REPORT OF THE FISCAL COMMITTEE TO THE
LEGISLATIVE COUNCIL
October 26, 1993

The Fiscal Committee met on October26, 1993, in Senate Room 22 of the State Capitol. No
formal recommendations were adopted.

The Committee received information on the following:

."®  Fines, Fees, and Court Costs
* Program overview
* FY 1994 collections compared to FY 1993
* FY 1994 estimated collections compared to FY 1994 Actual (yr-to-date)
® Indigent Defense Shortfall
* Update on recent program changes
* Savings associated with program changes
* FY 1994 program costs (yr-to-date) compared to FY 1993
8  Federal Helmet Law - Loss of Federal Funds
®=  8.39 Transfers
®  Impact of Flood Damage on State Income Tax Revenues
®  Review of Federal Deductibility Impact
®  Tax Model Overview
8  Flood Update
=  Hagge/Kraft Financial Options
®  Other Business:
* FY 1993 reversions

* Dept. of Human Services lease/purchase notification

Respectfully submitted,
Senator Larry Murphy Representative Ron Corbett
Co-chairperson Co-chairperson

g/fiscomm/report/fcr1093.sam 09-21-93
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October 26, 1993

MEMORANDUM

TO: CHAIRPERSON HORN, VICE CHAIRPERSON VAN MAANEN, AND
MEMBERS OF THE 1993-1994 LEGISLATIVE COUNCIL

FROM: DIANE BOLENDER, DIRECTOR

RE: LEGISLATIVE INFORMATION OFFICE PROJECT UPDATE

This memorandum is a progress report on two projects on which the Legislative
Information Office has been working during the past several months. As Legislative Council
members you received a memo last March describing the projects which were developed to
provide information about the Iowa General Assembly and the legislative process at little or no
cost to a broad cross section of Iowans in all walks of life, in all areas of the state, and at all
levels of education.

The first project is a project in which the Iowa Grocers Association has agreed to print
a single page flier and place it in grocery sacks at the check out lanes after groceries have been
purchased. The Board of the Iowa Grocers Association was enthusiastic about assisting the
Iowa General Assembly and agreed that it will transmit a camera-ready copy of the flier to all
of its member grocery store chains who then can print copies for the individual grocery stores.
Information urging Iowans to get involved in making Iowa's laws and describing how they can
access their members of the Iowa General Assembly is included on the attached flier. Both
sides of the flier state that the flier has not been printed at state expense.



Initially, the grocery sack fliers were to have been distributed during the 1993
legislative session, but the distribution was not possible far enough in advance of session
adjournment. The fliers will be transmitted to the Jowa Grocers Association just prior to the
convening of the 1994 legislative session.

The second project is a project to develop a short video about the Iowa General
Assembly and the legislative process that could be used by schools and other organizations and
clubs throughout the state. Many states have developed videos about their legislatures, often
at great cost. The Legislative Information Office staff is working with several professors from
the journalism- faculty at Drake University and a radio/television production class. Work was
begun during the spring 1993 class and will be completed during the spring 1994 class. This
is a class for seniors and the video is a major project for the class. The General Assembly will
have ultimate creative control of the project, but the filming, editing, and production will be
completed by the students under the supervision of their professors. Drake University will
charge only its actual expenses, so the video can be completed at a very reasonable cost.
Please contact the Legislative Service Bureau is you have any ideas for a topic for legislation
that can be used to present the process for enacting a bill that would have general appeal to a
wide audience.

The Legislative Service Bureau will continue to provide progress reports about these
projects.



REPORT OF THE INTERNATIONAL RELATIONS COMMITTEE

TO THE LEGISLATIVE COUNCIL

October 27, 1993

The International Relations Committee of the Legislative Council met on October 5, 1993.
The meeting was called to order by Senator James Riordan, Temporary Chairperson, at 10:25
a.m. in Room 24 of the Statehouse.

The Internation Relations Committee respectfully submits to the Legislative Council the
following report and recommendations:

1.

Because of lack of a quorum, the International Relations Committee was unable to
conduct official business.

. The International Relations Committee received testimony and filed information

from Kathleen Wood, Chairperson of the Iowa International Council; from Robert
Krill, President of the Jowa Peace Institute; Phillip Stanhope, Executive Director of
the International Development Foundation; Daniel Clark, Program Officer of the
Stanley Foundation; and Sarah Lande, Executive Director of the Iowa Sister States.
The testimony and information received included information on the functions that
the agencies and organizations perform and possible roles that the Iowa General
Assembly could play in fostering cultural and economic relationships with foreign
countries and their governments; information regarding appropriate gifts, protocol,
and establishment of linkages with federal agencies; activities being carried on in
the Stavropol region of the former Soviet Union; and information on activities of
other states to foster their states' roles in international affairs/foreign trade.

. The International Relations Committee received information on work that is being

done to develop appropriate gifts for legislators to give to members of visiting
foreign delegations and to take to give to persons that host Jowa legislative
delegations in foreign countries.

The International Relations Committee is in the process of attempting to schedule a
second meeting sometime during the week of November 29-December 3, 1993.

Respectfully submitted,
SENATOR JAMES RIORDAN

Temporary Chairperson



REPORT OF THE SERVICE COMMITTEE
TO THE LEGISLATIVE COUNCIL

October 27, 1993

The Service Committee of the Legislative Council met on October 27, 1993. The meeting was called
to order by Representative Teresa Garman, Acting Chairperson, at 11:06 a.m. in Room 22 of the
Statehouse.

The Service Committee respectfully submits to the Legislative Council the following report and
recommendations:

1.

The Service Committee received and filed the proposed budgets of the Legislative Service
Bureau, the Legislative Fiscal Bureau, the Legislative Computer Support Bureau, and the
Office of Citizens' Aide/Ombudsman for the fiscal year beginning July 1, 1994, pursuant to
Code section 2.12. The proposed budgets will be considered by the Service Committee and
the Legislative Council in November.

. The Service Committee received and filed a personnel report from the Legislative Service

Bureau.

. The Service Committee received and filed a personnel report from the Legislative Fiscal

Bureau.

The Service Committee received and filed a personnel report from the Office of Citizens'
Aide/Ombudsman.

. The Service Committee received and filed a report from the Computer User Policy Direction

Committee.

The Service Committee received, filed, and recommends that the Legislative Council approve
the attached proposed changes to the Personnel Guidelines of the Central Legislative Staff
Agencies. The new and amended provisions include provisions regarding substance abuse and
receipt of gifts by employees of the central legislative staff agencies.

The following new employees of the Legislative Fiscal Bureau were introduced to the members of
the Service Committee:

1. Leah Churchman, Legislative Analyst.
2. Valerie Marsh, Legislative Analyst.

3. Darlene Kruse, Legislative Analyst.

4. Sandra Laust, Administrative Secretary.

Respectfully submitted,

REPRESENTATIVE TERESA GARMAN
Acting Chairperson



REPORT OF THE STUDIES COMMITTEE

TO THE LEGISLATIVE COUNCIL

October 27, 1993

The Studies Committee of the Legislative Council met on October 27, 1993, and makes
the following report:

1. That approval be given to the Fiber Optics and Telecommunications Study Committee
request for an additional meeting day. Members of the Studies Committee will convey
to the Fiber Optics and Telecommunications Study Committee their concerns regarding
telecommunications issues.

