
BEFORE TFIE BOARD OF COLTNTY COMMISSIONERS

FOR COLUMBIA COUNTY, OREGON

In the Matter of Amending the
Columbia County Civil Service
Act

ORDINANCE NO. 95-3
)
)
)

)

The Board of County Commissioners for Columbia County, Oregon, ordains as follows:

SECTION I. TITLE.

This ordinance shall be known as Ordinance No. 95-3

SECTION 2. AUTHORITY.

This ordinance is adopted under the authority of ORS 203.035 and241.004

SECTION 3. PURPOSE

The purpose of this ordinance is to amend the Columbia County Civil Service Act to
reflect the changes in personnel administration which have occurred over the past thirty-five
years.

SECTION 4. FINDINGS.

1. The Columbia County Civil Service Act was adopted in November 1960 and is in need
of revision and amendment to improve the Civil Service system and its application within
Columbia County.

2. The Civil Service Act was originally adopted to ensure that a system of standards
regarding County service was implemented and maintained. The purpose of the Civil Service
Commission was to ensure an independent body existed which could address any allegations of
abuse of employment matters at Columbia County.

3. Columbia County established for the first time a Human Resources Department on
February l, 1995. 'fhe functions surrounding the process of hiring, retaining and disciplining
employees are properly the domain of that Department.

4. This Civil Service Ordinance allows the Human Resources Department to perform its
natural functions while preserving and strengthening the role of the Civil Service Commission as a
review and appeals board.
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SECTION 5. AMENDMENT OF CIVIL SERVICE ACT.

The Columbia County Civil Service Act is amended to read as shown in the attached

Exhibit "A" which is incorporated herein by reference.

SECTION 6. SEVERABILITY.

If any of the provisions of this Ordinance are for any reason held invalid or
unconstitutionalby any court of competent jurisdiction, such provision shallbe deemed a

separate, distinct and independent provision and such holding shall not affect the remaining
portions hereof.

SECTION 7 EMERGENCY CLAUSE.

This Ordinance being immediately necessary to maintain the public health, safety and

welfare, an emergency is declare to exist and this Ordinance shall take effect on July l, 1995

REGULARLY PASSED AND ADOPTED BY THE BOARD OF COLTNTY
COMMISSIONERS FOR COLUMBIA COLINTY, OREGON THIS 2ATbDAY OF

May 1 995

Approved as to form BOARD OF COUNTY COMMISSIONERS
FOR COLUMBIA COLINTY, OREGON

)
By

of Counsel

Attest

By
S ecretary

First Reading. 5/24/95
Second Reading 5/24/95
Effective Date: 7 /01/95

By
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oner
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Commissioner
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EXHIBIT "A''

COLUMBIA COUNTY CTVIL SERVICE ORDINANCE

Adopted November 8, 1960

Amended Mav 24, 1995

CIVTL SERVICE ORDINANCE



)

COLUMBIA COUNTY CTVIL SERVICE ORDINANCE

Section 1. Definitions.
As used in this Ordinance, unless the context otherwise requires:

( I ) "Appointing power" includes every person or gl oup of persons who, acting singly or as a board, court or commission, are
vested with authonty to select, appoint or employ any person to hold any position subject to civil service under this Ordinance.
(2) "Appointment" includes all means of selecting or emploving any person to hold any position subject to civil service under this

Ordinance.
(3) "Board" means the Board of County Commissioners of Columbia County, Oregon.
(4) "Chief Examiner" means the Human Resources Director of Columbia County, if any, or, if not, such other person as may be

appointed by the Commission as Chief Examiner.
(5) "Civil service" means the civil service system established under this Ordinance.
(6) "Commission" means the Columbia County Civil Service Commission created under this Ordinance.
(7) "Commissioner" means a member of the Civil Service Commission created under this Ordinance.
(8) "Position" includes any offrce, place or employrnent.

Section 2. Civil Service Commission.
There is hereby created pursuant to this Ordinance a Civil Service Commission composed of three members appointed by the
Board, who shall sen'e without compensation and shall devote due time and attention to their duties

Section 3. Oualifications.
No person shall be appointed a member of the Commission who is not a citizen of the United States, a rcsident of Columbia County
for at least tlu'ee years immediately preceding the appointment and an elector of the County. None of the Commissioners shall hold
any other public or official position.

