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MUNCIPALITY OF SKAGWAY, ALASKA
ORDINANCE NO. 11-05

AN ORDINANCE OF THE MUNICIPALITY OF SKAGWAY, ALASKA AMENDING TITLE 3

ADMINISTRATION AND PERSONNEL BY REPEALING OR AMENDING CHAPTERS 3.04
THROUGH 3.20.

WHEREAS, Amendments are required to address change in status from city to borough
government; and

WHEREAS, the Civic Affairs Committee is conducting a review of the Municipal Code in
conjunction with the code re-write to update the Municipal Code;

NOW THEREFORE BE [T ORDAINED AND ENACTED BY THE MUNICIPALITY OF
SKAGWAY, ALASKA AS FOLLOWS:

Section 1. Classification. This ordinance is of a general and permanent nature and shall
become a part of the Skagway Municipal Code.

Section_2. Purpose. To amend Title 3, Administration and Personnel by repealing or
amending Chapters 3.04 through 3.20.

Section 3. Repeal. Chapter 3.04 Police Department, Chapter 3.05 Fire Department, Chapter
3.06 Public Works Department, and Chapter 3.08 Civil Defense and Disaster Organization are
hereby repealed.

Chapter3-64
POLICE DEPARTMENT
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Section 4. Amendment. The Skagway Municipal Code is hereby amended (strike-through)
indicates text to be deleted from and (bold underscore) indicates text added to the current code.
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Chapter 3.09 Recreation Board, Chapter 3.10 Museum Board, Chapter 3.12 Library Board,
Chapter 3.14 Convention and Visitors Bureau, Chapter 3.15 Dyea Community Advisory Board,
Chapter 3.16 Education, Chapter 3.17 Dahl Memorial Clinic Board of Directors, Chapter 3.18
Personnel Management Plan, and Chapter 3.20 Records Management, are hereby amended as
follows.

Chapter 3.09
RECREATION BOARD
Sections:
3.09.010 Establishment.
3.09.020 Appointment.
3.09.030 Term of office.
3.09.040 Officers.
3.09.050 Vacancies.
3.09.060 Quorum.
3.09.070 Meetings.
3.09.080 Record of meetings.
3.09.090 Staff support.

3.09.010 Establishment.

There is established a Recreation Board for the eiy-municipality, which shall serve in
an advisory role to the eity-council borough assembly on matters of recreation policy, including
the cemmunity Skagway recreation center and grounds_and the operational policies of the
Skagway recreat!on center tralis ball flelds parks and future recreatlon [nfrastructure
development.

eemman#y—%gﬂtree#ea%en—eemer— The recreatlon board shall consnst of 5 members from

the community.

3.09.020 Appointment.

Members of the recreation board shall be appointed by the mayor, subject to
confirmation of by the cibycounsil borough assembly. The mayor shall consider, but is not
limited to, candidates on a list of prospective members submitted to him by the recreation board.
Appointmentstofill vacancies-shall be for the unexpiredtermonly. lnadditionthermayorshall
appeint-ene-{H-councilmembertoserve-in-an-ex-officiorole. A borough assembly member
shall serve as the ex officio member of the board, may attend all meetings and have the
privilege of the floor, but shall have no vote.

3.00.030 Term of office.

A. Members shall be appointed for a term of three (3) years_however, a board
member serves until a successor takes office. The term of office begins in
October.

B. The terms shall be staggered so that members shall be appointed each year.

Terms shall be first established by drawing, 2 for one (1) year terms, 2 for two (2)
year terms and 1 for a (3) year term.
C. Appointments to fill vacancies shall be for the unexpired term only.

3.02.040 Officers.
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A. The recreation board shall elect annually a chair, vice-chair and secretary
at its first meeting following the mayor’'s appointment and the assembly’s
confirmation of board members.

The term of office for the chair, vice-chair and secretary shali be one {1)
year; however, officers may serve more than one term.

The chair shall preside over the recreation board and shall have the right to
vote.

The vice-chair shall perform the duties of the chair_in_the absence or
disability of the chair.

The secretary shall record the minutes of board meetings and shall keep
attendance records and notify the mayor when vacancies occur.

m O o W

3.08.050 Vacancies.

A. A vacancy shall be declared and filled as above provided, when a member;
1. Submits his resignation and the resignation is accepted by the mayor;
2. Is physically or mentally unable to attend board meetings for a period of
more than ninety {90) days unless excused by the board; er
3. Is convicted of a felony; or
4. Any board member may be removed with written notice by the

mayor, subject to confirmation by a majority of the assembly, or by

or a majority vote of the assembly at any time regardless of whether
that person’s term on the board has expired.

_quorum Actlons of the board are adopted bv three (3) éfflrmatlve votes. The final vote

on each action must be by a recorded roll cail vote. Each member present shall vote on
every question, unless required by law to abstain from voting on a question.

3.09.070 Meetings.

The board shall meet monthly, at a regularly established time, determined by the board.
Additional meetings may be called at the discretion of the chairman, or shall be calied at the
request of three (3) members.

3.09.080 Record of meetings.
Meetings shall be public and minutes shall be kept. Minutes and records shall be filed
with the eify borough clerk and retained as public records.

3.09.090 Staff Support. The Skagway recreation center director shall serve as staff
support to the recreation board.

Chapter 3.10
MUSEUM BOARD
Sections:
3.10.010 Establishment.
3.10.020 Appointment.
3.10.030 Term of office.
3.10.040 Officials.
3.10.050 VVacancies.
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3.10.060 Quorum,

3.10.070 Meetings.

3.10.080 Record of mesetings.

3.10.090 Staff support Museum-directorand-staff

3.10.010 Establishment.

There is established a museum board for the ity munigipality, to perform the functions
of acquiring, displaying and registering museum collections and making recommendations to
the eity—counscil borough assembly on museum policy. The museum board shall consist of

seven{# five (5) members.

3.10.020 Appointment.
Members shall be appomted by the mayor and conﬁrmed by the couneil borough

assembly.

er—Fegys#ap The mayor shaII con5|der but is not ||m|ted to candldates ona Ilst of

prospective members submitted to h|m by the museum board. ‘Museum board members
shall not be eligible for appointment as museum curator. A borough assembly member
shall serve as the ex officio member of the board, may atiend all meetings and have the
privilege of the floor, but shall have no vote.

3.10.030 Term of office.

A. Members shall be appointed for a term of three (3) years_however, a board
member serves until a successor takes office._ The term of office begins in
October.

B. The terms shall be staggered so that members shall be appointed each

year. Terms shall be first established by drawing, 2 for one (1) vear terms,
2 for two (2) year terms and 3 for (3) year terms.
C. Appointments to fill vacancies shall be for the unexpired term only.

3.10.040 Officials Offlcers

A. The museum board shall elect annuallv a chalr v:ce—chalr and secretary at
its first meeting following the mayor's appointment and the assembly’s
confirmation of board members.

B The term of office for the chair, vice-chair and secretary shall be one (1)
year; however, officers may serve more than one term.

C The chair shall preside over the museum board and shall have the right to
vote.

D. The vice-chair shall parform the duties of the chair in the absence or
disability of the chair.

E The secretary shall record the minutes of board meetings and shall keep

attendance records and notify the mayor when vacancies occur.

