fire CaptiAS Training Officer, Fire
Inspector or combination thereof.

Section 6 Miscellaneous Provisions

a. All vacancies for Driver, Captain and Inspea®isting on the date a sequence list is
established for those positions will be filled fraéhat list. Following such appointments,
the next three (3) candidates in descending orfleher score shall remain on the
sequence list until they are selected or untiletgiration of a three (3) year period from
the date the list is first established, whicheweuos first.

b. Notice of examination and source of testingemal shall be published at least thirty (30)
days prior to any written and Practical Factor Eixeation.



Persons eligible for the examination must Bs@nt at the announced examination time
and shall remain until they have completed theuskdss an alternative time is approved
by the Promotion Board.

The termination date of the incumbent creatimegvacancy or the date new positions are
approved by the City Council shall be the cutoftedior determining in grade service
eligibility and seniority points and the test dat# be posted no later than thirty (30)
days from that date.

Promotions shall not be made other than topihstion on the list on which the
appointee’s name appears.

An employee on temporary work review shall beveed to compete in any promotional
examination (work review is any disciplinary susgien or probation).

Medical leave or other time that an employeeassied "injured on duty" will not be
counted as a break in service.

All employees tested may review their writtesttand Practical Factor test results with
the Promotion Board during the protest period. ré&heill be a 3-day protest period
between each phase of the selection procedure@veéng7) day protest period will follow
the Practical Factor Test or final selection pracedn the promotion process after which
a sequence list will be posted.

In case a tie occurs on the total points, tlewing steps shall be used to determine the
candidates’ position on the sequence list:

1. Seniority in classification

2. Seniority in Fire Department

3. The highest score on the Practical Factor Exation
4. The highest score on the 100 points examimatio

If there is not at least one (1) three (3) ya:a@ver eligible to take the Captain test, then it
will revert to two (2) year drivers, then one (Eay drivers, then all drivers.

Personnel holding rank of Fire Inspector wheeha combination of three years in grade
as a Driver and a Fire inspector shall be eligitdecompete in the promotional
examination for Captain.

Recognizing the difficulty in constructing ptaal factor exams that conform exactly to
the percentage weights defined in this contra&,weights of the various components
may be varied. The total weights shall not exck@d%. Any changes made in the
relative weights of any practical factor exam theaty from those set forth in the contract
shall be posted 30 days prior to the test.



m. It is the intent of the promotional system fdir @mployees receiving promotions to

recelve a 4% pay adjustmen{—m4he—ﬂ#st—yeapetrm%ren—n—ls—meeg¥u-zed—tha{—m4he

An exception to this procedure shall be made wheqgualified employee takes a
voluntary demotion in rank. In that event, the &ype being demoted by one rank
would be placed in the same step as would an em@layno was being promoted up one
rank to the position. The merit date in this dituashall change to reflect the starting
date in the new position.

n. Promotions are to be made no later than thenegxlarly scheduled pay period after the
protest period and receipt of the eligibility st the Fire Chief.

[NOTE: The table normally found here will be removed.]