Section 4. Term of Office and Removal of Commissioners.
( I ) The term of office of each Commissioner is six years with the term of one Commissioner expidng every two years.
(2) The Board may remove any Commissioner for incompetency, incompatibility, dereliction of duty, or other good cause.

Section 5. Ouorum.
Two members of the Commission shall constitute a quorum and the votes of any two Commissioners concurring shall be sufficient
for decision in all matters and transactions under this Ordinance.

Section 6. Chairperson: Meetings.
Immediately after the appointment of all of its members, the Commission shall elect a chairperson. The Commission shall hold
such meetings as may be required for the proper discharge of its duties rvith a meeting at least once every 90 days and such
additional meetings as are requested by any Commissioner. The Board, the Chief Examiner, and/or any person subject to civil
service may request a special meeting of the Commission, which request shall be granted when good cause is shown therefbr.

Section 7. Chief Examiner.
The Chief Examiner shall act as the Commission's secretary. The Chief Examiner shall keep records of the Commission's
proceedings, pl€serve all reporls made to it, superintend and keep a record of all examinations and investigations held or made
under the direction of the Commission, and perform such other duties as it may prescribe. The Chief Examiner may appoint such
person or persons, sublect to approval of the Board, as ma-v be necessary to assist him or her in these duties. The Chief Examiner
shall receive such salary as the Board may tix.

Section 8. Office and Clerical Help for Commission.
The Board shall provide the Commission and Chief Examiner with suitable and convenient rooms and accommodations, and cause
the same to be furnished, heated, lighted and supplied with ali offrce supplies and equipment necessary to carry on the business of
the Commission. The Board shall also provide the Commission and Chief Examiner with such clerical assistance as may be
necessary.
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Section 9. Officers and Employees to Assist Commission.
All offrcers and employees of the County shall:

( I ) Aid in all proper ways in carrying out the provisions of this Ordinance and such rules as may, from time to time, be prescribed
by the Board.
(2) Afford the Commission, its members and employees, all reasonable t'acilities and assistance to inspect all books, papers,

documents and accounts relating to positions subject to civil service.
(3) Produce such books, papers, documents and accormts, and attend and testifr, whenever required to do so by the Commission.

Section 10. Legal Representation of Commission.
The distnct attomey of the Corurty shall be the legal advisor of the Commission and shall prosecute all violations of this Ordinance.
However, the Board may, with the written consent of the distnct attornev of the County, employ special counsel for that purpose
and may also employ special counsel to represent County elective offrcials in hearings before the Commission.

Section 11. Preservation and Destruction of Records.
( I ) The Chief Examiner shall keep on file all examination papers and their markings, records of Commission hearings, and all

other papers, documents and communications received by the Commission. Except lbr examination papers and their markings, all
such reports and files of the Commission shall be public records and accessible at reasonable and convenient times in like manner
as other public records except those public records which are exempt fiom disclosue under the Oregon Public Records Law.
Examination papers shall be accessible only to the Commission, provided, that a person who takes an examination under the
provisions of this Ordinance shall have access to his or her examination papers.

(2) The Chief Examiner shall retain and may destro-v the public records described in subsection (l ) of this section as follows:
(a) Original examination papers and their mar-kings shall be retained for at least one vear and thereafter may be destroyed

if microfilmed copies are retained.
(b) Original or microfilmed copies of records of Commission hearings and all other papers, documents and

communications shall be retained for at least fbur years and thereafter may be destroyed.

Section 12. Personnel Ordinance: Personnel Rules.
( 1) The Board shall adopt a Personnel Ordinance, and may adopt suitable Personnel Rules, not inconsistent with this Ordinance,

to carry out the provisions of this Ordinance. The Persomel Ordinance and Rules shall provide in detail the mamer in which
examinations shall be held, and appointments, promotions, transfers, reinstatements, suspensions and dismissals shall be made.
The Personnel Ordinance and Rules may be changed from time to time, and the same, together with all changes, shall be available
for distribution.
(2) The Board shall, not less than seven (7) days prior to the date when the Personnel Ordinance shall take effect, or any

amendments thereto, give notice, in a newspaper printed and published in the Cowrry and having a general circulation therein, of
the proposed adoption of the Personnel Ordinance, or any amendment thereto.

