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RULES OF THE CIVIL SERVICE COMMISSION 
OF THE CITY OF AVON LAKE, OHIO 

 
 

PREAMBLE 
 
The following set of rules and regulations is prescribed and adopted under and by virtue of the 
authority conferred upon the Civil Service Commission of the City of Avon Lake, Ohio, by the 
Constitution of the State of Ohio, the Charter of the City of Avon Lake and by the Codified 
Ordinances of the City of Avon Lake.   These rules are not intended to supersede or supplant the 
terms of any collective bargaining agreements between the City of Avon Lake and its employees.  
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RULE 1 
ADMINISTRATION 

 
Section A. The Commission shall be composed of three members who possess the 

qualifications and who were selected or appointed in the manner provided by 
ordinance. 

 
  It shall be the duty of each member to attend all annual and regular monthly 

meetings of the Commission; to attend all special meetings if possible; and to 
devote as much of his time as may be necessary to the management of the 
business and affairs of the Commission. 

 
Section B. The Commission shall administer and enforce the Civil Service Ordinance of the 

City of Avon Lake and the rules and regulations prescribed by the Commission 
relative to the Civil Service of the City of Avon Lake; and shall perform such 
other duties and shall exercise such other authority and power as it may have or 
possess. 

 
Section C. The Commission shall meet on such dates as shall be fixed by the Commission, or 

as often as the duties of the office shall demand.  However, the Commission shall 
meet at least once during the month of January of each year.  The first meeting 
held during January of each year shall also be known as the annual meeting of the 
Commission. 

 
  The Chairman may on his own initiative, and shall, upon the request of the other 

two members of the Commission, call a special meeting of the Commission not 
earlier than two (2) days and not later than ten (10) days from the date of issuance 
of the notice of such meeting.  It shall be the duty of the chairman in thus issuing 
a call for a special meeting or use every reasonable effort to give the other 
members of the Commission notice thereof at the earliest possible time. 

 
  Two members of the Commission shall constitute a quorum at any annual, 

monthly or special meeting for the Commission; and the affirmative vote of at 
least two members shall be required to adopt any motion or resolution. 

 
  At each annual meeting, the Commission shall elect one of its members to act as 

Chairman and one member to act as Vice-Chairman and appoint one member to 
act as Secretary for the ensuing year.  It shall be the duty of the Chairman to 
preside at all meetings of the Commission.  In his absence, the Vice-Chairman 
shall act on all matters in his stead.  The Chairman shall sign, together with other 
members of the Commission, the minutes of all meetings at which he presides, 
and sign all warrants or orders for the payment. 

 
     
   



5 
 

  of money from the accounts and funds of the Commission.  The Chairman may 
authorize the expenditure of petty cash for office supplies or other expenses of the 
Commission, as established by Avon Lake City Council.   

 
  Unless otherwise determined by the Commission, the order of business and 

proceedings at all meetings of the Commission shall be governed by Robert’s 
Rules of Order. 

 
Section D. The Secretary for the Commission shall attend all of the meetings of the 

Commission and keep the minutes thereof; shall accurately and properly keep all 
the books and records of the Commission; shall keep all files in proper order; 
shall prepare and deliver, or cause to be delivered, notices and other 
communications ordered by the Commission; shall in conjunction with other 
members of the Commission promptly furnish the appointing officers with 
eligibility lists; shall handle such correspondence as the Commission may receive; 
shall, in conjunction with the Chairman sign all warrants or orders for the 
payment of money on behalf of the Commission, and shall perform such other 
services as are generally performed by a Secretary of such a Board or 
Commission.  As may be required by the Commission, the Secretary shall further 
prepare and file with the State Civil Service Commission, or other proper 
authorities, such reports as may be necessary or demanded by such authorities.  
The Secretary may delegate some or all of these duties to a person so authorized 
by the Commission. 

 
Section E. The Director of Finance of the City of Avon Lake shall be the official custodian 

of any money appropriated for use of, or otherwise coming into the possession of 
the Commission.  All orders for the payment of money from the accounts and 
funds of the Commission shall be upon written warrants drawn upon the Director 
of Finance and shall be signed by the Chairman.  If the Chairman is unavailable 
and it is a necessity that the warrants be immediately signed, the Vice Chairman 
or the Secretary of the Commission may sign the warrant. 

 
  The Commission shall submit an annual report to the Mayor.  This report shall be 

approved and signed by all members of the Commission and shall be submitted 
by the due date specified by the State Personnel Board of Review for the 
submission of the Annual Report.  The format of this report may be the same as 
that supplied by the Board of Review, Department of State Personnel of the State 
of Ohio.  In addition to this minimum information, this report is to include 
appropriate comments on all significant accomplishments and proceedings of the 
Commission. 

 
Section F. With the approval of the City Council and/or Mayor, the Commission may 

appoint legal counsel to advise the Commission, to review the Civil Service 
Rules, and to serve in any other capacity determined to be appropriate by the 
Commission.  Legal counsel may further be authorized by the Commission to 
direct investigations as described in Section G of this Rule.  
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Section G. Upon appropriation of the necessary funds by the City Council, the Commission 
may direct legal counsel or another authorized person to investigate any matter 
which the Commission has the authority to hear or investigate.  The Commission 
may subpoena and require the attendance and testimony of witnesses, the 
production of books, papers, public records and other documents or evidence 
pertinent to an investigation.  Enforcement of such subpoenas and payment of 
fees or mileage shall be as provided by the Ohio Revised Code.   

 
   

RULE 2 
DEFINITIONS 

 
Section A. The term “Civil Service” includes all offices and positions of trust or employment 

in the service of the City of Avon Lake. 
 
Section B. The term “Unclassified Service” shall comprise those positions classified as 

exempt positions in Section 160.5, Ordinance No. 8-62 adopted by the Council of 
the City of Avon Lake on January 8, 1962, presently codified as Chapter 278.05 
which is herein called the Civil Service Ordinance. 

 
Section C. The term “Classified Service” shall be comprised of all persons in the employ of 

the City of Avon Lake who are not specifically included in the Unclassified 
Service. 

 
  The Classified Service shall be divided into the “Competitive Class” and the 

“Unskilled Labor Class” as follows:  
 

1. The “Competitive Class” shall consist of all positions and employments             
now existing or hereafter created in the City of Avon Lake for which it is             
practicable to determine the merit and fitness of applicants by competitive              
examinations for either original appointments or promotions. 
 

2. The “Unskilled Labor Class” shall consist of all positions and employment 
not included in the Competitive Class. 

 
Section D. The term “Appointing Authority” signifies the Mayor, Council, Department 

Heads and/or Board of Municipal Utilities, as appropriate.   
                         
Section E. The term “Class” or “Classification” shall be deemed to refer to any two or more 

positions, which are sufficiently similar in respect to duties, responsibilities, and 
qualification requirements to be designated by the same descriptive title and 
equitably compensated within the same salary scale. 

 
Section F. The term “Probationary Period” shall mean the initial term for which a person is 

given either an original appointment or promotional appointment.  Subject to any 
different time period established by any applicable collective bargaining 
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agreement in effect, the Probationary Period shall commence on the date of such 
appointment and shall terminate: 

 
  1. In the case of an original appointment to the Police or Fire Departments,  

one (1) year after the person is first placed on solo patrol or solo 
assignment. 
 