3.10.050 Vacancies.
A. A vacancy shall be declared and filled as above provided, when a member:
1. Submits his resignation and the resignation is accepted by the mayor;
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2, Is physically or mentally unable to attend board meetings for a period of
more than ninety (80) days, unless excused by the board; e
3. Is convicted of a felony;_or
4, Any board member may be removed with written notice by the

mayor, subject to confirmation by the borough assembly or by a
maijority vote of the assembly, at any time regardless of whether that

Qerson S term on the board has expired.

majority-affirmativevote of those voting members present. Three C?v) members constltute a

guorum. Actions of the board are adopted by three {3} affirmative votes. The final vote
on each action must be by a recorded roll call vote. Each member present shall vote on
every question, unless required by law to abstain from voting on a question.

3.10.070 Meetlngs

quarterly, at a regularly estab!nshed time, determmed d by the board. Additional meetings

may be called at the discretion of the chair, or shall be called at the request “of three (3)
members.

3.10.080 Record of meetings.
Meetings shall be public and minutes shall be kept. Minuies and records shall be filed
with the ity horough clerk and retained as public records.

3.10.090 Staff suggorl: Museam—d#eeter—aﬁd-staﬁ

d#eeter The curator shall serve as staff support to the museum board

Chapter 3.12
LIBRARY BOARD
Sections:
3.12.010 Establishment.
3.12.020 Appointment.
3.12.030 Term of office.
3.12.040 Officers.
3.12.050 Vacancies.
3.12.060 Quorum.
3.12.070 Meetings.
3.12.080 Record of meetings.

3.12.080 Staff support Librarystaff.
3.12.010 Establishment.
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There is established a library board for the eity municipality, which shall serve in an
advisory role to the cityscouncl borough assembily on matters of library policy. The library
board shall consist of seven{# five (5} members.

3.12.020 Appointment.

Members of the library board shall be appointed by the mayor, subject to confirmation of
the citycouneil borough assembly. The mayor shall consider, but is not limited to, candidates
on a list of prospective members submitied to him by the library board. Appeintments-tofill
vacancies-shall be forthe unexpired-termonly: A borough assembly member shall serve as
the ex officio member of the board, may attend all meetings and have the privilege of the
fioor, but shall have no vote.

3.12.0230 Term of office.

A. Members shall be appointed for a term of three (3) years_however, a board
member serves until a successor takes office._The term of office begins in
October.

B. The terms shall be staggered so that members shall be appointed each

year. Terms shall be first established by drawing, 2 for one {1} year terms,
2 for two {2) year terms and 1 for a three {3) year term.
C. Appointments to fifl vacancies shall be for the unexpired term only.

3.12.040 Officers.

A. The library board shall elect annually a chair, vice-chair and secretary at its
first _meeting following the mayor’'s appointment and the assembly’s
confirmation of board members.

B The term of office for the chair, vice-chair and secretary shall be one {1)
year: however, officers may serve more than one term.

C. The chair shall preside over the library board and shall have the right to

D

vote.
The vice-chair shall perform the duties of the chair in the absence or
disability of the chair.

E. The secretary shall record the minutes of board meetings and shall keep
attendance records and notify the mayor when vacancies occur.

3.12.050 Vacancies.

A A vacancy shall be declared and filled as above provided, when a member:
1. Submits his resignation and the resignation is accepted by the mayor,
2. Is physically or mentally unable to attend board meetings for a period of
more than ninety {90} days unless excused by the board; e
3. Is convicted of a felony; or
4. Any board member may be removed with written notice by the

mayor, subject to confirmation by the borough assembly or by a ora
majority vote of the assembly at any time regardless of whether that

person s term on the board has expired.

3.12.060 Quorum.
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guor um. Actlons of the board are adopted by hree (3) affirmative votes. The final vote

on each action must be by a recorded roll call vote. Each member present shall vote on
every question, uniess required by law to abstain from voting on a question.

3.12.070 Meetings.

The board shail meet annually during the first week in January. Additional meetings may
be called at the discretion of the chairman, or shall be called at the request of three (3)
members.

3.12.080 Record of meetings.
Meetings shall be public and minutes shali be kept. Minutes and records shall be filed
with the ity borough clerk and retained as public records.

3.12.090 Staff support Lbbraﬁ'—sta#

eﬂy—eeunetl« The lerarlan shall serve as staff support to the I|brarv board.

Chapter 3.14
CONVENTION AND VISITORS BUREAU
Sections:
3.14.010 Establishment.
3.14.020 Appointment.
3.14.030 Alternate members.
3.14.040 Term of office.
3.14.045 Election-of o0fficers.
3.14.050 Vacancies.
3.14.080 Quorum,
3.14.070 Meetings.
3.14.080 Record of meetings.
3.14.090 Staff support

3.14.010 Establishment.
A There is established the Skagway Convention and Visitors Bureau (CVB) and a
governing board of directors_which shall serve in_an advisory role to the
borough assembly. The CVB Board of Directors shall consist of five (5)

members and two (2) a Iternate board members and—a#emates—eempesed—ef

B. Function of the bureau.

1. The board of directors shall develop and recommend to the borough
assembly policies governing the pianning and execution of
programs dealing with all phases of convention and _visitor
promotion and service to visitors. All such policies and plans shall
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be approved by the borough assembly prior to execution. Execution
shall be the responsibility of the borough manager, acting through
the tourism director. The bureau shall submit reports to the borough
assembly af least annually, and such other reports as the borough
assembly may require.

2. The borough manager will provide the board chair adequate notice
of line item transfers in excess of five hundred dollars ($500.00) so
that the board may provide comment to the borough assembly.

the convention & visitors bureau board shall be appointed b the mayor, subject to

confirmation by the borough assembly. The mayor shall consider, but is nof limited to,
candidates on a list of prospective members submitted to him by the CVB board. A
borough assembly member shall serve as the ex officio member of the board, may attend
all meetings and have the privilege of the floor, but shall have no vote.

3.14.030 Aliernate members.

An alternate member shall abstain from voting unless replacing an absent board
member. The chairman shall determine such absence and alternate replacement when
establishing a quorum.

3.14.040 Temn of office.

asl=taata¥s ala Ffa "l &) aallia

A. Members shall be appointed for a term of three (3) years however, a board
member serves until a successor takes office._The term of office begins in
October.

B. The terms shall be staggered so that members shall be appointed each
year. Terms shall be first established by drawing, 2 for one {1} year terms,
2 for two (2) year terms and 3 for {3) year terms.

C. Appointiments to fill vacancies shall be for the unexpired term only.

3.14.045 Electionof oQfficers.
————-Lhe-board-shall-elect-a-chalrmarna -
A. The CVB board shall elect annually a chair _and vice-chair at its first
meeting following the mayor's appointment and the assembly’s
confirmation of board members.
B. The term of office for the chair and vice-chair shall be one (1) year;
however, officers may serve more than ohe term.
C. The chair shall preside over the CVB board and shall have the right fo vote.
D. The vice-chair_shall perform the duties of the chair in the absence or
disability of the chair.

3.14.050 Vacancies.
A. A vacancy shall be declared and filled as provided above when the board
member or alternate:
1. Submits his resignation and the resignation is accepted by the mayor;
2. Does not aftend board meetings for a period of more than three (3)
consecutive meetings unless excused by the board; ex
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3. Is convicted of a felony; or
4. Any board member may be removed with written notice by the

mayor, subject to_confirmation by the borough assembly or by a
majority vote of the assembly, at any time regardless of whether that
person’s term on the board has expired.
B. The board shall keep attendance records and the board chair_shall notify the
mayor when vacancies occur.