2. That payment be authorized for the Juvenile Justice Study Committee request to
reimburse the Study Committee's consultant for travel expenses associated with the
October 11 meeting.

3. That the Legislative Council deny the request of a nonlegislator member of the Critical
Infrastructure Needs Study Committee for authorization to appoint a designee to attend
a meeting in place of the member.

4. That a letter be sent to the Governor requesting that the Governor arrange payment of
per diem and expenses to legislators appointed to task forces and other ad hoc policy
development groups created by the Governor.

Respectfully submitted,

REPRESENTATIVE MARY LUNDBY
CHAIRPERSON



PROPOSAL TO THE LEGISLATIVE COUNCIL
October 27, 1993

The Commission on the Status of Women shall, in conjunction with,
the Jowa Women's Political Caucus, the League of Women Voters, and
the Legislative Ladies League, design and submit to the Legislative
Council a proposal for establishing a display case located in the Iowa
Capitol building. The display shall feature contributions and
achievements women have made to Iowa government with special

emphasis to those women who have held an elective office.
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Division of the Department of Education

October 18, 1993

The Honorable Wally Horn, Chair
Legislative Council

Iowa Senate

State Capitol Building
LocCcaAL

Dear Senator Horn:

For many years a part-time employee has been responsible for
posting bill books in the State Law Library during the
Legislative Session. The position was, until about 15 years
ago, a Legislative employee assigned to the Library. Early in
the 75th General Assembly, First Session, the State Library
position was vacated and lost to rightsizing.

The importance of maintaining the daily paper posting of bill
books cannot be underestimated. The State Law Library retains
original bills back to territorial times and bills with
overlaid amendments (such as are now kept) back to 1942. It
is amazing how often the historical perspective of legislative
material is used by Iowa legislative staff, citizens, and
others.

There is no other way of maintaining this historical
perspective except in the current format. While the
legislative computer is wonderful for day-to-day updates, it
is not designed to retain information for indefinite
historical perspective. The State Law Library is the only
location where these bills are available to the public in an
organized, freely accessible manner.

Staffing at the State Law Library has been reduced by one half
since the 1986 state reorganization, yet use statistics
continue to rise. Telephone requests to the library increased
33% in FY93 over FY92 alone. Walk-in and electronic requests
increased 10% during the same period. It is not uncommon to
see a dozen people using the library's bill books at any one
time, especially during the Session.

Presently the law librarian, Linda Robertson, posts bill
books. The Library cannot afford to use the time of its only
professional librarian in that fashion for another Session.
Her time is better spent serving legal information needs of
Legislators, their staffs, the general public, the legal
community, and students.



The Honorable Wally Horn
October 18, 1993
page 2

Can the Legislative Council once again place a person in the
Library to do this work? Of course, the bill books would be
the person's only responsibility in the 1library. Upon
completion of the daily posting, the individual would be
available for other legislative work assignments.

We appreciate the COuncil's consideration of this request;
Should you have questions, please contact Linda Robertson at
1-5124.

Sincerely,

‘N\&Amam % \l‘\:&g\

Sharman B. Smith
State Librarian

SBS:bjb
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MEMORANDUM

DIANE E. BOLENDER
DIRECTOR

RICHARD L. JOHNSON
DEPUTY DIRECTOR

JOHN C. POLLAK
COMMITTEE SERVICES ADMINISTRATOR

LOANNE DODGE
IOWA CODE EDITOR

PHYLLIS V. BARRY
ADMINISTRATIVE CODE EDITOR

JULIE E. LIVERS
LEGISLATIVE INFORMATION OFFICE DIRECTOR

TO: CHAIRPERSON HORN, VICE CHAIRPERSON VAN MAANEN, AND
MEMBERS OF THE LEGISLATIVE COUNCIL

FROM: DIANE BOLENDER, DIRECTOR /5~

p— RE: OCTOBER LEGISLATIVE COUNCIL COMMITTEE MEETING

The October Legislative Council and Council Committee meetings are scheduled for
Wednesday, October 27, 1993, at the State Capitol in Des Moines. Meetings are scheduled in
Committee Room 22 as follows:

11:00 a.m.
1:00 p.m.
1:30 p.m.

Service Committee
Studies Committee
Legislative Council

Tentative agendas for the meetings and minutes of the September meetings of the
Studies Committee, Administration Committee, and the Legislative Council are enclosed as
well as the minutes of the Computer User Committee.

Please notify the Legislative Service Bureau if you will be unable to attend the meeting.
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TERRY E. BRANSTAD, GOVERNOR DEPARTMENT OF GENERAL SERVICES

DATE:
TO:

FROM:

RE:

J. MICHAEL CARLSTROM, DIRECTOR

MEMORANDUM

October 25, 1993

Diane Bolander, Director
lLegislative Seryice Burean

Xrigti Littlnt ESupor:’.ntondont
General Services Printing Division

1993 Iowa Code Supplement

I have compiled costs for the 1993 Code Supplement. Based on costs submitted by the
Code Editor, plus costs for postage and printing of this publication, I recommend a
price of $35.00 for sale to the public. This will help to offset the cost of the
free distribution to State Government of 2,581 copies.

Please advise Af the Legislative Council agrees.

cec=LoAnne Dodge, LSB

2°'d

PRINTING / MAIL / RECORDS MANAGEMENT / GRIMES STATE OFFICE BUILDING

DES MOINES. IOWA 503190187 / 515-281.5231
ONILINING 31W1S 20197 €6/ S2 LO0
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MEMORANDUM

DIANE E. BOLENDER
DIRECTOR
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DEPUTY DIRECTOR
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IOWA CODE EDITOR
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ADMINISTRATIVE CODE EDITOR

JULIE E. LIVERS
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TO: CHAIRPERSON HORN, VICE CHAIRPERSON VAN MAANEN, AND

MEMBERFS OF THE LEGISLATIVE COUNCIL
&
FROM: DIANE BOLENDER, DIRECTOR -J

RE: CODE OF IOWA AND COURT RULES CD-ROM

In May 1993 the Legislative Council authorized the Legislative Service Bureau to
proceed with its publication of the Code of Iowa on CD-ROM (Compact Disk - Read Only
Memory). The Council's authorization also allowed the Bureau to establish two different
prices for the sale of the CD-ROMs to private purchasers, one price for large-quanitity

purchases and one price for small-quantity purchases.