2. In all other cases, one (1) year after the date of the original or promotional  
appointment. 

 
Section G. The term “Permanent Position” signifies any position in the Civil Service to 

which a person has been regularly appointed after having served the Probationary 
Period.  Such a position normally involves continuous year-round service or is 
that of a seasonal employee returning to the Service in successive years. 

 
Section H.  The term “Temporary Position” signifies any position which is filled pursuant to  
  Rule 13, Section H, and is not to exceed 120 days.   
 
Section I. The term “Seasonal Position” signifies any position in the Classified Service, 

which requires the services of an incumbent only during certain parts of each 
year, such a position being intermittent or broken in its nature. 

 
Section J. The term “New Position” means a position created through the authorized 

addition to an organized unit of a position not previously existent.  The Civil 
Service Commission shall place the new position in the classification plan. 

 
Section K. The term “Eligibility list” signifies a list of names or persons who have been 

found qualified, through a suitable test, for employment in positions of a specified 
class, arranged in the order of merit. 

 
Section L. The terms “Promotion” or “Advancement” signify a transfer made in accordance 

with the Civil Service Ordinance and the rules of the Commission from a lower 
class to a higher class, involving an increase in responsibilities, a change in 
classification title, or the application of a higher salary scale. 

 
Section M. Words Held to be Inclusive.  Masculine pronouns used in these Rules shall be 

construed to include the feminine pronoun, and the singular number shall be 
construed to include the plural number whenever the context shall require. 

 
Section N. Unless the context otherwise requires, references in these rules to employees or 

personal shall refer only to members of the Classified Service (i.e. nonexempt 
employees). 
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RULE 3 
OFFICIAL RECORDS 

 
Section A. On behalf of the Commission, the Secretary of the Commission shall keep a 

minute record of such official actions of the Commission as are required under the 
law or under the rules of the Commission, and including the following: 

 
1. Probationary appointments. 

 
2. Temporary promotions and assignments of employee to work other than  

that embraced by their classification. 
 
  3. Appeals from dismissal, demotion, and suspension. 
 
  4. Reinstatements of former competitive employees to their positions and  

replacements of names on and removals of names from eligibility lists. 
 
  5. Changes in the classification of individual employees. 
 
  6. Approval of, or changes in examination schedules. 
 
  7. Appointments of special examiners. 
 
  8. Transfers from one department to another. 
 
  9. Exemptions from competitive examination in the case of special or  
   exceptional appointments. 
 
Section B. On behalf of the Commission, the Secretary shall maintain an official roster 

showing the names and titles of all employees in the classified service. 
 
Section C. The Secretary of the Civil Service Commission shall oversee the maintenance of 

the official classification, of efficiency records, files of examination papers, 
correspondence, and other data.  The examination papers and applications shall be 
retained according to the Schedule of Records Retention and Disposition of the 
City of Avon Lake Civil Service Commission. 

 
 

RULE 4 
CLASSIFICATION 

 
Section A. Classification Plan.  The job classification plan described in Section 258.04 of the 

Codified Ordinance shall constitute the official classification plan for all positions 
in the service of the City of Avon Lake.  No person shall be employed or 
regularly assigned to work under any title not appropriate to the duties to be 
performed. 
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Section B. Class Specifications.  The Commission Secretary shall maintain in his office a 
record showing for each class established: the class title, the duties performed and 
the responsibilities involved in each class, and the minimum qualifications to be 
required of future applicants seeking appointment. 

 
Section C. Specifications Interpreted.  In interpreting the specifications of classes of 

positions in the classification plan, the following shall apply: 
 

1. The specifications are descriptive and explanatory and are not restrictive.   
The use of a particular expression or illustration as to duties, 
qualifications, or other attributes shall not be held to exclude others not 
mentioned, if such others are similar as to kind or quality. 

 
2. The “Duties Statement” is not intended to prescribe what the specific  

duties of a given position shall be; nor to limit the power of appointing 
authorities to modify or alter the detailed tasks involved in the duties of 
any position. 

 
3. Although they may not be mentioned in the specifications, certain  

qualifications which should properly apply to practically all positions – 
such as citizenship, residence, suitable age, honesty, sobriety, and industry 
– are taken for granted. 

 
4. The Commission may prescribe minimum age requirements for applicants  

for appointment to particular classes of positions after conference with the 
department heads concerned. 

 
Section D. Classification of New Positions.  Whenever a new classified position is 

established or the duties of existing positions are so changed that in effect the old 
position as described by the class specifications no longer exists, but in its place 
there is created a new position of a different class, the appointing authority shall 
report such fact to the Civil Service Commission and transmit a comprehensive 
statement of the circumstances and a description of the duties.  The Commission 
shall thereupon investigate the actual or suggested duties and qualification 
requirements and classify or reclassify the position by allocating it to its 
appropriate class in accordance with the classification plan 

 
Section E. Amendment of Classification Plan.  The Commission, as it may from time to 

time, deem necessary and after authorization by the appointing authorities 
involved, may establish new classes, abolish, merge, or divide existing classes 
and amend the class specifications to meet changing conditions. 
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RULE 5 
NOTICE OF EXAMINATIONS 

 
Section A. Entrance Examinations.  Notice of competitive entrance examinations (open to 

persons employed in the Civil Service and to those who have not been employed) 
to be held shall be given not less than two (2) weeks prior to such examinations 
by advertisement in a newspaper of general circulation in the vicinity of, or in the 
City of Avon Lake, and by such additional media, if any, as the Civil Service 
Commission may deem suitable for the purpose of bringing attention to the matter 
in question, such as by bulletin board posting or electronic media.  This 
requirement may be waived by the Civil Service Commission in the case of 
special examinations for positions in connection with which there is substantial 
difficulty in obtaining qualified applicants and for which non-assembled 
examinations are found to be necessary. 

 
Section B. Promotional or Advancement Examinations.  Notice of competitive promotional 

or advancement examinations to be held shall be given by: (a) communication to 
the head of the department whose employees may be interested and (b)(i) the 
conspicuous posting of bulletins in the departments whose employees may be 
interested or (ii) individual communication to the employees eligible for such 
promotion or advancement.  See also Rule 17, Section 2. (Rule 17 deals with 
promotions for police and fire). 

 
Section C. Examination Fee.  A fee may be assessed for entrance examinations.  The fee 

shall be computed on a reasonable basis to compensate for the costs of 
advertisement, examination materials, special examiners and other related and 
incidental expenses incurred.  All fees collected under the provisions of this Rule 
shall be payable to the City of Avon Lake for deposit into the City Treasury. 

  (Ord. 87-88) 
 

 
RULE 6 

FILING APPLICATIONS 
 
Section A. Citizenship and Residence.  All applicants shall be citizens of the United States.  

Six (6) months after completion of the probationary period, all employees of the 
classified service who are emergency responders shall reside within Lorain 
County or a county contiguous to Lorain County. 

 
Section B. Physical examination may be made of all applicants for positions in the Fire and 

Police Departments, both on original and promotional applications and for 
positions in any other department, if the prospective duties and betterment of the 
service, in the opinion of the heads of the Department and the Avon Lake Civil 
Service Commission, may demand. 
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Section C. Application.  In order to be eligible to take the examination for either an original 
or promotional position, each applicant must complete the application form 
supplied by the Commission in accordance with the instructions supplied 
therewith.  The completed form must be filed with the office of the Commission 
or other designated location not later than the date specified in the notice of 
examination, which date shall not be less than ten (10) days after the date notice 
of such examination was first given. 