Section 13. Investigations.
(l) The Commission may. upon its ovinr initiative, or upon the request of the Board, any employee subject to civil service, or any

resident of the Count!, make any investigation which it deems advisable to enable it to carry out the provisions of this Ordinance
r.vhich are the responsibilitl'of the Commission.

(2) The Commission shall make a public repoft upon all matters investigated under this Ordinance.

Section 14. Oaths and Subpoenas.
In the course of an investigation, the Commission may administer oaths, subpoena and require the attendance of witnesses and

compel the production of books, papers, documents and accounts pertinent to the investigation. Attendance of witnesses, either
with or without books, papers, documents or accounts, may not be compelled unless such witnesses are personally served with
subpoena within Columbia County.

Section 15. Depositions.
The Commission may, in any investigation or hearing, cause the deposition of witnesses residing within or without the State to be
taken in the manner prescribed by law for like depositions in civil suits and actions in the circuit court. To that end, the
Commission may compel, by subpoena, the attendance of witnesses and the production of books, papers, documents and accounts,

Scction 16. Enforcement.
The circuit court in the County may compel the attendance of witnesses, the giving of testimony, and the production of books,
papers, accounts and documents, as required by any subpoena duly issued by the Commission, under this Ordinance, and may
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punish the disobedience of such witnesses as a contempt.

. Section 17. Conduct of Hearings and lnvestigations.' All hearings and investigations beforc the Commission are governed by this Ordinance and by the Persomel Ordinance and the

Personnel Rules adopted by the Board. In the conduct thereof, the Commission is not bound by the technical rules of evidence.

Section 18. Conclusiveness of Orders.
The findings of the Commission shall be certified in rvriting to the appointing porver and, based upon the Commission's authority in

relation to the process of examination and appointment, the Commission's order shall be immediately enlbrced. No informality in

any proceeding or hearing, or in the manner of taking testimony befbre the Commission, shall invalidate any order, decision or rule

made, approved or conlumed by the Ct'rmmission.

Section 19. Witness Fees.

Every person served with a subpoena requinng his or her attendance befbre the Commission shall be entitled to the same fees and

mileage as are allou.ed bv law to witnesses in crvil suits and actions, except that no person shall be entitled to any fees or mileage

who is employed in the public seruice of Columbia Coung. The fees and mileage allorved by this section need not be prepaid but

the Board shall provide tbr payment thereof when certil-red by the Commission.

Section 20. Positions Subject to Civil Sen'ice.
Appointees to positions in the public sen'ice olthe Counry are subject to civil sen ice, except the following:

( I ) Any officer chosen by popular election or appointed to t-rll a vacancy caused by the death, resignation or removal of any offrcer

chosen by popular electior.r.

(2) Any offrcial, reporler, bailiffor crier sut'rject to appointment bv any justice of the peace.

(3) Any person employed to perlbrm manuai labor, skilled or unskilled, in the construction. maintenance and repair of County

prcpelty; provided. that electrical workers, members of road and bridge crews and laborers permanently employed shall be sub.;ect

to civil service unless other-'ul'ise provided in this Ordinance.
(4) Any special deputv shedtf or deputy constable appointed to act without compensation tiom the CounW.

(5) Any member of the Columbia Counfy" Civil Sen ice Commission.
(6) Any deputy district attomey, countv counsel or assistant county counsel.

(7) Any doctor, nur-se, intem or superintendent or other executive ollicer employed by, in or at the County hospital or any home

maintained by the CounN for the detention or care ofjuveniles.
(8) Any department head or director of a County department, except the person hoiding the position of Chief Examiner.
(9) Any temporan, parl-time or seasonal employee.

(10) Any administrative assistants to the Board
(11) Anv undersherifl, deputv undershenffor administrative aide to a sheriff.
( l2) Anv other positlon exempted liom civil sen ice by the Commission.