3.14.060 Quorum.

Fien - Three (3} members
constitute a quorum. Actlons of the board are adopted by three (3) affirmative votes.
The final vote on each action must be by a recorded roll call vote. Each member present
shall vote on every duestion, unless required by law to abstain from voting on a

question.

3.14.070 Meetings.
There shall be one (1) annual meeting on a date and at a location determined by the
board. The board chairman may call additional meetings.

3.14.080 Record of meetings.
Meetings shall be public and minutes shall be kept. Minutes and records shall be filed
with the ity borough clerk and retained as public records.

3.14.090 Staff support.
The tourism director shalil serve as staff support to the CVB board.

Chapter 3.15
DYEA COMMUNITY ADVISORY BOARD

Sections:
3.15.010 Establishment.
3.15.020 Appointment.
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3.15.030 Term of office.
3.15.040 Officers.

3.15.050 Vacancies.
3.15.060 Quorum.

3.15.070 Meetings.

3.15.080 Record of meetings.

3.15.010 Establishment

There is established a Dyea Community Advisory Board to advise the sity—ceuneil
borough assembly on issues and policies relating to public lands in the Dyea and West Creek
Valleys including, but not limited to, land use, planning, land disposal, land and water
conservation, utilities, recreational and commercial development. Additionally, the Dyea
Community Advisory Board shall be responsible for the periodic review of SMC 16.08 — Dyea
Flats Management Plan. The Dyea Community Advisory Board shall consist of five (5)
members: three (3) Dyea property owners and two (2) at-large community members.

3.15.020 Appointment
Members of the Dyea Community Advisory Board shall be appointed by the mayor, subject to
confirmation of the borough assembly eity-eouneil. The mayor shall consider, but is not limited
to, candidates on a list of prospective members submitted to him by the DCAB. Appsinimenis

i } ik - A borough assembly member shall serve as
the ex officio member of the board, may attend all meetings and have the privilege of the
floor, but shall have no vote.

3.15.020 Term of office.

A. Members shall be appointed for a term of three (3) years_however, a board
member serves until a successor takes office. The term of office begins in
October.

B. The terms shall be staggered so that members shall be appointed each year.

Terms shall be first established by drawing, 2 for one (1) year terms, 2 for two {2)
year terms and 1 for a (3) year term.
C. Appointments to fill vacancies shall be for the unexpired term only.

meeting following the mayor's appointment and the assembly’s

confirmation of board members.

B The term of office for the chair, vice-chair and secretary shall be one (1)
year; however, officers may serve more than one term.

C. The chair shall preside over the board and shall have the right to vote.

D The vice-chair shall perform the duties of the chair in the absence or
disability of the chair.

E. The_secretary shall record the minutes of board meetings and shall keep
attendance records and notify the mayor when vacancies occur.

3.15.050 Vacancies.
A. A vacancy shall be declared and filled as above provided, when a member:



MUNICIPALITY OF SKAGWAY, ALASKA
ORDINANCE NO. 11-05
Page 15 of 33

1. Submits his resignation and the resignation is accepted by the mayor;

2. Is physically or mentally unable to attend board meetings for a period of
more than ninety (90) days unless excused by the board; er

3. Is convicted of a felony; or

4. Any board member may be removed with written notice by the

mayor, subject to confirmation by the borough assembly or by a
majority vote of the assembly at any time reqardless of whether that
person’s term on the board has expired.

affirmativevote-of a-majority of those voting-members presept—
a guorum._Actions of the board are adopted by three (3) affirmative votes. The final vote

on each action must be by a recorded roll call vote. Each member present shall vote on
every guestion, unless required by law to abstain from voting on a question.

3.15.070 Meetings.

The board shall meet monthly, at a regularly established time, determined by the board.
Additional meetings may be called at the discretion of the chairman, or shall be called at the
request of three (3) members.

3.15.080 Record of meetings.
Meetings shall be public and minutes shall be kept. Minutes and records shall be filed
with the &ty borough clerk and retained as public records.

Chapter 3.16
EDUCATION
Sections:
3.16.010 School district.
3.16.020 School board.

3.16.010 Schoeol district.

A. Establishment. There is established in and for the Municipality of Skagway
Borough, a school district, as provided by state law. All the land embraced within
the exterior boundaries of the corporate limits of the borough shall be, and the
same hereby is, established as the Skagway School District, and said the
exterior boundary lines shall define the extent of the said Skagway School

District.

B. Name of School District. The school district shall be known as the "Skagway
School Disfrict.”

C. Facilities and Buildings. There shall be public schools maintained in and for the

Skagway School District in one (1) or more good substantial school buildings, as
in the judgment of the borough assembly the public needs may require.

3.16.020 School board.
A. Authority. The supervision and management and-centrel of the Skagway School
District and the Skagway public school system shali be in a school board.
B. Board Membership and Term. The school board shall consist of five (5)
members, each of whom shall serve for a three (3) year term. Board members
shall be elected in accordance with the state and eity borough election codes.
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The school board shall select from its members a president, a treasurer, and a
secretary to serve for such terms sush as the board shall from time to time
determine. If a vacancy occurs on the school board, the remaining members
shall, within thirty (30) days fill the vacancy, and the person selected shall serve
untii the next regular election, when a successor shall be elected to serve the
balance of the term.

Qualifications. In order to serve as a school board member or qualify as a

candidate therefore, a person must be a qualified Skagway voter at the time of

the election for membership. Before entering upon the duties of their respective
offices, the school board members shall take an oath before some officer of the

First Judicial District qualified to administer oaths, to support the Constitution of

the United States, the laws of the state of Alaska, and the ordinances of the

municipality, and to honestly and faithfully discharge the duties of a school board
member ic the best of the member’s ability.

Duties. The school board has all the duties set forth for local school boards in

Alaska Statutes Title 14, Chapter 14. In-general{The school board is charged

with the duty of supervision;_ and management and-cenirel of the Skagway public

school system, including the appointment, compensation and control of teachers,
assistants and administrative officers of the school district.

1. The school board shall have all expressed, implied, and inherent powers
under state law reasonably necessary to implement the duties with
which it is charged. The board shall implement a policy of good faith and
candid disclosure in executing those functions requiring the consideration
and concurrence or approval of the assembly.

2. The assembly shall determine the location of school buildings with due
consideration of the recommendations of the schoo! board.
3. The school board is responsible for the design criteria for school

buildings. The assembly, through the borough manager, is
responsible for all aspects of construction of any new school
facilities_and all major renovations in excess of $50,000. To the
maximum extent consistent with education needs design of school
buildings shall provide for multiple use of the buildings for community
purposes.

4, The school board shail provide custodial services and routine
maintenance for school buildings and shall appoint, compensate, and
otherwise control personnel for these purposes.

Budget. The school board shall submit the school budget for the following school

year to the assembty by February 15th or the first Monday following February 15

for the approval of the fotal amount. Within ninety (90) days after receipt of the

budget, the assembly shall determine the total amount of money fo be made
available from local sources for school purposes and shall furnish the school
board with a statement of the sum to be made available. If the assembly does not
within ninety (90) days furnish the school board with the statement of the sum to
be available, the amount requested in the budget is automatically approved. By

June 30th, the assembly shall appropriate the amount to be made available from

local sources from money available for the purpose.