In order to provide access to the greatest number of users and to assure that all costs of

publication are recouped, the Legislative Service Bureau would respectfully request the
Legislative Council to authorize the Bureau to establish two additional prices for the sale of the
CD-ROMs to public entities, one price for individual legislators and one price for state
agencies in the executive and judicial branches, public libraries, and political subdivisions.
The two prices would be established near the marginal cost of producing the CD-ROMs after
assuring that all production costs are recouped. Final production costs should be determined
in the very near future allowing the prices to be determined and the CD-ROMs to be
distributed in December.
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October 26, 1993

MEMORANDUM

TO: CHAIRPERSON HORN, VICE CHAIRPERSON VAN MAANEN, AND
MEMBERS OF THE LEGISLATIVE COUNCIL

FROM: Mark W. Johnson, Legal Counsel

RE: Proposed Court Rule Changes

1. Service and filing of pleadings and other papers -- Filing -- Iowa Rule of Civil
Procedure 82 (d).

Filed: 10-15-93 Rec.: 10-18-93

Provides that a party shall not file with the court legal briefs and memoranda required
to be served on a party after the petition, unless expressly ordered by the court. However,
such briefs and memoranda are still to be served on the parties with an original delivered to the
presiding judge.

2. Certification and return - copies -- Iowa Rule of Civil Procedure 152 (b).

Filed: 10-15-93 Rec.: 10-18-93



Eliminates discretionary filing of depositions by a party and provides that depositions
shall only be filed with the approval of the court upon a showing of good cause, or upon order
of the court.

3. Fee for late settlement of jury trial -- Iowa Rule of Civil Procedure 181.4.
Filed: 10-15-93 Rec.: 10-18-93

Provides for the assessment of a $500 fee as court costs in the event notice of a
settlement in a civil action is given later than two full days (excluding Saturdays, Sundays, and
holidays as scheduled by the administrator) before the action is scheduled to be tried to a jury
or is reached for jury trial, whichever is later, and provides for the assessment of a $200 fee as
court costs when notice is given under the preceding circumstances for a nonjury civil action.
The assessment is not to be waived except in child support and child custody cases.
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MS. DIANE BOLENDER, SECRETARY OF THE LEGISLATIVE COUNCIL

TO:
OF THE STATE OF IOWA.

Pursuant to Iowa Code sections 602.4201 and 602.4202,
the Supreme Court of Iowa has prescribed amendments and
hereby reports on this date to the Secretary of the

Legislative Council concerning amendments to Iowa Rules of

Civil Procedure 82(d), 152(b), and 181.4 as shown in the

attached Exhibits "aA", "B", and "C".
Pursuant to Iowa Code section 602.4202(2), these

changes are to take effect January 3, 1994.
Respectfully submitted,

THE SUPREME COURT OF IOWA

L ’
BY___12%:ZZZ;;;._éz:lﬁéé%?uae4¢£::L___
Arthur A. McGiverin, hief Justice
Des Moines, Iowa

Qctober 15 , 1993

ACKNOWLEDGMENT

I, the undersigned, Secretary of the Legislative

Council hereby acknowledge delivery to me on the [f¥-day of
Z&bﬁ%&&az/ r 1993, the Report of the Supreme Court

pertaining to the Iowa Rules of Civil Procedure.

Secretary of the Legislative Council
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TO: MS. DIANE BOLENDER, SECRETARY OF THE LEGISLATIVE COUNCIL
OF THE STATE OF IOWA.

Pursuant to Iowa Code sections 602.4201 and 602.4202,
the Supreme Court of Iowa has prescribed amendments and
hereby reports on this date to the Secretary of the
Legislative Council concerning amendments to Iowa Rules of
Civil Procedure 82(d), 152(b), and 181.4 as shown in the
attached Exhibits "A", "B", and "C".

Pursuant to Iowa Code section 602.4202(2), these
changes are to take effect January 3, 1994.

Respectfully submitted,

THE SUPREME COURT OF IOWA

By

Arthur A. McGiverin, hief Justice

Des Moines, Iowa

Qctober 15 , 1993

ACKNOWLEDGMENT

I, the undersigned, Secretary of the Legislative
Council hereby acknowledge delivery to me on the day of
r 1993, the Report of the Supreme Court

pertaining to the Iowa Rules of Civil Procedure.

Secretary of the Legislative Council -



EXHIBIT "A"

82. Service and filing of pleadings and othex papers.

* * *

d. Filing. All papers after the petition required to
be served upon a party shall be filed with the court either
before service or within a reasonable time thereafter;
however, no party shall file legal briefs or memoranda
unless expressly ordered by the court. Such briefs and
memoranda shall be served upon the parties with an original
copy delivered to the presiding judge. The party
submitting the legal brief or memoranda shall file a
statement certifying compliance with this rule. Whenever
these rules or the rules of appellate procedure require a
filing with the district court or its clerk within a
certain time, the time requirement shall be tolled when
service is made, provided the actual filing is done within
a reasonable time thereafter.

* * *



EXHIBIT "B"

152. Certification and return-copies.

* * *

b. Depositions may be £iled,y but £iiing i8 ROt reguired
unless requested by the eourt~r If requested by the eourt,y
the party whe ordered the original of the depesitien shailil
prompt:y £ile ¢the originail-~ Apny party may £ile a
depesitieny whieh may be a eepy shall be filed only with
the approval of the court upon showing good cause or upon
the court’s own order.




EXHIBIT "C"

181.4. Fee for settlement ef Fury trial. -

a. Assessment. In the event notice of settlement is
given later than two full werkiAg days, excluding
Saturdays, Sundays and holidays scheduled by the
administrator, before: (1) a civil action is scheduled to
be tried to a jury or is reached for jury trial, whichever
is later, a fee of $500 shall be assessed as court costs;
or (2) before a nonjury civil action is scheduled to be
tried or is reached for trial a fee of $200 shall be
assessed as court costs.

b. Application. The assessment of fees pursuant to
this rule shall not be waived except in child support and
child custody cases. The assessment extends to those cases
in which trial has already commenced.

" c. Collection. Fees se collected pursuant to this
rule shall be remitted by the clerk &e &he ktreasurer eof the
state te be depesited in the general fund of the state to
the state court administrator for deposit in the general
fund of the state by the treasurer of the state.
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Chapter 3. PERSONNEL GUIDELINES FOR THE CENTRAL LEGISLATIVE

STAFF AGENCIES
I. DEFINITIONS
. "Agency" means the Legislative‘Service Bureau, the Legislative Fiscal
Bureau, the Computer Support Bureau, and the Office of Citizens'

Aide/Ombudsman. -

"Director” means the head of an agency as designated by the Legislative
Council. : )

. "Employee” means an empioyee of an agency, mcludmg supervisors,
unless the context requires otherwise.

"Supervisor" means the agency director or the agency employee
designated by the agency director to perform supervisory duties with
regard to an agency employee or agency employees.

il. POLICY-MAKING AND OVERSIGHT AUTHORITY

A. Legislative Council

The Legislative Council is the policy-making and oversight authority for the central
legislative staff agencies under Chapter 2 of the Code of lowa. Such statutory power
can be found in Code Section 2.42, subsections 1, 11, 12, 14, and 17. Code
Sections 2.48, 2.58, and 2.100 establish the Legislative Fiscal Bureau, the Legislative
Service Bureau, and the Computer Support Bureau, respectively. Code Chapter 601G
establishes the Office of the Citizens' Aide, commonly known as Citizens'
Aide/Ombudsman. Section 601G.3 makes the Citizens' Aide responsible to the
Legislative Council. T -

B. Service Committee

The Service Committee of the Legislative Council determines policies and exercises
oversight relating to the operations of the central legislative staff agencies, subject to
the approval of the Legislative Council (Code Section 2.45). Executive branch policies
referenced herein shall be accepted as of July 1, 1989. Subsequent changes in
executive branch policies are subject to review by the Service Committee prior to the
policy’s adoption. Any reference in these guidelines to a requirement of Service
Committee approval also includes a requiremment of Legislative Council approval. Such
approval by the Council is customarily given by Council adoption of Service Committee -
recommendations contained in the reports of the Service Committee to the Council.