 
  If a potential applicant intends to be out of town for an extended period of time, 

he may complete and file with the office of the Commission or other designated 
location a form supplied by the Commission that will constitute an absentee 
application for a promotional examination that is announced while such potential 
applicant is out of town.  An absentee application shall be valid for sixty (60) days 
after it is filed.  Nothing herein shall require the Commission to delay an 
examination to accommodate potential applicants who may be unavailable on the 
date the examination is to be given. 

 
Section D. Rejection of Application.  The Civil Service Commission may reject any 

application for cause, among which the following may be sufficient: 
 

1. That the applicant lacks any of the minimum qualifications set forth in the  
job description. 

 
2. That the applicant does not meet the minimum age requirements.  

 
3. That the applicant does not meet the physical requirements of the position  

to which he seeks appointment. 
 

4. That the applicant has intentionally made a false statement in his  
application with regard to any material fact. 

 
5. That the applicant was previously in the classified service in the same or  

any type of employment and was removed for cause or did not resign in 
good standing. 

 
6. That the applicant after notification did not promptly present himself at the  

time and place designated for the examination. 
 
  Upon rejection of any applicant, within seven (7) days of said rejection, any 

applicant shall have an opportunity to show cause why his application should not 
have been rejected. 

 
Section E. Except as otherwise provided in these rules, the qualification of a person to take 

either an examination for an entrance position or an examination for promotion 
shall be determined as of the deadline date for filing the application to take such 
examination with the Commission. 
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Section F. When an applicant shall have been certified by the Commission and appointed, 
his name shall be dropped from all eligibility lists. 

 
 

RULE 7 
CHARACTER OF EXAMINATIONS 

 
Section A. Examinations to Be Practical.  All examinations shall be practical in character, 

shall relate directly to those matters which will fairly test the relative capacity of 
the person examined to discharge the particular duties of the class of positions to 
which appointment is sought, and shall, when appropriate, include tests of 
physical qualifications, health, and manual skill. 

 
Section B. Content of Examinations.  The examination held to establish a list of eligibles for 

any class shall consist of one or more of the following parts: 
 

1. Written Tests.  This part when required shall include a written  
demonstration designed to show the familiarity of competitors with the 
knowledge involved in the class of positions to which they seek 
appointment, their general information of their general educational 
attainments.  A formal thesis upon one or more subjects may be required if 
advisable. 
 

2. Oral Tests.  This part, when required, shall include a personal interview  
with competitors for classes of positions where ability to deal with others, 
to meet the public, or other personal qualifications are relevant.  An oral 
test may also be used in examinations where a written test is unnecessary 
or impracticable. 

 
3. Performance Tests.  This part, when required, shall include such tests of  

performance or trade as will determine the ability and manual skill of 
competitors to perform the work involved. 

 
4. Physical Tests.  This part, when required, shall consist of tests of bodily  

condition, muscular strength, agility and physical fitness of competitors.  
This may be given a weight in examinations or may be used in excluding 
from further examination those applicants who do not satisfy the minimum 
standards. 

 
5. Mental Tests.  This part, when required, shall include any tests to  

determine intelligence, the general capacity for applicants to adjust their 
thinking to new problems and conditions of life, or to ascertain special 
character traits and aptitudes. 
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6. Training and Experience.  This part, when required, shall be obtained from  
the statements of education and experience contained in the application 
form or from such supplementary data as may be required.  The 
Commission may, in their discretion, investigate the truth of the 
competitors’ statements as to training and experience. 

 
 

RULE 8 
IDENTITY OF EXAMINEES CONCEALED 

 
Section A.  Except as specifically set forth in B below, the identity of all persons participating 

in a competitive examination shall be concealed from the examiner(s)s by use of 
an identification number, which shall be used on all examination papers and the 
candidate's application when they present themselves for examination. The 
identification number shall be used from the beginning of the examination until 
all papers have been rated. Any papers bearing the name of the applicant, or any 
other identification mark shall be rejected, and the candidate so notified of 
disqualification. 

 
Section B.  The identities of all candidates participating in a competitive examination by 

structured interview shall be concealed from all persons except the Commission 
and the examiner(s), who shall maintain the identities as confidential until the 
candidate’s examination has been rated. Should a candidate’s name be revealed 
prior to the examination being rated, the examination shall be disqualified, and the 
candidate so notified of disqualification. 

   
Section C. It shall be the responsibility of the examiner to immediately report any reason that 

may exist between a candidate and themselves for recusal and report such reasons 
to the Commission. The Commission shall promptly determine if recusal of the 
examiner is required and take any additional action deemed necessary.  

 
RULE 9 

RATING COMPETITORS 
 
Section A. Method of Rating.  Each part of the examination for any class, except in such 

cases as passing of a physical examination is required as a prerequisite, shall be 
separately graded and the proficiency of each competitor in each part rated.  A 
passing score on a written examination is seventy per cent (70%).    All other 
types of examinations shall be scored on a pass/fail basis. 

  
  The names of applicants passing each part of an examination shall be posted in 

the Commission’s office and entered on the appropriate eligibility list.  The grade 
of any applicant failing to qualify shall not be posted. 
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Section B. Additional Credit for Military Service 
 

1. Veteran Defined – A person who has served on active duty (Title 10 or Title 
32) in the United States Armed Forces for a period of not less than 180 days 
and was discharged or released from such duty under honorable conditions. 

 
a. Members still in service of the Reserves or National Guard that have 

served on active duty (Title 10 or Title 32) in the United States Armed 
Forces for a period of not less than 180 days may qualify for 
preference upon successful submission of proof of eligibility as 
defined in paragraph (4) of this section. 

 
2. Disabled Veteran Defined – A person who has been discharged or released 

from active duty (Title 10 or Title 32) in the United States Armed Forces 
under honorable conditions performed at any time, and who has established 
the present existence of a compensable service-connected disability of 30 
percent or more.1 

 
3. Under Honorable Conditions Defined – Character of service that is listed as 

“Honorable” or “Under Honorable Conditions” (General Discharge).  
 

a. For the purposes of this rule, individuals discharged under United 
States Armed Forces policies that are in conflict with hiring rules and 
practices in the civilian environment, shall be reviewed and given full 
consideration to have their release characterized as being under 
honorable conditions.2 

 
4. Proof of Eligibility 

 
Any veteran or disabled veteran who desires to be considered for preference under this rule 
shall be required to indicate such desire at time of application and not later than date of exam 
by submitting the required documentation.  Required documentation shall be any official 
documentation from a branch of the U.S. Armed Forces3 and/or the U.S. Department of 
Veterans Affairs4 that identifies: 

 
1 Veteran shall have been retired from active military service with a service-connected disability rating of 30% or 
more; OR have a rating by the Department of Veterans Affairs showing a compensable service-connected disability 
of 30% or more 
2 Such policies include, but are not limited to, those that would otherwise discriminate against legally protected 
populations. 
3 Official documentation from a branch of the Armed Forces shall include, but is not limited to, DD214 (Member 4 
Copy), Official Statements of Service Verification, Medical Discharge Documents, Official Statement, dated 1991 
or later certifying the veteran as having a compensable service-connected disability of 30% or more. 
4 Official documentation from the U.S. Department of Veterans Affairs shall be an official statement, dated 1991 or 
later, certifying the veteran as having a compensable service-connected disability of 30% or more. 
______________________________ 
Note: 
The veteran’s preference rule seeks to recognize the economic loss suffered by citizens who have served their 
country in uniform, restore veterans to a favorable competitive position for government employment, and 
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a. Branch of service 
b. Dates of service 
c. Total amount of active service 
d. Character of service (e.g., honorable, under honorable conditions, 

general) 
 

 (And as Applicable) 
 

e. The present existence of a compensable service-connected disability of 
30 percent or more  
 

5. Preference Points 
 

a. Five (5) points shall be added to the final passing score of each 
qualified Veteran who elected the preference on their examination. 

  
b. Ten (10) points shall be added to the final passing score of each 

qualified Disabled Veteran who elected the preference on their 
examination. 