Treasury and Accounting System.

1. All schoot money shall be deposited in a centralized treasury with other
municipal general funds, and the borough manager shall have the
custody of, invest, and manage all money in the centralized treasury.

2. Fe tThe school board is delegated the responsibilities of the accounting
system related to the school funds deposited in the centralized treasury.
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if at any time the school board deems it necessary or proper for the
maintenance of the school system to expend a greater amount of money
per quarter than that provided for under the preceding subsection, or
deems it necessary to incur any indebtedness for building, altering or
repairing school buildings or school property, or to furnish same with
proper school furnishings, apparatus or appliances, or for any other
extraordinary expenses of the school system, the members of the school
board shall first submit a writien statement containing the plans and
specifications and a detailed description of the purposes for which said
expenditures are desired to be made, to the borough assembly for its
approval. If approved by the borough assembly, a copy of the said
statement submitted by the school board, with the endorsement of the
approval of the borough assembly thereen; showing the amount of money
approved for such expenditures, shall be filed with the treasurer of the
school board, and the amount thereof shall be paid out on warrants
signed by the school board treasurer for the stated purposes.

Every claim payable out of the school fund shall be itemized. It shall be
filed with the school board and approved in writing, endorsed on the
claim, by a majority of the members of the board, including the
endorsement of the school board president. All claims so approved must
be delivered to the schoo! board treasurer, whereupon the treasurer shall
draw a warrant on the school board, as custodian of the delegated school
funds, for the payment theresf. The warrant must be signed by the school
board treasurer and countersigned by the school board president, and
shall specify for what purpose it is drawn, with the date thereof. The
treasurer shall pay said the warrant from the school fund according to its
tenor.

G. Schoo!l Board Treasurer.

1.

Before any person who is elected treasurer of the school board enters
upon the duties of his office, in addition to the oath required of all new
school board members, he shall give his bond to the Skagway School
District, with sufficient sureties, in a sum to be fixed by the borough
assembly, said sum to be not less than the amount that may come into
the official custody of such person as treasurer but not to exceed fifty
thousand dollars ($50,000.00). Said The bond shall be conditioned that
said person will honestly and faithfully disburse and account for all money
that may come into his hands as treasurer. The bond and the sureties
thereonr must be first approved by the borough assembly and said the
approval endorsed on the same before the treasurer shall enter upon the
duties of his office.

On the first of each month, the school board treasurer shall make a fuli
report in writing to the board and-the-assembly, showing the amount and
condition of the school treasurer's finances and all of his receipts and
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Sections:
3.17.010
3.17.015
3.17.020
3.17.025
3.17.030
3.17.035
3.17.040
3.17.045
3.17.050
3.17.055

3.17.010
A.

B.

C.

3.17.015
A

disbursements for the preceding month. Saidreport-shall-befiled-with-the

School Board Secretary. The secretary of the school board shall assist the board
treasurer by keeping all reports of the said school board and shall perform such
other record keeping duties (including minutes of board meetings) as the board
may require. The secretary shall file appropriate financial reports with the state of
Alaska.

Chapter 3.17
DAHL MEMORIAL CLINIC BOARD OF DIRECTORS

Board of Directors Name and Purpose
Authority and General Powers
Functions

Membership

Organization

Meetings

Conduct

Minutes

Committee Meetings

Administration

Board of Directors Name and Purpose

NAME. The governing body of the Dahl Memorial Clinic shall be known as the

Dahi Memorial Clinic Board of Directors.

PURPOSE

1. To schedule hours of operation, approve annual budget, select, retain,
evaluate, and recommend to the Assembly retention or dismissal of the
clinic administrator, establish general policies for the clinic and select
services designed to diagnose and treat clinic patients. Patient care shall
be provided to sick, injured or disabled persons without regard to race,
color, religion, national origin, age, sex, disabilities, pregnancy,
parenthood, marital status, or change in marital status.

2. To improve the standards of health care in Skagway Alaska; fo
encourage education and training of clinic employees and staff
appointees; and fo strive 10 maintain the quality of patient care that is
achievable commensurate with resources available.

3. To carry on such education activities related to rendering care to the sick
and injured or to the promotion of health as may be reasonably feasible
by the facilities, personnel, funds or other requirements that are, or can
be made, available.

4, To manage, operate or participate insofar as clinic policy, circumstances
and available funds may warrant, any activity designed and carried on to
pramote general health in Skagway Alaska.

ADDRESS. The mailing address of the Board of Directors of the Dahl Memorial

Clinic is P.O. Box 537, Skagway, AK 99840

Authority and General Powers

AUTHORITY. The board of directors is constituted, authorized, and governed by
the ordinances of the Municipality of Skagway. Within the general revenue
resources available to the Dahl Memorial Clinic from the Municipality of Skagway
and consistent with municipal personnel policies and consistent with municipal
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3.17.020
A.

3.17.025
A

fiscal policies, the Municipality of Skagway, Alaska delegates to the Dahl
Memorial Clinic Board of Directors the authority to operate the Dahl Memorial
Clinic._The borough assembly retains aill powers and duties related to any
construction of a new clinic_or medical facility and any renovations or
repairs_of the clinic in_excess of $50,000. The borough assembly will
consult with the board and clinic_director_in the planning of any major
renovations or_repairs pairs_and in_the planning of any new clinic_or_medical
facility, with_all final approval and decisions to remain vested in the
borough assembly.

GENERAL POWERS. Subject to state laws and municipal ordinances, Skagway
Municipal Code (SMC) 3.17.015 provides in part that the board of directors shall
be responsible for the operation of the Dahl Memorial Clinic according to the best
interests of the public's health, shall make and enforce all rules and regulations
necessary for the administration of the Clinic under its management, shall
prescribe the terms under which patients shall be admitted thereto and shall
establish and enforce standards of operation. The board of directors has no
authority to establish or alter the Municipality of Skagway human resources or
fiscal policies which shall also be applicable to clinic staff and operations.

Functions

LEGISLATIVE

1. The board of directors shall establish policies and procedures for the
administration and—government of the clinic, which policies and
procedures shall be submitted to the borough assembly forratification. A
manual of policies and procedures shall be maintained.

2. Policies and Procedures, with the exception of personnel and financial
policies and procedures, may be adopted, amended, or repealed at any
meeting of the board of directors, provided the proposed adoption,
amendment or repeal shall have, in substantive form, been proposed at a
previous meeting of the board. The board may suspend, adopt, amend,
or repeal a policy or procedure without prior notice if the board
determines there is an emergency threat to health or safety.

3. Policies and Procedures shall be adopted, amended, or repealed by the
prevailing vote of at least five members of the board.

4, Policies and Procedures shall be reviewed annually by the board or its
committees, designated for that purpose.

5. At the January meeting, the president of the board or his/her appointees

shall ensure that all policies and procedures have been reviewed and/or
revised as necessary.

6. By Apri45" the last working day prior to March 1 of each year the
board shall submit to the borough assembiy its annual budget for
consideration. Other budgets will be prepared as necessary to mest the
requirements of significant funding agencies.

EVALUATION. The board of directors shail annually evaluate its performance in

the control and management of the clinic according to goals, policies and

procedures duly adopted by the board.

Membership

NUMBER AND APPOINTMENTS.