45



C. Guidelines Subject to Char{ge

These guidelines are subject to change at any time by the Legislative Council.

Hl. POSITION CLASSIFICATION SYSTEM AND AGENCY ORGANIZATION

A. Position Classification System

1.

Each director shall develop and file with the Service Committee a position

. classification system covering all authorized positions within the agency of

the director. The position classification system shall contain guidelines for
eligibility of an employee for promotion from one job title in a series to the
next. The Legislative Service Bureau, as the staff agency to the Service
Committee, shall keep these on file.

The position classification system shall include, but is not limited to, a job
title, job description (including ‘duties and qualifications), and grade level for
each authorized position classification in an agency.

Job titles and job descriptions are at the discretion of each director. Grade
levels are determined by the legislative branch comparable worth process.
Changes in grade level due to changes in the duties or structuring of existing
positions require prior approval by the Service Committee. Grade levels for
new positions are set through the comparable worth process by the Service
Committee.

The Comparable Worth Staff Report of August 1986 shall serve as the
reference for the grade level of positions, except for positions whose grade
level has been established or changed under the comparable worth process
and approved by the Service Committee since the issuance of the report.
Grade levels for positions that have been established or changed since the
issuance of the report shall be developed in accordance with the factor scores
in the comparable worth report.

Each director shall provide copies of the position classification system for the
agency to the agency's employees. '

B. Agency Organization

Each director shall develop and file with the Service Committee a statement of agency
organization showing the interrelationship of authorized positions within the agency.
The Legislative Service Bureau, as the staff agency to the Service Committee, shall
keep these on file. The statement of agency organization may be in the form of an
organization chart. Changes in the existing organizational structure of an agency
require the prior approval of the Service Committee.

46
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IV. COMPENSATION - SALARY

A. Salary Matrix

All employees, except agency directors, shall be at a grade and step on the legislative
branch salary matrix. Grade levels for positions shall be as determined under Part Ili of
these guidelines.

B. Cost-of-Living Increases

Employees shall receive the same cost-of-living increases as are granted to those
employees in the executive branch who are not included in a collective bargaining
agreement. ’

C. No Temporary Raises

Unless priér approval, of the Service Committee is obtained, a director shall not grant
raises for a temporary increase in duties.

D. Annual Merit Increases

1.

Employees are eligible for annual one-step merit increases up to and including
step six of a grade based upon satisfactory performance according to annual
evaluations as provided in Part IX of these guidelines. Such an annual
increase may be delayed or denied by a director for performance
shortcomings. An additional salary increase may be given to an employee by
a director for exceptional job performance with the approval of the Service
Committee. The additional salary increase for exceptional job performance
shall not exceed one step, shall not be given.more than once.a year, and shall
not result in an increase beyond step six in the employee's grade level.
Written justification setting forth the nature of the exceptional job
performance shall be maintained on file by the director.

Employees who are on step vne of a grade may receive a merit step increase
after the satisfactory completion of a six-month period of employment. Any
merit step increase after step two may be granted to an employee only after
completion of at least one full year on a step unless the employee is
recommended for a step increase for exceptional job performance.

Each director shall file an annual report with the Service Committee listing all
employees under their supervision with their current grade and step and the
effective date of a merit increase for which they are eligible. Notification of
the successful completion of probationary employment and merit increases
granted and increases for exceptional job performance shall be made by the
director at the next following Service Committee meeting. The effective date
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for a merit increase is normally the employee's anniversary date at the end of
an employee's probationary period, but a director may specify one or more
standard eligibility dates for merit increases other than the anniversary date.

Granting of merit increases may be delayed or denied for performance‘

shortcomings. The annual report filed with the Service Committee under this
provision indicates eligibility for a merit increase but does not necessarlly
indicate that a merit increase will be granted.

E. Merit Increases for Part-Time and Temporary Employees

1.

Permanent part-time employees are eligible for merit increases as if they were
permanent full-time employees.

Temporary full-time employees who work intermittently shall have their
eligibility for probationary and annual merit increases determined by their
cumulative length of service.

Temporary part-time employees are eligible for merit increases as if they were
temporary full-time employees.

F. Overtime and Compensatory Time

1.

At the discretion of the director, support positions are to be designated as
eligible for full compensation for overtime. Those positions eligible for full
compensation for overtime accrued shall be compensated with either overtime
pay or compensatory time at a one and one-half hour rate for each hour of
overtime accrued as determined by the director for each particular class of
support positions. Employees in support positions shall be notified whether
compensation for their positions is overtime pay or compensatory time.
Legislative library employees are compensated pursuant to the requirements
of federal law. The annual personnel report filed with the Service Committee
shall specify the specific support positions designated as eligible for full
compensation for overtime accrued.

Those professional positions eligible for only partial compensation for
overtime accrued shall be compensated with compensatory time on an
hour-for-hour basis, computed each pay period, which compensatory time
shall be used within a one-year period. Compensatory time is accrued only
after the accumulation of 40 hours of overtime and is limited to a maximum
accrual of 120 hours.

The annual personnel report shall specify the annual period for which
employees accrue compensatory time and shall state the compensatory time
earned by each employee.
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V. COMPENSATION - BENEFITS

A. Benefits in General

Employees in the central legislative staff agencies are eligible for employee benefits
under the same terms and conditions as provided by law for employees in the
legislative branch. This includes, but is not limited to, health, dental, life, and
long-term disability insurance programs for permanent employees.

B. Workers' Compensation

An employee's supervisor shall be immediately notified if an employee is injured while
on the job. The employee shall seek appropriate medical care.

C. Interviewing and Moving Expenses

At the director's discretion, expenses may be paid for interviewing prospective
employees. Payment shall be made at the same rate a state employee would be
reimbursed in performance of state duties. Also, at the director's discretion, newly
hired employees may be reimbursed for moving expenses in accordance with executive
branch standards. Reimbursement for moving expenses shall not be made until a new .
employee is on the state payroll. The payment of such expenses shall be reported to
the Service Committee. (See Code Section 79.16.)

D. Educational Benefits

Permanent employees are eligible for educational leave and educational assistance as
provided in Code Section 79.25 and Part VI of these guidelines. Such benefits are to
be granted on a case-by-case basis for each. semester-long course based on its
relevance to the employee's job duties and the agency's needs. A ‘particular course
may or may not be part of a program leading to a degree or a certificate. The granting
of such leave and assistance shall be reported to the Service Committee, including the
specification of any college courses taken.

