RESOLUTION XO. 1981-59

ADOPTING PROCESSES GOVERNING THE APPOINTMENT,
PROMOTICON, AND DISCIPLINE OF CERTAIN GREATER
CLEVELAND REGIONAL TRANSIT AUTHORITY EMPLOYEES

WHEREAS, the Merit System Rules provide for employees of the
Greater Cleveland Regional Transit Authority to be in either a Classified
or Unclassified Service; and

WHERFAS, the Board of Trustees desires to assure that a
uniform, orderly and fair process be utilized in the Direct Appointment
and/or Direct Promotion of persons in the Classified Service and of
persons in the Unclassified Service and for the Digcipline of Persomns in
the Unclassified Service.

NOW, THEREFORE, BE IT RESOLVED by the Board of Trustees of the
Greater Cleveland Regional Tramsit Authority, Cuyahoga County, Ohio:

Section 1. That the screening process for Direct Appointment
of Classified Positions, as set forth in the attached memorandum dated
February 19, 1981, be and it is hereby approved and adopted.

Section 2. That the screening process for Direct Promotion
of Classified Positions, as set forth in the attached memorandum dated
February 19, 1981, be and it is hereby approved and adopted.

Section 3. That the screening process for Direct Appointment
and Direct Promotions of Employees in the Unclassified Service, other than
Appointing Authority, as set forth in the attached memorandum dated
dated February 23, 1981, be and it is hereby approved and adopted.

Section 4. That the Appeal Procedures for Unclassified Posi-
tions, as set forth in the attached memorandum dated February 23, 1981,
be and it is hereby approved and adopted.

Section 5. That this Resolution shall become effective
immediately upon its adoption.

Adopted: March 3, 1981
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Attest: ﬁdif' e

S .
Skciretary-Treasurer
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To:

From:

Greater Cleveland

Regional Transit Authority

inter-Oftice Correspondence

Mr. Leconard Ronis Date: February 19, 1981
General Manager

Ms. Bettye J. Ware subject: Screening Process for
Mr. Thomas Griess Direct Appointment of
Personnel Administrators Classified Positions

The Personnel Department is submitting the following procedure
for selection of Direct Appointments for Classified Positions
to the Greater Cleveland Regiomal Transit Authtority.

1. All requests to initiate the process for Direct Appoint-
" ments for classified positions must be submitted to the
Personnel Committee of the Board of Trustees for approval.
Each request must be accompanied by a job description,
job requirements and a letter of justification for this
position. All Board members will receive copies of this
request.

2. The Personnel Department will post the announcements for
all Direct Appointments of classified positions. The
Anmouncements will list the job duties, the minimum job
requirements and a request for resumes from interested
applicants.

3. At the close of the application acceptance period, the
Personnel Department will screen the applications to
identify candidates who meet the minimum job requirements.

_j_\

Applicants rejected will be notrified in writing of the
reason for their rsjection within ten days of the comple-
tion of the screening process.

5. The Personnel Department will schedule the remaining ap-
plicants for the interview by the Personnel Department
and by the requesting department. The Personnel Director
will secure the approval of the Personnel Committee, il
outside technical or psychological experts are chosen to
assist in the screening process.

6. At the completion of the interviews, and having considered
the recommendations of requesting department interviawers,
The Personnel Director will submit a list of acceptable
applicants in ranked order to the Appointing Authority
for approval. The list will contain the resume of each
applicant, a justification of the determination of rank
and a recommendation for hiring.

7. 1f the Appointing Authority does not concur with the recocm-

mendation of the Personmel Director, the Appointing Authority



Mr. Leonard Ronis February 19, 1981
General Manager

SUBJECT: Scresning Process for Direct Appointment for Classified
Positions

will refer the recommendation back for further action by
the Personnel Department which could include further re-
cruitment of suitable aprlicants.

8. Upon concurrence with the recommendation, the Appointing
surhority will in turn make a recommendation of the highest
rankad applicant to the Perscmmel Committee. The Appointing
Auchoricy will also furnish information concerning tche next
two qualified applicants. The names of number two and three
ranked applicants, if applicable, may be withheld from
open discussion, if requested by applicants.

9. The Personnel Committee will review the Tecommendation of
the Appointing Authority, and upon concurrence will submic
and recommend to the Board of Trustees for approval. The
Personnel Committee may interview the applicants at its
discretion,

10. If the Personnel Committee does not concur with the recom-
mendation, it will in turn refer the recommendation back

to the Appointing Authority for reconsideration and selecticn.

i. The successful applicant, upon approval of the Personnel
Committee will be placed on the Personnel Resclution Zor
Direct Appointment.