1. The board of directors shall consist of nine (8) members and two {2)
alternate members. The nine (9) members shall consist of at least one
(1) member from the Skagway Traditional Council (STC), a federally
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recognized tribal entity. All members shall reside within the Municipality
of Skagway. The total board must consist of at least 51% consumers of
the clinic. No more than ¥ of the non-consumer portion of the board may
derive more than 10% of their income from the health care industry. The
board shall be appointed by the mayor and confirmed by the borough
assembly. Board members shall serve at the pleasure of the assembly.
Any board member may be removed by a majority vote of the assembly
at any time regardless of whether that person’s term on the board has
expired. A borough assembly member shall serve as the ex officio
member of the board, may attend all meetings and have the privilege of
the floor, but shall have no vote.

2. The Skagway Traditional Council shali nominate the member to fill the
STC board position. In the event that the Skagway Traditional Council is
unable to forward a nomination to the mayor within 30 days of a vacancy
the mayor may recommend for appointment another member of the
community to fill the unexpired term of the open STC board position.
Upon approval by a majority of the assembly, the mayor’s recommended
appointee shall be appointed to the STC board seat.

3. An alternate member shall abstain from voting unless replacing an absent
board member. The chair of the board of directors shail determine such
absence and alternate replacement when establishing a quorum.

QUALIFICATIONS. A voting member shall show willingness to give as much

time as is reasonably requested or required. Board members must be willing to

accept responsibility for governance, including availability to participate actively
in board and committee activities; to provide input in areas of interest and
expertise; and to utilize experience in organizational and community activities.

The board recognizes that the borough assembly seeks to include a broad

representation of the geographic area encompassed by the boundaries of the

Municipality of Skagway. No board member may be an employee of the center

or the spouse, live-in_partner, child or sibling of an employee of the center by

blood or marriage.

TERM. The term of membership shall be three years and untii a successor takes

office, except that a member appointed to fill a vacancy shalt serve for the un-

expired term. Terms shall commence in October. The terms shall be staggered
so that members shall be appointed each year.

VACANCY. The office of a board member shall become vacant upon his or her

death, resignation or removatl from office.

1. A board member who has received notice of and failed to attend three
consecutive regular meetings of the board or 50% of all meetings within
the preceding 12 months (including committee meetings) shall be
counseled by the President or the Executive Committee, who shall make
a recommendation to the board concerning removal or retention, if
deemed appropriate.

2. A recommendation to the borough assembly for removal of a board
member may be made upon the prevailing vote of at least five members
of the board.

3. A director may resign at any time by giving written notice to the mayor,
with a copy fo the president of the board. Such resignation shall take
effect on the date of receipt or at any later time specified in it.

4. Upon notfification by the board that a vacancy exists on the board, the
board shall make recommendations to the mayor for replacement. The
mayor shall then appoint a new member for the un-expired term.
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E.

3.17.030
A.

COMPENSATION

1.

Board members and members of all committees shall receive no
compensation for any services rendered in their capacities as board
members or commitiee members. Board members may be reimbursed
for expenses directly related fo board service. Receipts for expenses
claimed must be submitted to the health center administrator for approval.
The administrator is not authorized fo approve any reimbursement without
receipts for expenses directly related to board service.

Before any reimbursement for expenses is made, receipts of such
expenses must be submitted to the Administrator.

The board of directors may maintain membership in any local, state or
national group or association organized and operated for the promotion of
the public health and welfare or the advancement of the efficiency of clinic
administration and, in connection therewith, the clinic may pay dues and
fees for such membership.

TRAINING. New board members shall learn the operations of the clinic and the
board, and become conversant with the history and traditions of the clinic and the
community.

1.

Each new board member will be given, not later than their first regular
meeting as a board member and for their use and possession for the
duration of their term, a copy of SMC Chapter 3.17 and the clinic policies
and procedures, and any other documents related to the operation of the
health center.

2. The board shall strongly encourage and bear the costs of the attendance
of each new board member at orientation meetings or training sessions.
Organization

ORGANIZATION MEETING The board shall elect annually from its members a
president, vice president, secretary and such other officers, as it deems

necessary.
OFFICERS

1.

2.

The officers of the board shall be a president, a vice president, and a
secretary.

Officers shall be elected by the board at a regular meeting in November,
and each shall hold office for a one year term and until successors shall
have been elected. Officers shall serve at the pleasure of the board.

Any officer may resign their office at any time by giving written notice to
the board. Such resignation shall take effect on the date of receipt or at
any later time specified in it.

The president shall preside at all meetings of the board, and shall be a
member of all committees. The president shall be the chairperson of the
executive committee.

The vice-president shall act as president in the absence of the president,
and when so acting, shall have the power and authority of the president.
The vice president shall succeed to the office of president for the un-
expired term if that office becomes vacant.

The secretary shall provide for the keeping of minutes of all meetings of
the board and board committees, shall give or cause to be given all
notices in accordance with SMC Chapter 3.17 or as required by law, and
shall act as custodian of all records and reports.
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7.

Upon a vacancy in the office of vice president, or secretary, the board
shall appoint at its next regular meeting to fill such vacancy for the un-
expired term.

COMMITTEES

1.

The board shall establish an executive committee, a financial committee,
and a planning committee. The board shall assign such duties and
responsibilities to the committees or appoint such other committees, as it
deems necessary.

The president shall appoint the chair and members of ali commitiees.
With the exception of the executive commitiee, committees of the board
shall, when specifically charged to do so by the board, conduct studies,
make recommendations to the hoard, and act in an advisory capacity, but
shall not take action on behalf of the board, except that the Finance
Committee may approve expenditures.

Unless otherwise determined by the board, committees shall consist of no
less than two board members and shall serve until the committee is
discharged.

The planning commitiee shall serve as the maintenance and building
committee.

A committee shall be convened by the chair, who shall report for the
committee. The committee chair shall appoint a secretary for each
committee. The secretary will keep minutes during the meeting.

The board may assign the functions of any management and/or board
committee, except the executive committee, to combined or new
committees or to the board acting as a committee of the whole.

COMMITTEE FUNCTIONS

1.

Executive Committee

The executive committee shall consist of the president, vice president,
and secretary. The president shall be chair of the executive committee
and in his or her absence the vice president shall be chair. The executive
committee shall be empowered to transact all regular business of the
clinic during the interim between meetings of the board, provided that any
action it may take shall not conflict with the policies of the board. Any
action taken by the executive committee shall be reported at the next
regular meeting of the board and may be rescinded by board action at the
meeting.

Finance Committee

The finance committee shall consist of a chair and three members
appointed by the president. The duties and responsibilities of the finance
committee are to review and make recommendations to the board
concerning all matters affecting the financial condition of the clinic,
including but not limited to, the annual budget and capital budget matters
referred to the committee by the president.

a. The finance committee will prepare the annual budget not later
than March 31st. The budget will include a three-year capital plan.

b. The finance committee will submit to the board for approval the
annual budget before it is submitted to the borough assembly.

C. The year-end audited financial reports by an outside auditing firm
shall be reviewed by the finance committee and the commitiee
shall report conclusions to the board at the next board meeting.

Planning Committee
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3.17.035
A.

The planning committee shall consist of a chair and three members
appointed by the president. The planning committee shall provide
information to the board on changes and trends in the health care field
that may influence the growth and development of the clinic. [t may also
assist in the preparation and modification of long-range and short-range
plans to assure that the total clinic program is attuned to meeting the
health care needs of the community served by the clinic. The plan should
coordinate the clinic services with those of other health care facilities and
related community resources.

a. The board shall provide for institutional planning by including the
administration, and the medical staff, other department/services,
and appropriate advisors in the planning process through
participation on the planning committee.