 
6. Limitations 

 
a. Applicants seeking additional credit for military service must meet all 

minimum qualifications and other requirements for the position which 
they apply. 

 
b. No veteran’s preference points shall be awarded for promotional 

examinations. 
       
Section C. Seniority.  There shall be added to the final combined score of the passing written 

grade and assessment center of those applicants taking promotional examinations 
a credit for seniority, which shall be determined as follows: 

 
  One percentage point (1%) for each year of the first four (4) years of service and  
  six-tenths of one percentage point (.6 %) for each year of the next ten (10) years  
  of service.  Seniority credits shall be awarded for partial years of service for each 

full month of service less than one year on a pro rata basis. 
   
  Years of service shall be determined as of the date of the examination or, if the 

examination consists of more than one part, as of the date of the first part of the 
examination. (Amended 1/24/00)  Employees who have previously resigned their 

 
acknowledge the larger obligation owed to disabled veterans.  The intent is not to require placement of a veteran in 
every vacant government job.  Nor is it to relieve candidates of their requirement to meet all minimum qualifications 
and other requirements for the position which they apply.  Rather, it is to provide a uniform method by which 
special consideration is given to qualified veterans seeking employment with the City of Avon Lake 
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employment with the City of Avon Lake and become re-employed with the City 
are not entitled to seniority credits toward promotions based on their previous 
employment. 

 
 

RULE 10 
INSPECTION AND REVIEW OF PAPERS 

 
Section A. Examination by Applicants.  An applicant shall have the right to inspect his/her 

own graded test papers and submit in writing for the Commission’s consideration 
any objection or protest he/she may wish to make concerning the grades given 
him/her. 

 
  Such objection or protest must be delivered to the Commission in writing within 

ten (10) days after an applicant has been notified of his/her grade.  No grades 
given in any examination shall be changed after the posting of an eligibility list 
except as a result of the consideration of an objection or protest that has been 
timely submitted in writing by the applicant objecting, and a report thereon by the 
examining staff; provided however, that the Secretary may correct clerical errors 
of examiners or employees at any time before the expiration of such lists. 

 
Section B. Examination by Appointing Authority.  Any appointing authority or his/her 

authorized representative shall be privileged to examine the papers of the 
applicants, should this be desired in connection with determining the relative 
fitness of persons under consideration for appointment. 

 
 

RULE 11 
                   POSTPONEMENT AND CANCELLATION OF EXAMINATIONS 
 
Section A. Examinations to Be Held as Advertised.  Except as hereinafter set forth, all 

examinations shall be held upon the dates fixed by the Commission in its 
published notices. 

 
Section B. Postponement And Cancellations.  The Civil Service Commission shall have the 

right to postpone any examination because of inadequate number of applicants, 
because of the non-attendance of special examiners, or for other sufficient cause 
or to cancel any examination the holding of which becomes unnecessary because 
of a change in the personnel requirements of appointing officers.  All such 
postponements or cancellations shall be reported by the Commission with the 
reasons therefore, and an entry to this effect shall be made on the Commission’s 
minutes. 
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RULE 12 
ELIGIBILITY LISTS 
(Reference:  RC 143.19) 

 
Section A. Posting of Lists.  From the results of each examination, the commission shall 

prepare and keep open to the public inspection, an eligibility list of the persons 
passing the examination and who are otherwise eligible.  Such persons shall be 
ranked upon the eligibility list in the order of their relative grades without 
reference to priority of time of examination.  However, in the event that two or 
more applicants receive the same grade on an entrance examination, priority in 
time of filing the application with the Commission shall determine the order in 
which their names shall be placed on the eligibility list.  In the event that two or 
more applicants receive the same grade on a promotional examination, seniority 
shall determine the order in which their names shall be placed on the eligibility 
list.  Whenever it becomes necessary to hold a subsequent examination in order to 
obtain additional eligibles, the commission may consolidate existing lists for the 
same class by rearranging the eligible names therein according to their grades.  
All persons whose names appear on an existing list, which is to be merged with a 
new list, shall have an opportunity to compete in the second examination. 

 
Section B. Duration of Lists.  The term of eligibility of each list and of the names appearing 

thereon shall be fixed by the Commission at not less than one (1) year nor more 
than two (2) years from the date of certification of such list.  Any list that has 
been in effect for more than one (1) year after certification may be abolished by 
the Commission at any time if the Commission determines that such abolishment 
is in the public interest. 

 
Section C. Transfer to Lower Class.  The name of any eligible may at any time, upon his 

written request, be transferred to the eligibility list for a lower class requiring 
qualifications of the same general character.  He shall be ranked thereon 
according to his original grade. 

 
Section D. Removal From List.  The name of any person appearing on an eligibility list who 

fails to respond to a written notice from the Civil Service Commission, who 
declines an appointment without reasons satisfactory to the Civil Service 
Commission, or who cannot be located by postal authorities, shall be removed 
from the eligibility list.  The eligible shall be notified in writing of his removal 
from such list.  His name may be reinstated on the eligibility list only in case a 
thoroughly satisfactory explanation of the circumstances is provided to the 
Commission.  In case an eligible’s name appears on more than one list, 
appointment to a position in one class shall cause his name to be removed from 
other eligibility lists for classes the salary of which is equal or lower. 

 
Section E. Disqualification of Eligibles.  If at any time after the creation of an eligibility list, 

the Commission has reason to believe that any person whose name appears on any 
list is disqualified for appointment because of incapacity developed subsequent to 
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his examination, because of false statements made in his application, a bad work 
history or poor references or for any other reason, such person shall be notified 
and given an opportunity to be heard.  If such person shall fail to appear for his 
hearing, or upon his being heard, fail to satisfy the Commission, his name shall be 
removed from such eligibility list. 

 
Section F. Change of Address.  Each person on an eligibility list shall file with the 

Commission written notice of any change of address, and failure to do so may 
cause his name to be removed from the list. 

 
Section G. Revocation of List.  An eligibility list may be revoked and re-examination ordered 

only when in the judgment of the Commission such action is deemed advisable on 
account of errors, fraud or obviously inappropriate standards prescribed in 
connection with any examinations.  All competitors in the first examination shall, 
without further fee, be given an opportunity to compete and a new eligibility list 
shall be established.  No eligibility list shall be altered or revoked except upon 
written notice to all persons whose standing may be affected and upon an entry of 
the reasons for such alternation or revocation in the minutes of the Commission. 