/' T
A DT
Bettye J. Ware
Perscnnel Administrator

T, o

Thomas Griass
Personnel Administrator

BJW/TC:ds
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To:

Fram:

Greater Cleveland

Regional Transit Authority

inter-Office Correspondence

Mr. Leonard Ronis Late: February 19, 1981
General Manager

Miss Bettye J. Ware Subject: gereening Process for
Mr. Thomas Griess Direct Promotions of
Personnel Administrators Classified Positions

The Personnel Department is submitting the following
procedures for selection of Direct Promotions for classified
positions to the Greater Cleveland Regiomal Transit Authority.

« L. All requests to initiate the process for Direct
Promotions for classified positions must be submitted to the
Personnel Committee of the Board of Trustees for approval,
Each request must be accompanied by a job description, job
requirements and a letter of justification:  for this position.
All Board members will receive copies of this request.

2. The Personnel Department will make a determination
as to employees known to be qualified for consideration for
the promotion and will post an announcement for Direct Promo-
tion of classified positionms. The announcement will list the
job duties, the minimum job requirements and a request for
resumes from interested applicants.

3. At the close of the applications acceptance period,
the Personnel Department will screen the applications to iden-
tify candidates who meat the minimum job requirements.

4, Applicants rejectaed will be notified in writing of
the reason for the rejection within ten days of the completion
of the screening process. '

5. The Personnel Department will schedule the remaining
applicants for the interview by the Personnel Department and
by the requesting department. The Perscnnel Director will se-
cure the approval of the Personnel Committee, if outside tech-
nical or psychological experts are chosen to assist in the
screening process.

8. At the completion of the interviews and having con-
sidered the recommendation of the requesting department inter-
viewers, the Personnel Director will submit a list of accept-
able applicants in ranked order to the Appointing Authoricy
for approval. The list will contain the resume of each appli-
cant, a justification of the determination of rank and a recom-
mendation for hiring.



Mr. Leonard Ronis February 19, 1931
General Manager

SUBJECT: Screening Process for Direct Promotions for
Classified Positions

‘ 7. If the Appointing Authority does not concur with the
receommendation of the Personnel Director, the Appointing Authority
will refer the recommendation back for further action by the
Personnel Department which could include further recrultment of
suitable applicants.

8. The Appointing Authority will review the recommenda-
tion and upon concurrence will in turn make a recommendation of
the highest ranked applicant to the Persomnel Committee. The
Appointing Authority will also furnsih information concerning
the next two qualified applicants. The names of the number two
and three ranked applicants, if applicalbe, may be withheld from
open discussion, if requested by applicants.

9. The Personnel Committee will review the recommendation
of the Appointing Authority, and upon concurrence will submit
and recommend to the Board of Trustees for approval. The
Personnel Committee may interview the applicants at its discre-
tion.

10. If the Personnel Committee does not concur with the
recommendation, it will in turn refer the recommendation back to
the Appointing Authority for reconsideration and selection.

11. The successful applicant, upon approval by the Personnel
Committee will be placed on the Personnel Resolution for Direct
Promotion. :

Jf!, i 4ﬁ

s utﬁﬁk_:L£7 St S,
Bettye/J./Mare
Personnel Administrator

Thomas Griess
Personnel Administrator

BJW/TG:ds
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To:

From:

Greater C!e;we!and
Regional Transit Authority
Inter-Office Correspondence
Mr. Leonard Ronis Date: February 23, 188l

General Manager

John W. Kellogg Subject: Direct Appointment and Direct

General Counsel Promtion of Employees in the
Unclassified Sexrvice Other Than
Appointing Authority

As requested by the Personnel Committee, changes have been made in the
procedures to be utilized for direct appointment and direct promotion of
employees in the Unclassified Service, other than Appointing Authority.

1. When an Appointing Authority of employees not governed by the Merit.
System Rules determines a need to make direct appointment or direct promotion,
he or she shall submit a request for direct appeintment or direct promotion to
the Personnel Committee of the Board of Trustees for approval. Each request
shall be accompanied by a job description, minimum job gqualifications and lettex
of justification for the action requested. All Board members will receive
copies of this request.

2. Upon approval by the Perscnnel Committee, the Appointing Authority
shall survey the field of available personnel and review all applications
received for such a position. The Appointing Authority shall notify the
personnel Committee of the survey process, number of applicants screened and the
number of persons recommended to be interviewed and upon concurrence by the
Personnel Committee commence the interview process.

3. At the completion of the interview process, the Appointing Authority
will select the best qualified applicant and submit the recommendation and
justification to the Board's Personnel Committee. Were applicable, those
applicants ranking second and third in the selection process shall be noted in
the Appointing Authority's report. However, should those persons ranked second
or third request that their names be kept confidential in the event they are
not selected, their identity shall not be made known to the Personnel Committee
except in the Executive Session.