VI. COMPENSATION - LEAVE

A. Attendance

The director shall establish a written work attendance policy which shall be provided to
all employees and which shall be filed with the Legislative Council. The director or the
supervisor shall establish the work schedule, work stations, and required hours of work
for employees under the director's or supervisor's supervision. All regulations and
schedules shall be made known to the affected employees. Such regulations and
schedules may include "flextime" arrangements at the discretion of the director. All
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absences of employees, whether permanent, temporary, or probationary, from the
established work schedule shall be charged to one of the leave or leave without pay
categories.

B. Scheduling of Leave

All leave, such as vacation time, compensatory time, sick leave, or any other form of
leave, including leave without pay, must be requested and granted under procedures
established by each director and filed with the Legislative Council. Application should

be made to the director or the director's designee. Sick leave is the only form of leave .

that is allowed to be unscheduled and shall be subject to written reporting

requirements as established by each director and filed with the Legislative Council.

Leave granted by a director in excess of thirty consecutive calendar days shall be
reported to the Service Committee.

C. Leave Types
1. Leaves With Pay

a. Vacation Leave

i. All permanent and probationary employees shall accrue vacation
leave according to the rules adopted by the Department of
Personnel.

ii. Vacation leave does not accrue during leave without pay, nor can
vacation leave be granted in excess of the amount accumulated.

b. Sick Leave

i. Employees shall accrue sick leave according to rules adopted by the
Department of Personnel. Sick leave will not be granted in excess of
the amount accrued nor will it accrue during any absence without
pay.

ii. Accrued sick leave may be used during a period in which an
employee is unable to perform the employee's duties because of
medical disabilities, physical or mental illness, doctor, dentist, or
optical examination or treatment, parental or family leave, or when
the performance of assigned duties would jeopardize the employee's
health or recovery. Pregnancy disability or recovery from pregnancy
are covered by sick leave. Absences for sick leave may require
verification by an authorized practitioner.

ili. Accrued sick leave, not exceedihg forty hours per year, may also be
used for leaves for temporary care of immediate family members, for
child care, or for bereavement leave.

iv. Sick leave may be converted to vacation time according to the rules
of the Department of Personnel.
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Compensatory Leave

Compensatory leave is accumulated as provided in Part IV of these
guidelines. Sick and vacation leave shall accumulate on compensatory
time.

Holiday Leave

Holiday leave is granted to all permanent employees. Holidays are
observed as specified by statute. (See Code Section 33.2.) A holiday
shall not exceed eight hours for full-time employees. |f an employee is
required to work on a holiday, the employee may take holiday leave for
the hours worked, not exceeding eight, at a future date. Hours worked
on a holiday in excess of eight hours shall accrue as overtime hours in
the manner overtime hours accrue for that employee

Military Leave

All permanent or probationary employees who are members of the
national guard, organized reserve, or any component of the military of the
state of lowa, when ordered by the proper authority to active military
service, may serve for 30 days without loss of pay. Leave for inducted
employees will be granted up to five years. .

Court/Jury Leave

When, in obedience to a subpoena, summons, or direction by proper
authority, an employee appears as a witness or jury member in public or
private litigation, in which th:s employee is not a party to the
proceedings, the employee is entitled to leave from regularly scheduled
duty with regular compensation. However, a!i payments or
reimbursements shall be turned over to the director except the amount
necessary for travel or personal expense. Hours spent in court outside of
scheduled work hours are not subject to this rule. If two or more hours
remain in a work day when released for the day, the employee shall
return to work. Employees shall notify the director immediately upon
receiving a subpoena, summons, or direction. Court/Jury leave does not
apply to those involved in expert testlmony outside of their capacity as a
state employee.

Voting Leave

An ¢ -ployee, who is eligible to vote in a publnc election in the state of
lowa, may request time off from work with regular pay for a period not
to exceed three hours for the purpose of voting. Leave shall be granted
only if the employee's work hours do not allow a period of three
consecutive hours outside the employee's scheduled work hours during
which the voting polls are open. A request for voting leave must be
made to the director on or before the employee's last scheduled workday
prior to election day. The time during the day to be taken off shall be
designated by the director.
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Olympic Leave

Employees may request leave for participation in Olympic competition.
The maximum leave granted for participation in Olympic competition
sanctioned by the U.S. Olympic Committee, including travel and
pretraining time, shall not exceed 90 working days. All vacation and sick
leave still accrue during this time. . Eligibility for pay raises and insurance
eligibility remain in force. Olympic leave will not be granted during a
legislative session. (See Code Section 79.24.)

Business Leave N )

Absence from the usual workplace .in the capitol complex for work-
related reasons is to be construed as business leave. Business leave
includes absence from the capitol complex to attend public hearings,
committee meetings, seminars, workshops, and conferences outside the
capitol complex as assigned or approved by the director. Business leave
includes reasonable travel time to and from such events. All reasonable
effort is to be made to travel at the lowest cost relevant to the
circumstances. Reimbursement will be provided for reasonable expenses
involved in travel, lodging, meals, and related expenses as approved by
the director. '

If the hours during a-day of an in-state meeting, seminar, workshop, or
conference, including reasonable travel time to and from the event,
exceed eight, the employee accrues work hours equal to the work time
plus travel time.

Accrual of work hours during attendance at out-of-state seminars,
workshops, and conferences shall not exceed eight hours per day.

Family Death Leave

In the event of the death of an employee's immediate family member, the
employee is entitled to five working days' leave of absence, per
occurrence, with pay. In the event of the death of an employee's family
member, other than the death of an immediate family member, the
employee is entitled to three working days' leave of absence, per
occurrence, with pay.

Family death leave is in addition to other leaves available to an employee.
An employee is not required to exhaust other leaves available to the
employee before taking family death leave.

For purposes of this lettered pafagraph, "employee's immediate family
member” means an employee's spouse, child, or parent, and "employee's
family member" means family member as defined in Part VI.C.3.d.iii. of
these guidelines.
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k.- Transfer Rights
When a central legislative staff agency employee is transferred within
state government, including the executive and judicial branches, or
promoted or demoted, all accumulated leave times, other than
compensatory leave for transfers to another branch of government, shall
carry over with the employee. If the employee is terminated or resigns,
only accumulated vacation leave will be paid at its respective hourly rate.

2. Leaves Without Pay

a. Leave Without Pay

i. A director, upon written request, may grant any amount of leave
without pay in a single period of leave or multiple periods of leave
for any reason deemed satisfactory, provided the leave in the
aggregate is no greater than six months in any one year. Leave
without pay in excess of six months in any one calendar year
requires the approval of the Service Committee.

ii. For leave without pay of 30 days or less, the state's share of
insurance benefits shall continue and the employee shall accrue
seniority as if the employee had not taken the leave. The employee
shall not accrue vacation or sick leave.

ili. With the approval of the director, the employee need not have
exhausted sick leave with pay and accrued vacation in order to be
granted leave without pay.

b. Sick Leave Without Pay:

After all sick leave with pay has been exhausted, the director may, upon
written request, grant sick leave without pay to an employee for a length
of time the director determines is appropriate. If an employee requests to
use sick leave without pay in excess of 30 days, the director shall
consult the employee's attending physician or other licensed practitioner.
The employee may be terminated or must return to work immediately if
the director determines that any of the following are true:

i. The employee fails or refuses to supply requested information about
the iliness within a stated time.

ii. The employee does not show sufficient continued reason to prevent
the performance of duties.

iii. The employee is performing work or activity incompatible with the
purpose for which sick leave was granted.