This Section is not meant to preclude the designation of unclassified positions b-v the Board. A position in the unclassified servrce

is defined as a position which has not been included in the classified service but not specificallv exempted by the Commission. A
position may be designated as unclassified onl,v if the duties of that position indicate a similanty to the intent behind the exemptions
listed above

Exempt and unclassified positions are subject to the provisions of Section 33 of this Ordinance

Section 21. Basis of Appointment and Promotion Generally.
Ercept as othenvise espresslv provided in this Ordinance, the appointment and promotion of all persons to or in all civil service
positions shall be made solely upon merit, efticiency, and fitness, which shall be ascerlained bv open competitive examrnation and
impartial investigation.

Section 22. Creation of Positions and Fixing of Compensation.
All civil service positions in the Countv shall be cr-eated bv the Board of Countv Commissioners. The Board shall fix the
compensation of all civil sen.ice positions. In the creation of each civil sen'ice position. and in determining the amount of
compensation thereol', due consideration shall be given to the recommendation of the Civil Service Commission and the appointing
powef .
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Section 23. Classifications.
(1) The Commission shall review and adopt the Classification Plan prepared by the Chief Examiner. The classifications shall be

based upon the functions of the positions.
(2) The classifications may, from time to time, be amended, added to, consolidated or abolished by the Chief Examiner, but no

person holding any position under any established classification shall be affected by such change so as to deprive him or her ofany
of the benefits attached to the classification applicable to the position then held by that person. No person shall be promoted or
advanced to a higher classification by such change without being eligible tbr appointment to such higher classification by reason of
his or her position on the promotion register. The positions so classitjed and graded shall constitute the classified civil service of
the County.

Section 2:1. Examinations: Notice.
( I ) The Chief Examiner shall, from time to time, hold public competitive examinations to ascerlain the fitness of applicants for all

positions in thc civil service.
(2) Notice of the time, place and general scope of every entrance examination shall be given by publication in a newspaper of

general circulation in the Counry. Notices shall be posted in at least three public places in the County, one of which shall be the
Chief Examiner's office, tbr not less than two weeks prior to the examination.
(3) Except where other arrangements are made, the Chief Examiner shall supervise all eraminations and shall designate the

persons who shall act as examiners at any examination.

Section 25. Character of Examinations.
( I ) All examinations shall be practical in character and shall rclate only to those matters which fairly test the relative fitness of

persons examined to discharge the duties of the positions for which thev are applicants. Examinations shall include, when
appropriate, tests of health and physical qualification, and of manual, cierical or professional skill.
(2) No question in any examination shall rclate to political or religious preference, aft-rliation, opinion or sen'ices or any other

matter prohibited by federal or state law.

Section 26. Promotional Examinations.
Promotional examinations shall be given to those who desire to oft'er themselves tbr such examination and are in the qualified
classifications as determined by the Chief Examiner. The rules adopted for examination of applicants fbr promotion shall, as nearly
as may be, follorv the rules governing the examination of applicants for original appointment.

Section 27. Registers.
The Chief Examiner shall prepare and keep a register for each classification in the civil service of all persons whose general
average standing upon examination for such classification is not less than a minimum fixed by the Chief Examiner and who are
otherwise eligible. Such persons shall take ranli upon the register, as candidates, in the order of their relative standing as

determined by examination. Candidates of equal standing shall take ranli upon the register according to the order in r.vhich their
applications were flled The Commission ma-v, by rule, provide for stnking candidates from the list after the,v have remained
thereon lor a specified time, and may limit the number of times the same candidate shall be certified to the appointing power.

Section 28. Certifications.
Whenever there is a vacancy in any position in the civil service, the appointrng power shall immediately notily the Chief Examrner
of the vacancy. The Chief Examiner shall thereupon certlfy to the appointing power:

( l) 1'he number of names certified tiom the entrance list shall be fir'e (5) and two (2) additional names shall be cerlified for each
additional vacancy, plus the names of all individuals r,vho have the same whole number base score as the individual ranking lowest
on the certitication.
(2) The number of names certified fiom the promotional list shall be tlu'ee (3 ) and one ( I ) additional name shall be certified for

each additional vacancy, plus the names of all individuals who have the same whole number base score as the individual ranking
lowest on the cerlificate.