4. Should the Personnel Committee not concur in the Appointing Authority's
recommendation, the Personnel Committee will refer the recommendation back to
the Appointing Authority for further action.

5. The Appointing Authority may then submit the applicants's name, with
additional justification, submit another applicant or recommence the selection
process.



Mr. Leonard Ronis February 23, 1981
General Managerxr

SUBJECT: Direct Appointment and Direct Promotion of Employees in the
Unclassified Service Cther Than Appointing Authority

6. The Persormel Committee may, at its discretion interview the appli-
cants.

7. Upon ultimate approval by the Personnel Committee, the successiul

applicant's name will be submitted to the Board of Trustees through an
appropriate personnel resolution with a recommendatlon of approval.

Y.
7
S e o

John W. Kellogg ! -
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To:

From:

Greater Cleveland :

Regional Transit Authority

inter-Office Correspondence

Mr. Leonard Ronis pate: February 23, 1981
General Manager :

Bettye J. Waregﬁr( Subject: Appeal Procedure for
Personnel Administrator Unclassified Positions

Per the request of the Personnel Committee, the following is a
suggested procedure for appeal of employees in the unclassified
positions:

1. Employees appointed to unclassified positions

elther by Direct Appointment or Direct Promo-
- tion shall be subject to disciplinary action

including but not limited to discharge or
demotion by their immediate supervisor. A
copy of the decision will be provided to the
employee and will be sent to the appointing
authority i1f applicable and to the Board of
Trustees.

2. The employee may within 10 calendar days,
appeal the decision in writing to the Merit
System Appeals Board or to the Appointing
Authority if applicable.

3. If the employee does not appeal the decision
within 10 calendar days, it shall be £inal.

4~

If the appeal is to the Appointing Authority
he shall hear the appeal within 10 working
days of the receipt of the appeal.

5. The employees may within 10 Working days appeal
the decision of the Appointing Authority to the
Merit System Appeals Board.

6. If the employee does not appeal the decision
within 10 working days of the Appointing Authority,
it shall be final.

7. 1If the appeal is to the Merit System Appeals
Board, the Appeal Board will notify the Appoint-
ing Authority of the request for appeal, and will
begin the appeal process within 30 calendar days
of the request.

8. The decision of the Merit System Appeals Board
will be final.

BJW:pas




RTA EMPTLOYEES

Classiflied Service

Governed by Mcerit System Rules

(NORMAL [PROCEDURE)

(EXCEPTIONS)

All othei posilions
are filled by competitive
examinalion

May be appuoinied ox
promoled by direct
appointinent o¥ direcl
promotion if the position
requires peculiar and
excaplional qualifications
ul a acientific, manaperial,
prul’usisiiunul or educational
character

Unclassified Service _
Not Governed by Merit System Rules
because the positinong are specifically
excluded from Lthe clasgified service
(Attorneys, Physiciana, Internal
Audit Department and Appointing
Authorities)

May only be appointed or promaled
by direct appointhiment or direct
promoiion
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Ta:

From:

Greater Cleveland
Regional Transit Authority
inter-Qtfice Correspondenca
Leonard -Roni.s ' . Date: Januazry 8, 1981

General Manager

Michael M, Courtney subject: Classified and Unclassified
Assistant General Counsel Personnel

The following is a brief survey of the Authority's implementation of general
civil service law through the Merit System Rules and the distinction between
employees in the classified and unclassified service.

Nearly all positions at RTA are in the classified service, meaning that the
employees holding these positions are accorded the rights, privileges and
duties of the Merit System Rules, The Merit System Rules apply to 211
clagsified personnel,

The following positions, by virtue of Rule 1.4 of the Merit Systam Rules, are
unclassified: General Manager; General Counsel; Secretary-Treasurer;
Assistant General Counsel; Physician; ALl Internal Audit Department Personnel
and Secretary to the Secretary-Treasurer, The Merit System Rules do not
zpply to these employees because the Board of Trustees has authorized their
exception because of the Board's belief that these positions should be directly
appointed by the Board for reason of special professional character or because
they are accountable directly to the Board.

For those positions which {all under the Merit Systerm Rules, there are two
methods of appointing or promoting employees, competitive examination or
direct appointment and direct promotion. Direct appointment and direct pro-
motion were recently adopted by the Board of Trustees by the amendment of
Rule 5.7 of the Merit System Rules (replacing the previous non-competitive
examination process). '

Attached hereto are the guidelines to be employed in the direct appointment
and direct promaotion of employees in the classified service and for the un-
classified service, Also attached is a chart reflecting the difierance between
classified and unclassified personnel and the manner of their selection,

Fr. Hritz requests that any Board member proposing amendments or modi-
fications to these guidelines forward their proposals to him as soon as possible.

,,"—“"\ . .
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