3. Leaves Which May Be With Pay or Without Pay

a. Educational Leave

i. Educational leave may be granted at the discretion of the director for
the purpose of assisting employees to develop skills that will
improve their ability to perform their present job responsibilities or to
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- provide training and development opportunities for employees that
will enable the agency to better meet staffing needs. Educational
leave with pay requires the approval of the Service Committee.
Education financial assistance shall be as provided for executive
branch employees.

ii. Length of leave. Educational leave shall be requested for a period
not to exceed 12 consecutive months. Accrued vacation or
compensatory leave need not be exhausted before educational leave
is granted. The determination to require the exhaustion of any or all
accrued leave rests with the director. The director may grant an
extension of the original leave for an additional 12 months.

iii. Selection of applicants. While the selection of applicants is at the
discretion of the director, all qualified employees shall be offered an
equal opportunity to be considered for educational leave within the
limitations imposed by agency staffing requirements.

iv. Educational institutions. An employee on educational leave may take
course. work at any accredited educational institution within the
state. Attendance at out-of-state institutions may be provided if
there are geographical or educational considerations which make
attendance at institutions within the state impractical.

v. Notification. The director shall notify the Legislative Council of all
educational leaves within 15 days following the granting of the
leave.

vi. Agency report. Annually, the director shall report to the legislative
council the direct and indirect costs to the agency of educational
leave granted to employees during the preceding fiscal year.

Severe Weather Leave
The provisions relating to severe weather leave contained in the rules of
the Department of Personnel apply.

Rights of Return

All persons on any form of leave without pay, provided that they return
within the specified period of time, will be returned to the vacant position
in the classification held prior to the leave or to the class in the same pay
grade for which the employee qualifies. However, for military leave
without pay, the right of return applies for five years and 90 days after
honorable discharge. Failure to return within the specified period of time
shall result in demotion or termination.

Parental and Family Leave

i. Eligibility and Request for Leave. All permanent, full-time employees
are eligible for parental and family leave benefits regardiess of their
length of service at the Legislature. A request for parental or family
leave shall be made in writing by the employee reasonably in
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advance of the beginning of the leave, unless a planned leave is
precluded by an unforeseen circumstance. The request for leave
shall state the purpose of the leave, the expected duration of
absence, and the intention of the employee to return to work
following completion of the leave. An employee's supervisor may
agree to an arrangement for reduced working hours in lieu of
granting parental or family leave.

Parental Leave. An employee is entitled to parental leave, not to
exceed three months in duration, upon the birth or placement for
adoption of a child. Parental leave shall begin no later than eight
weeks following the birth or placement for adoption of a child.

The empicyee may use accrued vacation, sick, compensatory, .or
holiday leave or leave without pay during the period of parental
leave. However, an employee on parental leave shall be required to
use accrued leave before being granted a leave without pay, except
that an employee is entitled to retain 40 hours of vacation leave and
40 hours of sick leave upon the taking of leave without pay as part
of the employee's parental leave.

Parental leave includes the period of time that a pregnant employee
is absent from work due to physical disability related to pregnancy
and childbirth. This period of physical disability is presumed to be
two weeks before the birth of the child and six weeks following the
birth of the child but may be extended before or after that period of
time by a physician's statement of disability.

Family Leave. An employee’s supervisor may grant to the employee
family leave, not to exceed 160 hours per year, to .are for a family
member who is seriously ill or upon the death of a family member.
Family leave is in addition to the 40 hours per year of accrued sick
leave provided for the temporary care of immediate family members,
for child care, or for bereavement leave. See Part VI.C.1.b.iii. of
these guidelines. '

The employee, at the employee’'s own option, may use accrued
vacation, sick, compensatory, or holiday leave or leave without pay
during the period of family leave.

"For the purposes of family leave, "family member" means the

employee's spouse, children, grandchildren, foster children,
stepchildren, legal wards, parents, grandparents, foster parents,
stepparents, brothers, foster brothers, stepbrothers, sons-in-law,
brothers-in-law, sisters, foster sisters, stepsisters, daughters-in-law,
sisters-in-law, aunts, uncles, nieces, nephews, corresponding
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relatives of the employee's spouse, other persons who are members
of the employees's household, and other persons for whom the
employee is the primary caretaker.

iv. Seniority and Benefits During Leave. During any period of authorized
parental or family leave, seniority continues to accrue, state benefits
continue in force, and the employer's share of state benefit
premiums or payments.continue to be paid by the employer.

v. Right of Return. Following any period of authorized parental or
family leave, the employee is guaranteed a job at the same position
classification at least the same grade and step. Part VI.C.3.c. of
these guidelines, entitled "Rights of Return," does not apply to
parental and family leave.

D. Vacation Leave Sharing

1.

The director shall permit a permanent employee to transfer any vacation leave
accrued by the employee in excess of eighty hours to another permanent
employee of the same or another agency, and the director of that same or
other agency shall permit the other permanent employee to receive and use
such transferred vacation leave, if all of the following conditions relating to
the employee receiving gnd using the transferred vacation leave are met:

a. The employee suffers from, or has a relative or household member
suffering from, an illness, injury, impairment, or physical or mental
condition which is of an extraordinary or severe nature and which has
caused, or is likely to cause, the employee to go on leave without pay
status or to terminate employment with the agency.

b. The employee has depleted or will shortly deplete the employee's
vacation leave, compensatory leave, and sick leave.

c. The employee has complied with agency rules regarding sick leave use.

An employee receiving vacation leave under this paragraph shall not receive
more than 2088 hours of transferred vacation leave per calendar year under
this paragraph. :

While an employee is using vacation leave transferred to the employee under
this paragraph, the employee shall be treated as if the employee were using
the employee's own vacation leave. As soon as an employee accrues 40
hours of vacation leave while using vacation leave transferred to the
employee under this paragraph, the employee shall be required to use that
accrued vacation leave and all accrued sick leave before continuing to use the
transferred vacation leave.

Vacation leave transferred under this section shall be transferred on an
hour-for-hour basis without regard to any difference in hourly pay between
the employee transferring the vacation leave and the employee receiving the
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vacation leave. The number of hours of vacation leave transferred by an
employee under this paragraph shall be deducted from that employee's
accrued vacation leave. The number. of hours of vacation leave received by
an employee under this paragraph shall be added to that employee's vacation
leave.

Vacation leave transferred under this ;iaragraph which remains unused for any
reason shall be returned to the employee, or to the employees on a pro rata
basis, who transferred the vacation leave.