4. Other Standing Commitiee

The board may constitute additional standing committees not herein

identified to assist it in conducting its day to day business. Members shall

be appointed by the president.
5. Special Committees

Special committees may be appointed by the president for special tasks.

Upon completion of the task for which appointed, such special

committees shall be discharged.

Meetings

BOARD CALENDAR. The board shall conduct its business by reference to a
calendar, which specifies the month or date that decisions, resolutions,
deliberations, notices, and reports must be made or instituted by the board or
should be received by the board. The calendar shall be adopted annually at the
January meeting of the board, but may be amended at any time thereafter.
PARLIAMENTARY AUTHORITY. Meetings shall be conducted under Robert's
Rules of Order, and such modified or amended rules as may be adopted by the
board.

QUORUM. Five members of the board shall constitute a quorum, and no
business shall be conducted in the absence of a quorum.

PRESIDING OFFICER. The president shall preside at all meetings of the board.
In the absence, disability, or disqualification of the president, the vice-president
shall preside. In the absence, disability, or disqualification of the president and
vice president, the secretary shall preside. In the absence, disability, removal, or
disqualification of the president, vice president, and secretary, the person with
the longest period of current consecutive service on the board shall preside.
CALL

1. Regular meetings shall be held at least once a month.

2. Special meetings not regularly scheduled may be called by the president
or shall be called at the request of three (3) members.

3. All meetings of the board and committees of the board shall be open to

the public, except as otherwise provided by SMC Chapter 3.17. This
section does not apply to meetings of the board or a commitiee of the
board when holding a meeting solely to act upon matters of professional
qualifications, privileges or discipline.

NOTICE

1. The president shall notify, in writing and no later than two days in
advance of the meeting, each board member of the time, date, location,
and, to the extent it is known, the agenda of any regular meeting. Notice
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H.

of the time, date, location and purpose of a special board meeting shall
be given to board members no later than twenty-four hours in advance of
the meeting.

2. Reasonable public notice shall be given for all meetings. Notice of all
board meetings and committee meetings shall be posted at the Post
Office, borough administrative offices, Library and Clinic bulletin boards at
least 24 hours prior to such meetings. In calling a special meeting this
notice shall state the business for the transaction of which the special
meeting has been called and no business cther than that stated in the
notice shall be transacted at such special meeting.

AGENDA

1. At the direction of the board president, the administrator shall prepare an
agenda of items of business and Board member requested matters fo
come before the board at each board meeting.

2. Any Board member who desires certain matters be placed on the agenda
shall bring such matters to the attention of the administrator prior to the
meeting and the administrator shall place such items on the agenda.
individuals and groups desiring to make presentations to the board may
contact the administrator to be placed on the agenda.

3. The agenda shall be delivered to each board member not later than two
days before regular meetings, and shall be delivered no later than twenty-
four hours before special meetings.

4, The agenda shall include such reports and supplementary materials as
are appropriate and available. Copies of the agenda and other materials
shall be prepared for the public and the press and shall be available in the
administrator's office. The agenda shall be posted at the Post Office,
borough administrative offices, Library and Clinic bulletin boards at least
twenty-four hours before the meeting.

5. Any member of the public may request the placement of an item on the
board agenda. The board agenda shall include a designated time for the
public to discuss an item not included on the prepared agenda.

6. An agenda for a special meeting may be prepared without a packet of
information at the discretion of the administrator with the concurrence of
the board president.

7. The order of business shall include the following:

Call to Order

Roll Call

Approval of Agenda

Approval of Minutes of Previous Meeting(s)
Announcements/Reports
Public Participation

Unfinished Business

New Business

Executive Session (if needed)
Board Comments & Questions
Schedule Next Meeting
Adjournment

VOTING

1. The prevailing vote of at least five members of the board shall be required
for official action.

2. Any board member who could potentially benefit personally or financially

from any decision or action that comes before the board shall be
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3.17.040

considered to have a conflict of interest and shall declare the conflict of
interest. A board member with a declared conflict of interest on an issue
shall be excused from voting by the president and must abstain from the
vote. President excuses him/her self. If the board president does not
direct the board member to abstain from voting, the board may override
that decision by a vote of five members to direct the board member to
abstain from voting.

3. A vote may be taken by voice, show of hands or roll call. Proxy voting or
board polling shall not be permitted.

EXECUTIVE SESSIONS

1. If excepted subjects are to be discussed at a meeting, the meeting must
first be convened as a public meeting and the question of holding an
executive session to discuss matters that come within the exceptions set
forth below shall be determined by a majority vote of the board. No
subjects may be considered at the executive session except those
mentioned in the motion calling for the executive session unless auxiliary
to the main question. No action may be taken at the executive session.
The following excepted subjects may be discussed in an executive
session:

a. matters, the immediate knowledge of which would clearly have an
adverse effect upon the finances of the clinic;

b. subjects that tend to prejudice the reputation and character of any
person, provided the person may request a public discussion,

c. matters which by law, municipal charter, or ordinance are required
to be confidential.

d. Union negotiations and directions to an attorney.

2. Any executive session where the subject to be discussed tends to
prejudice the reputation and character of any person shall require
advance notification of the person and the opportunity for the person to
request a public discussion.

HEARING OF PUBLIC. Members of the public present at the meeting of the

board shall be offered a reasonable opportunity to be heard in accordance with

board policy.

TIME LIMIT. All board and board committee meetings shall be limited to three

hours, unless extended by a majority vote of the members attending a board or

board committee meeting.

ADJOURNMENT. The board may at any time recess or adjourn a meeting to a

time and place certain. Upon resuming, the board shall commence business at

the point in the agenda where the motion to recess or adjourn was adopted.

Code of conduct.

The Board adopts as its Code of Ethics the American Hospital Association (AHA) Code
of Ethical Conduct for Health Care Organizations, which was adopted by the AHA in 1992. A
copy of the code is available from the Clinic's administrator.

3.17.045
A.

B.

Official minutes

The board shall keep minutes of all of its board meetings and board committee
meetings and a record of all proceedings of the board.

All minutes shall be filed in the office of the administrator in a minutes book as
the permanent record of the acts of the board.
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C.

3.17.050
A

B.

3.17.055
A

B.

The minutes shall show the time and place, the members present, the members
absent, the subjects considered, the actions taken, the vote taken, and any other
information required by law.

Copies of all written reporis received at a board or committee meeting shall be
attached to the minutes for that meeting.

Commitiee meetings

Committee meetings may be called at any time by the committee chair or when a
meeting is requested by a majority of the committee.

The Finance and Planning Committees have four members and two must be
present for a querum to conduct business. For any other committees a majority
of the total membership shall constitute a quorum of that committee.

Reasonable public notice shall be given of all committee meetings and the
meeting shall be open to the public.

Minutes of all commiitee meetings shall be maintained and transmitted to all
board members.

No issues affecting the discharge of medical staff responsibilities shall be
deliberated by the board unless there is representation of the medical staff
present.

Administration

APPOINTMENT. The clinic administrator shall be appointed by the beard
consistent with the borough personnel policy.

VACANCY. Whenever a vacancy occurs, a search commitiee consisting of 2
board members, the borough manager and the borough assembly representative
shall be established for the purpose of finding and recommending a qualified
administrator to the board.