 
 

RULE 13 
APPOINTMENTS IN THE COMPETITIVE SERVICE 

 
Section A. No person shall be employed or promoted in the Classified Service of the City of 

Avon Lake except in the manner provided by the Avon Lake Codified Ordinances 
and the Rules of the Commission. 

 
Section B. Except as provided in Sections 256.07 and 256.08 of the Avon Lake Codified 

Ordinances, appointments to all positions in the classified service that are not 
filled by promotions, transfer, or reduction, as provided by the Avon Lake 
Codified Ordinances and the Rules of the Commission, shall be made only from 
those persons whose names are certified to the appointing authority in accordance 
with the Civil Service Ordinances and the Rules of the Commission. 

 
Section C. The appointing authority of the department in which a position in the classified 

service is to be filled, shall notify the Commission of the need to fill the position.  
The Commission shall certify to the appointing officer of all departments the 
names and addresses of the five (5) candidates standing highest on the eligibility 
list for the class or grade to which said position belongs.   

 
Section D. A person certified from an eligibility list more than three (3) times to the same 

appointing authority for the same or similar positions, may be omitted from future 
certification to such officer, provided that certification for a temporary 
appointment shall not be counted as one of such certifications. 
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Section E. Upon receipt from the Commission of such list of persons certified for such 
position(s), the appointing authority shall forthwith fill such position(s) by 
appointment from the list of persons certified to him and shall forthwith report to 
the Commission the name of each appointee, the title of his position, the starting 
date, the salary or compensation thereof, and such other information as the 
Commission requires in order to keep its roster. 

 
Section F. The person or persons on the eligible lists who receive appointments shall be 

furnished with a certificate of appointment and a copy of same shall be placed on 
file with the Civil Service Commission.  This copy shall also show dates and 
amount of bond furnished, if any. 

 
Section G. All original and promotional appointments shall be for a probationary period of 
                        one (1) year, and no appointment or promotion shall be deemed finally made until  
                        the appointee has satisfactorily served his probationary period.   
 
  In the case of an original appointment to the Police and Fire Department, the  
                        probationary period shall be for one (1) year after the person is first placed on  
                        solo patrol or solo assignment. 
 
  Probationary employees may be removed at any time prior to the expiration of the 

probationary period by the appointing authority. 
 
Section H. Temporary Appointments.  Whenever there are urgent reasons for filling a 

vacancy in any position in the classified service, and the Commission is unable to 
certify to the appointing authority, upon request by the latter, a list of persons 
eligible for appointment after a competitive examination, the appointing officer 
may nominate a person to the Commission for non-competitive examination, who 
may be appointed temporarily to fill such vacancy until a selection and 
appointment can be made after competitive examinations; but such temporary  
appointment shall continue in force only until a regular appointment can be made 
from eligibility lists prepared by the Commission, and such eligibility lists shall 
be prepared within 120 days thereafter.   

 
Section I. Noncompetitive Exams  In case of vacancy in a position in the classified service 

where peculiar and exceptional qualifications of a scientific, managerial, 
professional, or educational character are required, and upon satisfactory evidence 
that for specified reasons competition in such special cases is impracticable and 
that the position can best be filled by a selection of some designated person of 
high and recognized attainments in such qualities, the Commission may suspend 
the provisions of the Civil Service Ordinance and its Rules requiring competition 
in such case, but no suspension shall be general in its application, and all such 
cases of suspension shall be reported in the annual report of the Commission with 
the reasons for the same.  The candidate(s) for such positions shall be presented to 
the Commission by the appropriate appointing authority.  An employee placed in 
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a position pursuant to this Section shall serve the same probationary period as is 
required for the position.   

     
Section J. Transfer and Reinstatements.  With the consent of the Commission, a person 

holding an office or position in the classified service may be transferred to a 
similar position in another office, department or institution having the same pay 
and similar duties.  However, no transfer shall be made from an office or position 
in one class to an office or position in another class, nor shall a person be 
transferred to an office or position for original entrance to which there is required 
by the Avon Lake Codified Ordinances or the Rules of the Commission an 
examination involving essential tests or qualifications or carry a salary different 
from or higher than those required for original entrance to an office or position 
held by such person. 

 
  Any person holding an office or position under the classified service who has 

been separated from the service without delinquency or misconduct on his part 
may, with the consent of the Commission, be reinstated within one (1) year from 
the date of such separation to a vacancy in the same or similar office or position in 
the same department; and whenever any permanent office or position in the 
classified service is abolished or made unnecessary, the person holding such 
office or position shall be placed by the Commission at the head of an appropriate 
eligibility list, and for a period not to exceed one (1) year, shall be certified to an 
appointing officer as in the case of original appointments. 

 
Section K. No employment shall be given in the classified service of the City of Avon Lake 

except in the manner provided by the Avon Lake Codified Ordinances and the 
Rules of the Commission. 

 
 

RULE 14 
APPLICATION FOR POSITIONS IN THE POLICE DEPARTMENT 

 
Section A.   Original Appointment 

1. No position above the rank of police officer in the police department shall be filled 
by original appointment. 

 
2. There shall be two methods for the original appointment of a police officer into the 

Classified Civil Service of the City of Avon Lake, Entry Level and Lateral Entry. 
Both methods shall require a Civil Service Examination and placement on Certified 
Eligibility List. 

 
Section B.    Age Requirement 

3. No person shall be eligible to receive an original appointment as a police officer 
unless the person has reached the age of twenty-one (21) years. No person shall be 
eligible to receive an original appointment as a police officer on and after the 
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person's forty-first (41) birthday. 

4. Any person forty-one (41) years of age or more may be permitted to claim credit for 
full-time law enforcement service. Any person who desires to request this credit 
shall provide documentation or their credited full-time law enforcement service 
from a recognized Local, State of Federal Public Pension System at time of 
application and not later than the day of Civil Service examination. Upon receipt 
and verification, the person shall be eligible to have up to ten (10) years of their 
total full-time law enforcement service deducted from their current age. If the total 
number of years credited, when subtracted from their current age, equals less than 
forty-one (41) on the date of appointment, they shall be eligible for original 
appointment as a police officer. 

Section C.    Certified Eligibility List 

5. A separate Certified Eligibility List shall be created for both Entry Level and Lateral 
Entry and run concurrent to each other. 

 
6. Appointments shall be made from the certified eligibility lists following a two (2) 

for one (1) appointment cycle. Meaning, upon two (2) candidates being 
successfully appointed from the Entry Level list, the Appointing Authority may 
elect to appoint one (1) candidate from the Lateral Entry list. 

a. Upon a successful Lateral Entry appointment, upon the Appointing Authority 
choosing not to appoint from the Lateral Entry list or upon certification of a new 
Entry Level list, the two (2) for one (1) appointment cycle shall reset and start 
over. 

Section D.     Qualifications 

7. All candidates seeking original appointment shall conform to the to the minimum 
qualifications set forth by the Rules of Regulations of the City of Avon Lake Civil 
Service Commission and minimally submit to the following: 
• Civil Service Examination 

o Lateral Entry candidates shall be administered an oral examination in 
the form of a scored panel interview; 

• Fitness for Duty - Physical Agility Exam; 
• Oral Interviews; 
• Background Investigation; 
• Polygraph or Voice Stress Analysis Exam; 
• Psychological Exam; 
• Medical Exam; and 
• Drug Screening 

8. All candidates seeking appointment shall possess and provide proof of: 
• A high school diploma or high school equivalency credential; 
• A valid Ohio Driver License; and 
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• U.S. Citizenship. 