Vacation Leave Shérinq Pqlicy - Transfer Procedure. (Not approved by
Legislative Council but agreed to.by aH four central legislative staff agency
directors on May 1, 1991.) '

a. Confidential Requests for Transfer. Pursuant to the vacation leave
sharing policy adopted by the Legislative Council, a permanent employee
of a central legislative staff agency (referred to as the transferring
employee or transferring agency) may confidentially.request the transfer
of a specific number of vacation leave hours accrued by the transferring
employee in excess of 80 hours to a specified, named permanent
employee of thé same or another central legislative staff agency (referred
to as the receiving employee or receiving agency) by filing a written
request with the director of the transferring agency.

b. Notification and Inquiry -- Confidentiality The director of the transferring -
agency shall immediately notify the director of the receiving agency,
inquiring if the receiving employee is or will be eligible to receive

"transferred vacation leave and whether the employee would be able to
immediately use the vacation leave requested to be transferred. The
transferring agency shall not subtract any vacation leave hours from the
transferring employee's accrued vacation leave until all or a portion of the
vacation leave hours requested to be transferred have been accepted by
the receiving agency for actual transfer to the receiving employee. The
request for transfer and any action regarding the request or the use of
transferred vacation leave shall be maintained by the directors and
finance officers of the transferring and receiving agencies as a
confidential personnel record. In administering the transfer procedure, if
the transferring and receiving agencies are not one and the same, the
director and finance officer of a transferring agency shall not disclose the
name of a transferring employee to the director or finance officer of the
receiving agency.

c. Eligibility Determination and Acceptance or Abeyance of Transfer. Upon
a determination by the director of the receiving agency that the specified,
named employee is eligible to receive transferred vacation leave under
the vacation leave sharing policy adopted by the Legislative Council, the
receiving agency shall determine the time period or periods during which
the receiving employee would be able to use transferred vacation leave,
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Vil. HIRING

and the number of hours which could be transferred to the receiving
employee without the receiving employee exceeding the receiving
employee's vacation ceiling. At any point in time the directors and
finance officers of the transferring and receiving agencies may hold
requests for transfer in abeyance if the receiving employee is currently

not able to use all of the hours requested to be transferred. The directors -

and finance officers ‘may periodically transfer such hours when the
receiving employee is able to use the hours. If such hours are still being
held in abeyance at the end of the calendar year in which the hours were
requested to be transferred, the transferring agency's director shall notify
the transferring employee that a transfer has not been made and that the
request for transfer will be automatically terminated at the end of the
calendar year unless the transferring employee files a written request for
transfer for the next calendar year.

Actual Transfer. The receiving agency's finance officer shall notify the
transferring agency's finance officer of the number of hours which can
be transferred and, upon approval of the request for transfer by the
director of the transferring agency, the transferring agency's finance
officer shall subtract that number of hours from the transferring
employee’s accrued vacation hours and the receiving agency's finance
officer shall add that number of hcurs to the receiving employee's
accrued vacation hours, if any.

Multiple Requests for Transfer. If the receiving agency has been notified
of more than one approved request for the transfer of vacation leave to
the receiving employee, the finance officer of each transferring agency
shall separate the requests by date of approval. The transferring and
receiving agencies' finance officers shall transfer vacation hours,
beginning with the requests for transfer approved at the-earliest date.

Pro Rata Return of Unused Hours. If all or a portion of the vacation leave
hours which were actually transferred cannot be used by the receiving
employee, the transferring and receiving agencies' finance officers shall
arrange the return of the unused vacation leave hours to the transferring
employee, or if more than one transferring employee is involved, to the
transferring employees on a pro rata basis.

A. General Authority

Each director has discretionary hiring authority for all authorized and funded vacant
positions within the agency, provided such hiring is at the entry level salary. Such
hirings shall be reported at the time of hiring to the Service Committee and the
Legislative Council. Placement of a new employee at higher than entry level salary
requires the prior approval of the Service Committee. Entry level salary is step one of
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the specified grade level of the position for original appointment or, for reappointment
of former employees to the same position, the step determined by cumulative prior
experience. .

B. Affirmative Action - Equal Employment Opportunity

It is the policy of the Legislative Council that equal employment opportunities be
provided to all qualified employees and applicants for employment regardless of race,
religion, color, sex, national origin, age, sexual orientation, or physical or mental
disability. Each agency shall adopt a program of affirmative action designed to provide
employment opportunities on the basis of individual capabilities, motivation, and merit,
and also designed to encourage women and minorities to seek employment and
promotion on these bases. The director of each agency is responsible for that
agency's efforts to provide equal employment opportunity. Each agency shall comiply
with the lowa Civil Rights Act contained in Chapter 216 of the Code. Each agency
shall seek qualified applicants and assist underqualified persons to become qualified
within the.job classifications of the agency. An agency shall seek applications from
qualified women and minorities when vacancies or new positions are filled.

An agency shall adopt procedures to encourage the recruitment, hiring, and promotion
of women and minorities. Position announcements shall be posted within the office
area of the agency and in other appropriate areas of the capitol complex. The position
may be advertised in an appropriate newspaper or newspapers based upon the period
of time that has elapsed since a similar position announcement was last published.

The position announcement shall advise the employees that applications for the
position must be filed in writing with the director of the agency and shall contain a
description of the job and its duties and responsibilites. Applicants may be asked to
complete a questionnaire indicating their race or national origin, sex, age, and whether
they have a physical or mental disability. The questionnaire responses shall be used
solely for periodic review to determine whether a well-qualified and diverse pool of
applicants is being attracted.

An agency shall not favor or discriminate against any person in training, professional
development, promotional opportunities, salary, or working conditions, because of
race, religion, color, sex, national origin, age, sexual orientation, or physical or mental
disability. Applicants or employees who believe they have experienced discrimination
in hiring, promotion, termination, or other matters pertaining to employment may file a
grievance with the Legislative Council. Any person aggrieved by the decision of the
Legislative Council may initiate appropriate action through the court system.

C. Probationary Period

For the purposes of evaluating the. performance of new employees (original
appointment or reappointment of a returning employee to a permanent or temporary
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position), a period will be implemented. The probationary period is, at the discretion of
the director, the first six months of employment or the completion of a legislative
session. During this period, the employee shall be ineligible for promotion or demotion.
After the probationary period is over, either the director or the employee's supervisor
will recommend to continue or terminate the employee. During the probationary
period, employees may be terminated at will and the grievance procedure is not
applicable to them.

VIil. LAYOFF AND RECALL

A. Layoffs and Order of Layoffs

.With the approval of the Service Committee, a director may, due to budgetary
requirements or workioad demands, lay off an employee. Layoff shall be by job
classification in reverse order of seniority.

B. Recall List

1. Each director shall establish and maintain a recall list used for filling vacant
positions. Recall lists will be established by job classification and seniority.
These lists shall consist of the names of permanent employees who were
separated by layoffs. Employees shall be placed on the list in order of
seniority (years-months-days of continuous service prior to layoff).

2. Employees shall be removed from the list for any of the following reasons:
a. Failure by applicant to maintain a current address as evidenced by the
return of a properly addressed letter.

b. Failure by applicant to respond to a writtén inquiry concerning availability
for employment within five working days following the inquiry.

c. Receipt of a written request that the employee no longer wants to be on
a particular list.

d. Declination to accept a position for which the employee is eligible.