QUALIFICATIONS

1. The board shall select and appoint an administrator who has appropriate
education, experience and managerial qualifications.

2 It is desirable, but not mandatory, that the applicant have a graduate

degree in hospital or health care administration. The applicant must have
demonstrated ability to successfully manage and wark with others.

SUPERVISION AND AUTHORITY

1 The clinic board hires the clinic administrator;,_subject to the power of
the assembly specified in section 3.17.010{B)(1) above; however the
clinic board has no autherity to esiablish or alter municipal personnel or
fiscal policies which shall alsc be applicable to clinic staff and operations.
It shall be the responsibility of the clinic board to work with and seek the
counsel of the Municipality of Skagway to insure that the clinic budget and
hiring practices adhere to and are consistent with the fiscal and personnel
policies of the Municipality of Skagway.

2. The administrator is responsible for the overall supervision efthe-affairs
and management of the clinic. The duties and responsibilities of the
administrator shall be as set forth in SMC Section 3.17.055. The
administrator in conjunction with the board president, will ensure that ail
policies and procedures are reviewed and/or revised at least annually.

3. The administrator shall have the authority necessary to effect the duties
and responsibilities as outlined in SMC Section 3.17.055.

MEETINGS
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1. The administrator shall attend all meetings of the board and standing
committees, except as the board may direct otherwise. The administrator
may attend all meetings of any other committees.

2. The administrator shall, unless otherwise expressly provided, be a non-
voting ex-officio member of all board committees and shall act as the duly
authorized representative of the board in all matters in which the board
has not formally designated some other person or group fo act.

BOARD OF DIRECTORS. The administrator shall have the following duties and

responsibilities with respect to the board:

1. Conduct and coordinate for the board a comprehensive orientation
program for new members and a continuing education program for all
members based, at least in part, on identified needs.

2. Prepare the agenda for board meeting in conjunction with the president
and the secretary of the board.

3. Serve as the liaison between the board and the medical staff.

4. Report to the board and the staff on the overall activities and mechanisms
for monitoring and evaluating the quality of patient care, for identifying
and resolving problems, and for identifying opportunities to improve
patient care. Reports should also include federal, state and local
developments that affect the operation of the clinic.

5. Forward reports to the board reflecting assurance that one level of care is
being provided.

6. Carry out the policies established by the board.

7. Perform such other duties as the board may direct.

CLINIC PROFESSIONAL STAFF. The administrator shall work with the

professional staffs of the clinic and with those concerned with the rendering of

professional services to the end that the best possible care may be rendered to
all patients.

STAFF

1. The administrator shall publish criteria utilized to select, employ, control
and discharge all clinic employees subject to the provisions of
Municipality of Skagway Personnel Policy, and any perscnne! rules
adopted by the clinic.

2. The administrator shall organize the functions of the clinic, delegate
duties and establish formal means of accountability on the part of
subordinates.

MANAGEMENT

1. The administrator shall be responsible, except as otherwise provided by
the board, for employing, controlling, developing and maintaining policies
and practices for the clinic.

2. The administrator shall establish and implement a written plan of internal
control and a management reporting system for the clinic.

BUSINESS AFFAIRS

1. The administrator shall supervise the business affairs of the clinic to
assure that funds are expended to the best possible advantage.

2. The administrator shall direct the preparation of the annual operating and

capital budgets for approval by the board and monitor and present
monthly operating reports to the board.

3. The administrator may authorize expenditures not to exceed $5,000
without board approval.
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Sections:
3.18.010
3.18.020
3.186.030
3.18.040
3.18.050

3.18.010
A

B.

4. The administrator shall be responsible for recommending adequate
insurance coverage, directing effective safety and risk management
programs, and maintenance of all physical properties.

5. The administrator has no_authority to enier any agreements or
contracts without prior review by the borough atiorney and approval
by the borough manager.

OTHER DUTIES. The administrator shall perform such other duties and

responsibilities as may be necessary for the best interests of the Clinic.

DELEGATION OF AUTHORITY. The administrator shall designate, in writing,

other individuals by name or position who are, in order of succession, authorized

to act for the administrator during any period of the administrator's absence from
the clinic.

ANNUAL EVALUATION. The board may review the performance of the

administrator, annually or more frequently, using procedures consistent with the

Municipality of Skagway’s personne! policies and the administrator’'s duties and

obligations and forward the evaluation to the berough manager.

1. Minutes of the board meeting shall document the evaluation of the
administrator.

CRITERIA. Consideration of Subsections A - M of this code relating to the duties

and responsibilities of the administrator shall be given in the evaluation of the

administrator.

Chapter 3.18
PERSONNEL MANAGEMENT PLAN

Scope and purpose.
Discrimination prohibited.
Administration.
Personnel rules.

Exempt employees.

Scope and purpose.

This chapter applies to all departments of the eity municipal government. This

chapter does not apply to the Skagway School District.

It is the purpose of this chapter and the personnel rules adopted pursuant to

Section 3.18.040 to set forth the principles and practices that are to be followed

by the ¢ity municipality in the administration of ifs personnel system and are

intended to establish a mederm—workable; fair and uniform system of personnel
administration based on the merit principle of employment. "Merit principle of
employment” means:

1. Recruiting, selecting and promoting employees on the basis of their
knowledge, skill, ability and willingness to perform the work, including
open consideration of qualified applicants for initial appointment;

2. Retention of employees with permanent or probationary status on the
basis of job performance and behavior, including reasonable efforts of
temporary duration for correction of inadequate performance or
unacceptable behavior, and separation for cause;

3. Equal treatment of employees and applicants with regard only to
knowledge, skill, ability and willingness to perform the work;
4. Rates of pay based on the work assigned and performed; and,

5. Selection and retention of employees secure from political influences.
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3.18.020 Discrimination prohibited.

It is the policy of the City Munigcipality of Skagway not to discriminate in recruitment,
employment, compensation, promotion and all other conditions of employment on the basis of
race, color or national origin, religion or creed, sex, age, physical or mental handicaps, marital
status, changes in marital status, pregnancy or parenthood. The sify municipality shall not
discriminate against disabled appiicants or employees in employment actions, provided that the
person, with or without reasonable accommodation, can perform the essential functions of the
job. It is also the policy of the ety municipality not to discriminate on the basis of a person's
political opinions or affiliation. No employee shall aid, abet, compel, coerce or conspire to
discharge or cause another employee to resign because of illegal discriminatory factors.

3.18.030 Administration.

As established in Section 3.01.06895, the ¢ty borough manager shall have overall
authority and responsibility for personnel management for all ity municipal departments. In
reference to Section 3.01.08095(C)(7), the manager shall serve as personnel officer, unless the
couneil assembly authorizes the manager to appoint a personnel officer.

3.18.040 Personnel rules.
A The council assembly shall by resolution adopt such personnel rules as may be
necessary to carry out the purposes of this chapter and implement this personnel
management plan.