9. All Candidates seeking original appointment via Lateral Entry shall additionally 
conform to the following: 
• Be currently or previously employed for not less than two (2) years as full- 

time peace officer; 
• Except for documented authorized leaves of absence, not have more than a 

twelve (12) month break in service from their current or previous 
employment as a peace officer; and 

• Possess a valid Ohio Police Officer Training Academy (OPOTA) 
certification that is not currently under investigation or been subjected to 
negative action or suspension. 

Section E.         Compensation 

10. Candidates appointed as a police officer through these procedures who possess at 
least two (2) years, but not more than five (5) years of verifiable full-time law 
enforcement experience shall be hired as a Police Officer Step III. 

 
11. Candidates appointed as a police officer through these procedures who possess 

more than five (5) years of verifiable full-time law enforcement experience shall 
be hired as a Police Officer Step IV. 

Section F.         Probationary Period 

12. All original appointments as a police officer for those who are fully certified for 
the position, including appointments made pursuant to section 124.30 of the 
Revised Code, shall be probationary appointments serving a probationary period 
of not less 15 months. 

 
13. All original appointments as a police officer for those who are not fully certified 

for the position, including appointments made pursuant to section 124.30 of the 
Revised Code, shall be probationary appointments serving a probationary period 
of not less than the time required to successfully obtain the certifications required 
for the position, plus 15 months. 

 
14. No appointment shall become permanent until the appointee has satisfactorily 

served the probationary period. If the service of the probationary employee is 
deemed unsatisfactory, the employee may be removed at any time during the 
probationary period. 

 
15. If the appointing authority decides to remove a probationary employee in the 

service of the City, the appointing authority shall communicate the removal to the 
Civil Service Commission. 

 
Section G. Additional Credit for Military Service.  Refer to Rule 9 Section B. 
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RULE 15 
APPLICATIONS FOR POSITIONS IN THE FIRE DEPARTMENT 

 
Section A. In addition to the general requirements specified in these regulations: 
 

1. No person shall be eligible to take the examination for an original 
appointment as a firefighter/paramedic unless he/she has attained the age of 
twenty-one (21) years. 

 
2. A candidate must possess both a valid Ohio Paramedic certificate and a valid 

Ohio Level II firefighter certificate. 
 

Section B. In order to be eligible for the position of firefighter/paramedic, an applicant must 
be certified by the physical examiner to the satisfaction of the Civil Service 
Commission as being physically qualified for the duties of the department.  The 
report of such physical examination shall be made by the physical examiner upon 
the form prepared by the Civil Service Commission.  If the results of said physical 
examination or preliminary tests of any nature are not satisfactory to the 
Commission, the applicant shall not be eligible for the position of 
firefighter/paramedic.  

 
Section C. Additional Credit for Military Service.  Refer to Rule 9 Section B. 
 
Section D. Firefighters/Paramedics shall be prepared for duty and subject to call at all times 

and otherwise be subject to the rules and regulations of the Department. 
 
Section E. Except as otherwise determined by the Commission and excepting the 

requirements set forth in Section 15(B), candidates for the position of 
Firefighter/Paramedic must satisfy all job qualifications and requirements for an 
original appointment, and must submit to the Clerk of the Commission all 
required documentation demonstrating that the candidate meets the qualifications 
and requirements, not later than fourteen (14) days after the deadline for 
submission of applications for the posted position.  

 
 

RULE 16 
PROMOTIONS GENERALLY 

 
 Vacancies in positions in classified service, other than entrance level positions, shall be filled 

insofar as practicable by promotions; provided that, in the judgment of the Commission and the 
appointing authority, it shall be in the best interest of the service to fill such particular vacancy 
by promotion.  Promotions in the classified service shall be made on the basis of merit, to be 
ascertained as far as practicable by promotional examinations and by seniority in service.  All 
examinations for promotions shall be competitive unless there is only one (1) candidate 
possessing the minimum qualifications, in which case such candidate may, with the approval of 
the Commission, be given a non-competitive examination.  Rating of competitors shall be in 
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accordance with the applicable section of Rule 9.  In all cases where vacancies are to be filled by 
promotion, the Commission shall certify to the appointing authority only the name of the person 
having the highest rating.  The method of examination for promotions, the manner of giving 
notice thereof, and the rules governing the same, shall be in general the same as those provided 
for original examination. 
 
In the event of promotional examinations, no additional credit shall be allowed for certificates,  
additional training, college credits or military service completed. 
 
 

RULE 17 
PROMOTIONS FOR POLICE AND FIRE 

 
Section A.   Qualifications for promotional examinations shall incorporate any  applicable job  
  descriptions set forth in the City of Avon Lake Codified Ordinances.  Competitive 
  promotional examination in the police and fire departments shall consist of a  
  written examination and an assessment center examination.  An assessment center 
  examination shall consist of a variety of testing techniques designed to allow  
  candidates to demonstrate, under standardized conditions, the skills and abilities  
  that are most essential for success in a given job.  A promotional candidate for  
  first line supervisor or mid-management supervisor shall be eligible to take the  
  assessment center examination only if he/she has first passed the written   
  examination.  The scores required to pass the written examination and assessment  
  center shall be set forth below. 
 
Section B. Notice of the examination and the source materials shall be published for at     
                      least thirty (30) days prior to the date of the examination.  
 
Section C.     Except as provided in Section J of this Rule, no person who has not had at least  
                      three (3) years of continuous service as a Patrolman in the Police Department of 

the City of Avon Lake shall be eligible to take an examination for promotion to 
the position of Sergeant. 

 
Section D. Except as provided in Section J of this Rule, no person who has not had at least 

one (1) year of continuous service as a Sergeant in the Police Department of the 
City of Avon Lake shall be eligible to take an examination for promotion to the 
position of Lieutenant. 

 
Section E. Except as provided in Section J of this Rule, no person who has not had at least 

one (1) year of continuous service as a Lieutenant in the Police Department of the 
City of Avon Lake shall be eligible to take an examination for promotion to the 
position of Chief. 

 
Section F. Except as provided in Section J of this Rule, no person who has not had at least 

three (3) years of continuous service as a Firefighter/Paramedic in the Fire 
Department of the City of Avon Lake shall be eligible to take an examination for 
promotion to the position of Lieutenant. 
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Section G. Except as provided in Section J of this Rule, no person who has not had at least 

one (1) year of continuous service as a Lieutenant in the Fire Department of the 
City of Avon Lake shall be eligible to take an examination for promotion to the 
position of Captain. 

 
Section H. Except as provided in Section J of this Rule, no person who has not had at least 

one (1) year of continuous service as a Captain in the Fire Department of the City 
of Avon Lake shall be eligible to take an examination for promotion to the 
position of Assistant Chief. 

 
Section I. Except as provided in Section J of this Rule, no person who has not had at least 

one (1) year of continuous service as an Assistant Chief in the Fire Department of 
the City of Avon Lake shall be eligible to take an examination for promotion to 
the position of Chief. 