Section 29. Probationary Appointments.
( l ) The appointing power shall appoint one ol the certified candidates to the vacant position. The person appointed shall be on

probation tbr a period ol twelve ( I 2) months. If the appointing power considers the certified candidates unqualitied tbr the vacant
position, he or she mav reject the names olthe ceftified candidates fbr appointment by submitting a u,ritten statement of the reasons
for the rejection to the Chief Examiner. The Chref Examiner shall investigate and decide on the validity of the r-easons submitted.
(2) If the rejection of the appointing powel is approved by the ChielExaminer. the Chief Examiner shall immediately certiff to the

appointing power the name of the next eligible candidate standing highest upon the register for the classit-rcation to which the
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position belongs and rctum the name of the reiected candidate to the same position on the eligible rcgister fiom which the candidate
was certified. The appointing power and the Chief Examiner shall proceed in this manner for all reiected candidates until a

qualified candidate is tbund for the vacant position
(3) If the rejection of the appointing power is not approved by the Chief Examiner, the Chief Examiner shall immediately notr$r

the appointing power, in writing, that the reasons for relection of the qualified candidate or candidates ale not suffrcient for
rgection, and upon recelpt of this notice from the Chief Examiner, the appointing porver shall immediately reconsider the cerlified
candidate in question to the position for which he or she was originally certified.

(a) If the person on probation is a new appointee, the appointing power may dismiss that person rvithout regard to Sections 35
through 40 below and in a like manner appoint another certified candidate and so continue until a qualified candidate has been
tbund.
(5) If the person on probation has been promoted, the appointing power may demote such person dunng the probationary period

without r-egard to Section 35 through 40 below and in a like manner appoint another certified candidate and so continue until a

qualified candidate has been found
(6) If a person who has taken a promotional examination and been appointed to a position in a higher classification on probation,

fails to qualify tbr the position in the higher classification within the probationary period, no seniority will be lost in the lower
classification from such promotion u'as made but such person shall return to employ'rnent and be reinstated in the position
previously held in such lower classification.

Section 30. Regular Appointments.
The appointing power shall make appointments from the list of candidates cerlified unless, for reasons assigned in writing by the
appointing power, the Chief Examiner consents to and certities a new list of candidates. If anv pr obationer is not discharged dunng
the period of probation, that period shall end and the appointment shall be deemed regular. Regular appointments shall be subject
to Sections 35 through 40 below.

Section 31. Provisional Appointments.
When there is no candidate upon the entrance register from rvhich a position may be trlled, the appointing power may, with the
consent of the Chief Examiner, fill such position by provisional appointment. A provisional appointment shall not continue for
more than ttu'ee (3) months nor shall successive provisional appointments be made to the same position without the previous
consent of the Chiel Eraminer.

Section 32. Transfers and Reinstatements.
( I ) The appointing power may authorize the transfer or reinstatement of any person holding one position to a similar position in

the same classification.
(2) The appointing power may provide lbr the reinstatement within one year of persons separated from positions in the civil

service without fault or delinquency on their part, if within that time there is need fbr their services
(3) No transt-er or reinstatement shall be made from a position in one classification to a position in another classification, nor shall

a person be transferred to or reinstated in a position for entrance to which there is an examination required involving essential tests
or qualifications different tiom or higher than those required for original appointment to the position held by such person.

Section 33. Non-Discrimination.
No question in any written or oral test, on any application form, or by an appointing power shall be so tramed as to attempt to elicit
inlbrmaticln concerning race, color, ancestly, national origin, sex, sexual orientation, marital status, ase, religion, military reservist
status, disability or political aftiliations lbr the purpose of discrimination. No decision affecting the employrnent status of any
employee of Columbia County shall be made for discriminatorv purposes based upon anv information connected to the items listed
above in this Section, unless required for bona fide occupational qualifications. This shall not pre\/ent the Chief Examiner from
obtaining data necessary tbr Equal Employment Opportunity Commission compliance or Affrrmative Action Program information.