B. The personnel rules shall provide for:
1. Preparation, maintenance and administration of a position classification
plan;
2. Preparation, maintenance and administration of a compensation plan;
3 Use of employee recruitment, examination and selection methods that will

fairly test the knowledge, skill, ability and willingness of the person

examined to discharge the duties of the position or class for which

employment is sought;

Methods and types of appointments to city municipal service and

appropriate probationary periods;

Hours of work and sity municipal holidays;

Procedures for conducting performance evaluations;

The development of employee training programs;

A leave policy;

Procedures for resignation and veoluntary demotion;

0. Procedures for review of disputed personnel actions and resolution of

employee grievances and appeals;

11. Policies and procedures for reduction in work force;

12. Policies and procedures governing prohibited or restricted activities,
including but not limited to political activities, employment discrimination,
harassment, nepotism, drug and alcohol use and outside employment;

13. Procedures for compensation and reimbursements of employees; and

14. Other matters as may be necessary to carry out and enforce this chapter.

>

SOXND O

3.18.050 Exempt employees.

The personnel management plan applies to all employees of the municipal government
of the ity borough except for exempt employees. Exempt employees are employees whose
positions are filled by a person who serves at the pleasure of the eity—eounsit borough
assembly and whose term of employment is determined by the eity--couneil borough
assembly. Exempt positions are the ¢ity horough manager, ity borough clerk, city treasurer,
chief of police,_clinic_administrator and ity borough attorney. An exempt employee is
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covered by the provisions of the personnel management plan except as the employee's
employment contract provides otherwise. Provisions relating fo grievance, discipline and
evaluation procedures apply except that an exempt employee may be terminated without cause
at any time unless a term in writing of the employee’s contract of employment specifically
provides otherwise.

Chapter 3.20
RECORDS MANAGEMENT
Section:
3.20.010 Definitions.
3.20.020 Records management program.
3.20.030 Records management officer.
3.20.040 Current records management.
3.20.050 Records center and archive.
3.20.060 Records retention schedule.
3.20.070 Disposal of records and other materials.

3.20.080 Copies of records.
3.20.090 Custody and ownership of records.
3.20.100 Regulations.

3.20.010 Definitions.
A. As used in Chapter 3.20:

1. “Record” means any method of storing information, including but not
limited to spoken words, handwriting, typewriting, printing, photostatting,
photographing, electronic and any other form of communication or
reproduction, upon any medium, including but not [imited to paper,
magnetic or paper tape, photographic film or prints, magnetic or punched
cards, discs, drums and phonograph records, developed or received
under law or in connection with the transaction of business and preserved
or appropriate for preservation as evidence of the organization, function,
policies, decisions, procedures, operations or activiies of the eity
municipality or because of their informational value. “Records” do not
include:

a, Library and museum material developed or acquired and
preserved solely for reference, historical or exhibition purposes,
extra copies of documents preserved solely for convenience of
reference, or stocks of publications and processed documents;

b. Records disposable upon the occurrence of an event;
C. Reference files;
d. Transitory files.
2. “Records disposable on occurrence of an event” means records, which

become of no further use to the ety municipality upon the occurrence of
a certain event, such as completion of a job, audit, project, contract or the
like.

3. “Reference files” means copies of notes, feeder notes and similar working
papers accumulated in preparation of a communication, study or other
writing or record.

4. “Transitory files” means transmittal letters, suspense copies when a reply
has been received, routine requests for information and publications.

3.20.020 Records management program.
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There shall be a records management program in the Gity Borough Clerk’s Office. The
records management program shall provide for the orderly and efficient management, retention,
preservation and disposal of records in accordance with this chapter.

3.20.030

Records management officer.

The Gity borough Gclerk shall be the records management officer. The records
management officer shall administer the records management program and perform the duties
set forth in this chapter.

3.20.040

A.

3.20.050

A

3.20.060

A

Current records management.

The records management officer shall develop a records manual which will
identify proper records procedures for all municipal depariments. Each
department shall manage its records in accordance with the records manual.
It accordance with the records manual the records management officer shall;

1. Establish standards for record maintenance and security within
depariments;
2. Make continuing surveys of paperwork operations and implement

improvements in current records management practices, including the
use of space, equipment and supplies;

3. Initiate programs for improving the management of correspondence,
forms, reports and directives as integral parts of the records management
program;

4, Institute and maintain a training and information program in all phases of

the management of current records for all departments;

5. Establish standards for preparing records retention schedules;

6. Recommend and obtain from departments records retention schedules
conforming to this chapter and administer schedules approved under this
chapter;

7. Obtain from departments’ reports and other information necessary for the

administration of the recerds management program.

Records center and archive.

The records management officer shall establish and operate a records center for
the purposes of accepting, servicing, storing and protecting records which must
be preserved for varying periods of time but which are not needed for the
transaction of current business.

The records management officer shall establish and operate an archive for the
preservation, arrangement, repair, duplication, reproduction, description and
retrieval of records to be retained permanenily by the eity municipality.

In operating the records center and archive, the records management officer
shall:

1. Prepare inventories, indices, catalogs and other finding aids or guides to
facilitate the use of the records center and archive;
2. Accept documents that have been deemed appropriate for preservation

by the eily municipality as evidence of its organization, functions,
policies, decisions, procedures and transactions;
3. Establish and maintain a master retention schedule for all records.

Records retention schedule.

Each depariment shall prepare, in accordance with the_municipality’s records
management manual, a schedule stating for each type of record produced by the
depariment:
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1. The duration for which the department will retain the record for the
transaction of current business;
2. The duration after which the record will have no further legal,
administrative, fiscal or historical value, and may be destroyed.
B. Each department shall update its records retention schedule at reasonable
intervals.
C. The records management officer shall compile the submissions under "A” of this

section into a master retention schedule, which shall be submitted to the
manager for review.

D. All records shall be transferred to the records center in accordance with the
master retention schedule adopted under this section.

Disposal of records and other materials.

Yy ¥ atlla alaldatlia

may-be-destroyved-without-Gouncil-approval-

BA. Upon Geuneil assembly approval of a master retention schedule, departments
shall dispose of records in accordance with that schedule.

CB. A department may dispose of reference files, transitory files and records
disposable upon the occurrence of an event at the department’s discretion when
they no longer are required for the transaction of eity municipal business.

BC. Records of a confidential nature shall be disposed of by shredding or
incineration. All other records shall be disposed of in an appropriate manner.

3.20.080 Copies of records.

Records not otherwise required by law to be preserved in original form, and records that
are worn or damaged, may be copiesd by photostatic, photographic, microphotographic,
microfilm or other mechanical process which produces a clear, accurate and permanent copy.

-When such a copy is retained in accordance with this chapter, the original may be destroyed or
preserved for its historical value. The copy shall be considered as the original record for all
purposes.

3.20.090 Custody and ownership of records.

A All records are the property of the ity municipality unless otherwise provided
for by law.

B. At the end of his/her term of office or employment, a municipal official or
employee shall deliver all of the records in his/her possession to his/her
SUpEervisor or SUCCESSOor.

C. The records management officer may initiate actions to recover records
unlawfully removed from municipal possession.

3.20.100 Reguiations.
The records management officer may promulgate regulations to implement, interpret or
make specific the provisions of this chapter.

Section 5. Severability. If any provision of this ordinance or any application thereof to any
person or circumstance is held invalid, the remainder of this ordinance and the application to
other persons or circumstances shall not be affected thereby.

Section 6. Effective Date. This ordinance shall become effective immediately upon adoption.
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PASSED AND APPROVED by a duly constituted quorum of the Borough Assembly of the
Municipality of Skagway this 23™ day of June, 2011.

e~

Thomas D. 'Cochran, Mayor

ATTEST:

A

Emily A. Deach, Borougy Clerk

(SEAL)