 
Section J.  If there are not two qualified candidates holding a position in the rank 

immediately below the rank of the position to be filled, who are willing to take an 
examination for promotion, the Commission may allow partially qualified 
candidates holding positions in the next lower rank to take the examination for 
promotion.   For purposes of this Rule “partially qualified candidates” means a 
person who possesses the minimum qualifications  necessary to take a 
promotional exam other than the qualifications of time spent in the lower rank, as 
set forth in Section C, D, E, F, G, H, and I above.  

 
Section K.  If there are not at least two qualified or partially qualified candidates willing to 

take an examination for promotion, candidates not currently employed by the 
Avon Lake Police Department or Avon Lake Fire Department may be eligible to 
take the promotional examination.   

 
Section L. Seniority.  There shall be added to the final combined score of the passing written 

grade and assessment center of those applicants taking promotional examinations 
a credit for seniority, which shall be determined as follows: 

 
  One percentage point (1%) for each year of the first four (4) years of service and  
  six-tenths of one percentage point (.6 %) for each year of the next ten (10) years  
  of service.  Seniority credits shall be awarded for partial years of service for each  
                        full month of service less than one year on a pro rata basis. 
 
  Years of service shall be determined as of the date of the examination or, if the 

examination consists of more than one part, as of the date of the first part of the 
examination. (Amended 1/24/00)  Employees who have previously resigned their 
employment with the City of Avon Lake and become re-employed with the City 
are not entitled to seniority credits toward promotions based on their previous 
employment. 
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Section M.  Prior to the assessment center examination, a letter informing the candidates of 
the scores of their written examination shall be sent to every candidate.  Such 
letter shall also contain the date, time and place that candidates may inspect their 
papers.  The Commission shall attempt to make the papers available for 
inspection at least three (3) days prior to the assessment center. 

 
Section N.     Promotional candidates for Police Chief and Fire Chief must pass the written test 

with a score of seventy percent (70%) or better.  The qualifying promotional 
candidates will be eligible to take the assessment center examination.  The final 
score of the promotional examination for Police Chief and Fire Chief, shall only 
consist of the score of the assessment center examination. 

 
Section O.      The following procedures shall be followed during the assessment center  
                        portion of the promotional examination.  Additional procedures may be added  
                        by the Commission. 
  

1. A copy of written procedures shall be given to all promotional applicants. 
 

2. If an assessor would be unable to evaluate a candidate without bias, he/she 
shall disqualify himself/herself from the assessment center process. 

 
3. A promotional candidate shall not write his/her name on any document or 

reveal his/her name to an assessor.  Violation of this rule shall disqualify the 
candidate from that portion of the assessment process.  The candidate shall 
receive a zero (0) score on that portion of the assessment process. 

 
4. The assessors shall follow the procedures of the agency conducting the 

assessment process. 
 

5. The following weighing scale shall be in effect:  
 
   Fire Lieutenant, Police Sergeant or other First Line Supervisor:  
                                    50 percent written test 
                                    50 percent assessment process 
 
   Police Lieutenant, Fire Captain or other Mid-Management Supervisor: 
   30 percent written test 
                                    70 percent assessment process 
 
   Assistant Fire Chief: 
   20 percent written test 
   80 percent assessment process 
 

In the event of a tie score in the assessment, the highest total score on the 
written test shall be the tie breaker. 
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RULE 18 
PROBATIONARY REJECTION 

 
Section A. No original or promotional appointment shall be considered final until the 

employee has successfully completed the applicable probationary period.  The 
purpose of the probationary period is to assess the suitability, performance and 
qualifications of the employee.  

 
Section B. If the service of the probationary employee is unsatisfactory he/she may be 

removed or reduced at any time by the appointing authority.  
 
Section C. If, in the case of a promotional appointment, the appointee is found to be 

inefficient, incapable, or otherwise unsatisfactory, and is removed there from 
prior to the expiration of his probationary period, he shall have the right to either 
resume the position from which he was promoted if it is not occupied by a 
permanent employee, or have his name placed at the head of an appropriate 
eligibility list for the lower class. 

 
 

RULE 19 
REDUCTIONS, LAY-OFFS AND SUSPENSIONS 

 
Section A. No person shall be reduced in pay or position, laid off, suspended, discharged or 

otherwise discriminated against by an appointing authority for religious, political, 
or racial reasons or affiliations.  In all cases of reduction, lay-off, or suspension of 
an employee, whether appointed for a definite term or otherwise, the appointing 
authority shall furnish such employee with a copy of the order of lay-off, 
reduction or suspension, and his reasons for the same and give such employee a 
reasonable time in which to make and file an explanation.  Such order, together 
with the explanation, if any, of the employee, shall be filed with the Commission.  
An appointing authority shall have the right to suspend an employee without pay 
for a reasonable period, not to exceed thirty (30) days.  Orders of suspension for 
three (3) days or less shall not be permitted to be appealed to the Commission.   

 
Section B. Temporary Appointees.  The youngest temporary appointee in point of service, if 

any, shall be laid off first in the event of lack of work or lack of funds from the 
department where it is determined that a lack of work exists or from the 
department which lack of funds can most cost effectively be made up. 

 
Section C. Establishment of “Lay-off” Lists.  Persons holding permanent positions in the 

classified service which have been abolished or made unnecessary shall be laid 
off by seniority and reinstated by seniority. 

 
Section D. Lay-offs from the Police and Fire Departments made because of a decrease in the 

size thereof, and reinstatements in either of said two departments made after 
positions have been re-established, shall be made as follows: 
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  Whenever it becomes necessary in a police or fire department, through lack of 
work or funds or for causes other than those described in Section 256.14 of the 
Avon Lake Codified Ordinances, to reduce the force in such department, the 
youngest employee in point of service shall be first laid off.  Should a position in 
the police or fire department once abolished or made unnecessary be found 
necessary to be recreated or re-established within three (3) years from the date of 
abolishment, or should a vacancy occur through death, resignation, or through any 
cause within three (3) years from the date of the abolishment of the position or 
lay-off, the oldest employee in point of service of those laid off shall be entitled to 
resume such position providing he was at the date of his separation a regular and 
permanent employee.  If any employee laid off as herein prescribed enters into the 
active duty of the armed service of the United States, the period such employee 
serves therein shall not be considered in the determination of the three (3) years 
herein stipulated as a maximum time within which reinstatements shall be made; 
such three (3) year period shall be computed exclusive of the time the employee 
spent in the armed services.  When a position above the rank of regular fireman in 
the fire department is abolished and the incumbent has been permanently 
appointed in accordance with the provisions of these rules, he shall be demoted to 
the next lower rank and the youngest officer in point of service in the next lower 
rank shall be demoted, and so on down the line until the youngest person in point 
of service has been reached, who shall be laid off. 

 
Section E. The person or persons on the eligibility lists who receive appointments shall be 

furnished with a certificate of appointment and a copy of same shall be placed on 
file with the Civil Service Commission.  This copy shall also show dates and 
amount of bond furnished, if any. 

 
RULE 20 

REMOVALS AND APPEALS 
 
Section A. The tenure of every officer, employee, or subordinate in the classified service of 

the City of Avon Lake, shall be as set forth in Chapter 256 of the Codified 
Ordinances and any amendments thereto.   