Section 34. Suspensions.
An appointing power may. rvithout hearing or trial, peremptorily suspend an employee for cause for a reasonabie period, not
exceeding 30 days, r.vith loss of salary or other compensaticln. No suspension shall be made except upon written charges served
upon the accused and iiled with the Commission, with the pdvilege to the accused of serving upon the appointing povrrer a written
answet and explanation ol such charges, and filing a copv of the same with the Commission. No suspension made by anv
appointing power pursuant to thls Section shall be subject to review by the Commission No appointing power may suspend the
same subordinate more than tr.vice, or tbr a total of more that 45 days, during any one year.
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Section 35. Causes for Dismissal.
The employment of a person holding a position under the provisions of this Ordinance shall continue only during good behavior... Any person may be dismissed for any of the follorving causes:

, ( I ) Incompetency, ineffrciency or inattention to or dereliction of dug .

(2) Dishonesty, intemperance, immoral conduct, insubordination or discourteous treatrnent of the public or of fellow employees.
(3) Any other willful failure of good conduct tending to injure the public service.
(4) Any willful violation of the provisions of this Ordinance or the Personnel Ordinance or the Rules adopted pursuant thereto.

Section 36. Dismissal Only for Cause.
No person subject to civil service who has successfully completed the probationary pedod for an appointment shall be dismissed
except for cause, and then only upon the signed written accusation of the appointing power. A written statement of the accusation
in general terms shall be served upon the accused and a duplicate tiled with the Chief Examiner.

Section 37. Investigation of Dismissal.
An employee who has successfully completed the probationary period for an appointment who has been dismissed may, within l0
days of the date of dismissal, file with the Commission, a signed written demand for an investigation. If the demand alleges, or if it
otherwise appears to the Commission, that the dismissal was not made in good faith for cause, the Commission shall conduct an
investigation and hold a public hearing, such hearing to be within 30 davs fiom the time the appeal is filed. The former employee
may be represented by counsel or any representative of his or her orvn choosing. The investigation shall be confined to the
determination of the question of whether the dismissal was or was not made tbr political or reiigious reasons or because of reasons
of age as described in ORS Chapter 659 and was or was not made in good faith fbr cause. The burden of proof shall be upon the
dismissed person.

Section 38. Right to Hearins and Representation.
All investigations pursuant to Section 37 shall be by public hearing after reasonable notice to the former employee of the time and
place of such hearing. At the hearing, the former employee shall be afforded an opponunify of appearing in person and by counsel,
and presenting the defense of the former employee. However, the ripiht of the former employee to a public hearing and to
representation by counsel shall not apply to any preliminary trial or hearing before the appointing por.ver who effected the
dismissal.

Section 39. Order of Commission on Review.
After an investigation and public heanng, the Commission may affrrm or modify the action taken by the appointing power, or if it
finds that the dismissal was made for political or religious reasons or because of reasons of age as described in ORS Chapter 659 or
was not made in good faith for cause, the Commission shall order the immediate reinstatement of the employee in the position from
which he or she was dismissed. Reinstatement shall be retroactive and entitle the ilismissed employee to pay or compensation from
the time of dismissal. The Commission, upon investigation, in lieu of allrming the dismissal, may modi$, the order of dismissal, by
directing a suspension vi'ithout pay fbr a given period, and a subsequent restoration to duty, or a demotron in classification, grade or
pay. The findings olthe Commission shall be certified in writing to the appointing power and immediately enforced.

Section 40. Writ of Review.
Any former emplovee who is dissatisfied with a decision by the Commission made pursuant to Section 39 above, may petition for a
writ of review fi-om the circuit courl of the County pursuant to ORS 34.0 I 0 ttu'ough ORS 34. I 00

Section 41. Political and Religious Activity.
No person holding any position subject to civil service is under any obligation to contribute to any political or religious fund or to
render anv political seruice to anv person or palty. No person shall be removed, reduced in grade or salary or otherwise prqudiced
tbr refusing to do so. No person shall discharge, promote, demote or in any manner change the otlcial ranli, employmeni oi
compensation of any person subject to civil seruice or promise or ttu-eaten to do so for giving, withholding or neglecting make any
contribution of money or serices or any valuable thing fbr any political or religious purpose.

Section {2. Penalties.
Willful violation of anv of the provisions of this Ordinance is punishable as provided bv ORS 24 I .990
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