 
Section B. Upon appeal to the Commission, as provided by Section 256.13 of the Civil 

Service Ordinance, the Commission shall hear and consider all competent, 
relevant, and material evidence tending to substantiate or prove the grounds 
mentioned in the order of removal, demotion or suspension of more than three (3) 
days or tending to prove that such charge is untrue.  The appointing authority 
shall first present his evidence in support of the charges.  The appellant shall then 
produce the evidence of his defense.  The appointing authority may then offer 
evidence to rebut the evidence of the appellant.  The admission and exclusion of 
evidence shall be governed by the rules applied in the Courts of Common Pleas of 
the State of Ohio. The Commission shall have the right to subpoena and require 
the attendance of witnesses and the production of pertinent documents, and to 
administer oaths.  Unless there is some special reason why he ought not to act as 
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such, the Law Director shall be the attorney for the appointing authority in the 
trial of his charges.  The appellant shall have the right to be represented by an 
attorney at law. 

 
  If the appellant shall fail to appear at the time fixed for the hearing, the 

Commission shall proceed and hear the evidence of the appointing authority in 
support of such charge, and shall render judgment thereon.  If the appointing 
authority shall fail to offer any evidence in support of the charge, the Commission 
may render judgment in favor of the appellant as upon default or may hear 
evidence offered by the appellant, and shall then render judgment thereon. 

 
  In the event that a judgment is rendered upon default, or at the conclusion of a 

hearing where one of the parties failed to produce any evidence, the Commission 
shall forthwith notify the unsuccessful party of its decision. 

 
Section C. All appeals to the Commission must be made within ten (10) days of the date of 

the order being complained of.  
 
Section D. In the event that a discharged employee shall have appealed to the Commission, 

but prior to the hearing, shall have indicated his willingness to voluntarily resign, 
and the appointing authority is willing to withdraw the order of removal, and to 
accept such resignation, and the Commission believes that it would be for the best 
interests of all concerned to allow the appellant to resign, it may either permit the 
appellant to dismiss his appeal and the appointing authority to recall the order of 
dismissal, or it may, without further hearing, render judgment in favor of the 
appellant. 

 
Section E. Compensation When Appeal Is Sustained.  Whenever the dismissal or suspension 

of an employee is disapproved by the Commission and a reinstatement ordered, 
the employee may, as determined by the Commission, receive the pay he lost 
because of such dismissal or suspension. 

 
Section F. Disqualification for Re-appointment.  Any employee who is dismissed for 

misconduct or delinquency or who resigns while not in good standing shall be 
disqualified from taking any Civil Service examinations for at least two (2) years 
thereafter. 

 
 

RULE 21 
LEAVE OF ABSENCE 

 
Section A. One-year Restriction.  With notification to the Civil Service Commission, an 

appointing officer may grant a leave of absence, without compensation, for a 
definite or an indefinite time period of not to exceed one (1) year.  Such absences 
may be granted for good cause among which the following shall be deemed 
proper:  military service, temporary physical disability, or study or training of 
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value in connection with the municipal service.  All leaves of absence shall be 
promptly referred to the Commission in order that the Civil Service status of such 
absentees may be protected.  The City of Avon Lake will comply with FMLA 
(Family Medical Leave Act), USERRA (Uniformed Services Employment and 
Reemployment Rights Act), and any other applicable federal or state laws 
regarding leave of absence for military service. 

 
Section B. Reinstatement Upon Return.  An employee returning after a leave of absence 

without pay shall be reinstated in his former position; provided however, that the 
appointing officer during such absence has not found it necessary to fill the 
position and upon notification to the absent employee to this effect and latter has 
refused in writing to curtail his leave and return to work. 

 
  All classified employees returning from the armed services of the United States 

and applying for reinstatement shall be governed by the applicable provisions of 
the Revised Code of Ohio. 

 
 
 

RULE 22 
POLITICAL ACTIVITY OF CLASSIFIED EMPLOYEES 

 
Section A. Discrimination Prohibited.  Persons holding positions in the classified service 

shall not be discriminated against in any way because of their political or religious 
opinions or affiliations or because of their exercise of their right to vote as they 
please. 

 
Section B. Employees in the classified service are prohibited from engaging in political 

activity by Ohio Revised Code Section 124.57.  “Political activity” and “politics” 
refer to partisan activities, campaigns and elections involving primaries, partisan 
ballots or partisan candidates. 

 
1. The following are examples of permissible activities for employees in the 

classified service: 
 

  a. Registration and voting; 
  b. Expression of opinions, either oral or written;  
  c. Voluntary financial contributions to political candidates or 

organizations; 
  d. Circulation of nonpartisan petitions or petitions stating views on 

legislation; 
  e. Attendance at political rallies; 
  f. Signing nominating petitions in support of individuals; 
  g. Display of political materials in the employee’s home or on the 

employee’s property; 
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  f. Wearing political badges or buttons, or the display of political stickers 
on private vehicles; 

  g. Serving as a precinct election official under section 3501.22 of the Ohio 
Revised Code; 

   
  2.  The following activities are prohibited to employees of the classified service: 
 
   a. Candidacy for public office in a partisan election; 
   b. Candidacy for public office in a nonpartisan general election if the 

 nomination to candidacy was obtained in a partisan primary or through the 
 circulation of nominating petitions identified with a political party; 

   c. Filing of petitions meeting statutory requirements for partisan candidacy 
 for political office;  

   d. Circulation of official nominating petitions for any candidate 
 participating in a partisan election; 

   e. Service in an elected or appointed office in any partisan political 
 organization; 

   f. Acceptance of a party-sponsored appointment to any office normally 
 filled by partisan election; 

   g. Campaigning by writing for publications, by distributing political 
 material, or by writing or making speeches on behalf of a candidate for 
 partisan elective office, when such activities are directed toward party 
 success;  

   h. Solicitation, either directly or indirectly, of any assessment, contribution 
 or subscription, either monetary or in-kind, for any political office or 
 political candidate; 

   i. Solicitation of the sale, or actual sale of political party tickets; 
   j. Partisan activities at the election polls, such as solicitation of votes for 

 other than nonpartisan candidates and nonpartisan issues; 
   k. Service as witness or challenger for any party or partisan committee; 
   l. Participation in political caucuses of a partisan nature; 
   m. Participation in a political action committee which supports partisan 

 activity. 
 

3. An employee in the classified service who engages in any of the activities 
listed in Paragraph 2 of this Section is subject to discipline, up to and 
including removal from his or her position in the classified service.  

 
Section C. Abuse of Political Influence.  No person who holds any public office, or who has 

be nominated for, or who seeks a nomination or appointment to any public office, 
shall corruptly use or promise to use either directly or indirectly, any official 
authority or influence in order to secure or aid any person in securing for himself 
or another any office or employment in the classified service, or any promotion or 
increase of salary therein, as a reward for political influence or service.  Nor shall 
any person, by means of threats or coercion induce or seek to induce anyone in 
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the classified service to resign his position or to waive his right to certification, 
appointment, or promotion. 

 
 

RULE 23 
OHIO REVISED CODE 

 
To the extent not inconsistent with these Rules or the Avon Lake Codified Ordinances, the 
relevant provisions of the Ohio Revised Code shall apply. 
 

 
RULE 24 

AMENDMENTS TO RULES 
 
Notice of Amendments.  No amendments to these Rules shall be made by the Civil Service 
Commission nor shall any Rule be repealed nor any new Rule adopted at the same meeting at 
which it is proposed.  No final action to amend, repeal, or supplement Rules shall be taken in less 
than seven (7) days after its proposal.  All amendments to Rules shall be approved by City 
Council before becoming effective. 
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