3. If no recall list exists for a given job class, the director shall follow the
procedure for filling vacancies.

IX. PERFORMANCE EVALUATIONS

Each agency shall adopt a performance evaluation form or forms to be used for its
employees. Copies of the form shall be provided to-the Service Committee and to
each employee of the agency.

A review on at least an annual basis, using the evaluation form, shall be made of each
employee's performance by the director or a supervisor designated by the director.
Attention should be directed to areas of strength and weakness, areas of past
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“improvement or needed future improvement, and suggestions or requirements for
further training or development. Exit performance evaluations shall be conducted
before the last day of employment covering the period between the last evaluation and
the last date of employment. A copy of a completed employee's performance
evaluation form, and other documentation, if any, shall be given to the employee at the
time of the employee's evaluation. The form shall be signed and dated by both the
employee and the supervisor or director. A copy of the signed evaluation form shall be
placed in the employee's file. The employee may make a written response relating to
the performance evaluation and the response will be placed in the employee’s file.

X. PROMOTIONS

A. Applicability

This chapter is not applicable to cost-of-living adjustments and annual merit increases,
which are governed by Part IV of the guidelines.

B. Probationary Employées

Probationary employees shall be ineligible for a promotion during their probationary
period.

C. Authority and Requiréments for a Promotion

Each director shall have the discretion to promote an employee to either a vacant
position or a new position when an employee meets the requirements of that position,
with the prior approval of the Service Committee. A director may promote an
employee to a higher classification and grade level within a job series of position
classifications with the prior approval of the Service Committee for such
reclassification. To be eligible for a promotion, the employee must- at least receive
satisfactory ratings on their current job assignment, and the employee must meet the
minimum qualifications for the new position. A salary increase due to a promotion is
in addition to any salary increase ii:at an employee may receive under Part IV of these
guidelines. A promotion is a change in positions by an employee to a position that has
been assigned a higher pay grade level.

D. Post Promotion

For current employees, a new probationary period may be required. For pay purposes,
when an employee is promoted, the employee's salary shall be adjusted to step one of
the grade level of the new position. If that does not result in at least a one-step
increase, then the employee's salary shall be adjusted to the paystep at the new grade
level that results in a one-step increase. However, for promotions between classes
with a three or more pay grade difference, the employee shall be given a two-step
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-increase in pay or the employee's salary shall be adj'usted to step one of the grade
level of the new position, whichever is greater. '

X1l. DEMOTIONS AND TERMINATION

A. Informal Review of Performance Shortcomings

The employee's director or immediate supervisor may at any time, in an informal
manner, discuss concerns regarding existing performance problems. The director or

supervisor may note in the employee's file the date and reasons for the rneetlng The

employee is expected to address the specified concerns.

B. Formal Review of Performance Shortcomings

The employee's director or immediate supervisor may make a formal review of
performance shortcomings by memorandum, letter of reprimand, annual performance
evaluation, or documented discussion. A listing of the employee's shortcomings and
any written material relating to the formal review shall be placed in the employee's file.
The employee shall be provided time to prepare a written response and the response
shall be placed in the employee's file. Failure by the employee to show sufficient
progress in addressing the performance shortcoming may result in demotion or
termination.

C. Suspension

A director has discretionary authority to suspend an employee with or without pay.

D. Demotion

A director has discretionary authority to demote an employee. Demotion may be in
step or in grade. Demotion in step shall be a one-step reduction within the employee's
current grade. Demotion in grade shall be to step 6 in the grade of the next lower
classification in the employee's job series or career ladder. If that does not result in at
least a one-step decrease in salary, then the employee's salary shall be adjusted to the
pay step at the new grade level that results in a one-step decrease in salary.
Demotions shall be reported to the Service Committee.

E. Termination

The director has discretionary authority to terminate an employee. All documentation
regarding the termination shall be kept for at least two calendar years.
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Xil. GRIEVANCE PROCEDURES

A. Grievance Procedures - Authority

Pursuant to section 2.42, subsection 14, and section 2C.3, Code 1989, the following
rules for hearing and acting upon appeals of aggrieved employees of the Legislative
Service Bureau, Legislative Fiscal Bureau, Computer Support Bureau, and the Office of
_ Citizens' Aide are established by the Legislative Council.

B. Definitions

Unless otherwise provided:

"Director” means the director of the Legislative Service Bureau, Legislative
Fiscal Bureau, Computer Support Bureau, or the Office of Citizens' Aide.

-
.

2. "Employee" means a person employed by the Legislative Service Bureau,
Legislative Fiscal Bureau, Computer Support Bureau, or the Office of Citizens'
Aide. "Employee" does not include the director of the Legislative Service
Bureau, the director of the Legislative Fiscal Bureau, the director of the
Computer Support Bureau, or the Citizens’ Aide.

3. "Committee” means the Service Committee of the Legislative Council.

"Council” means the Legislative Council.

C. Grievance Procedures - Rulés

These rules shall constitute the procedures for resolving grievances or complaints of
employees. Time limits specified within these rules begin the worklng day following
the day an action takes place or is required.

D. Filing of Grievance or Complaint - Right of Employee

An employee may file or submit a grievance or complaint with a director, the
Committee, or the Council as provided in these rules without fear of jeopardizing the
employee's position or opportunities for advancement or salary increase. The
employee involved in the proceeding shall cooperate with the employing authority so
that there will be a minimum of interference with normal operation of the agency's
work. Time limits provided in these rules may be altered by mutual agreement.

E. Initiation of Complaint or Grievance

An employee shall file a grievance or complaint in writing with the director within five
working days of the incident of the alleged grievance or complaint. The director shall
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.transmit a written decision to the employee within flve working days of recelpt of the
grievance or complaint. ‘

F. Appeal to Committee - Submission in Writing

If the employee is not satisfied with the decision of the director, the employee may
within five working days of receipt of the decision of the director file a grievance or
complaint in writing with the chairperson of the' Committee. A copy of the written
grievance or complaint shall be filed with the director at the same time as the filing
with the chairperson of the Committee. The dlrector shall file a copy of the director's
decision upon notification of the fllmg of the grievance or complaint with the
Committee.

G. Consideration of the Written Grievance or Complaint by the Committee

The Committee shall consider the written complaint or grievance either within 30 days
of its receipt, at its next regularly scheduled meeting, at a meeting specially called for
such purpose, or at a subsequent meeting as determined by the Committee. The
Committee shall make a written decision in regard to the grievance or complaint on the
day the complaint or grievance is considered. However, if the Committee desires
additional information from any person it may continue the hearing and notify the
employee and the director of its decision to continue the hearing. The Committee may
then request the additional information from the director or the employee affected. A
copy of the written decision shall be filed with the director and employee.

H. Appeal to Council

If the employee is not satisfied with the decision of the Committee, the employee may
appeal the Committee's decision to the Council by filing a written appeal with the
chairperson and vice chairperson of the Council. A ctopy of the appeal-shall be filed
with the director at the same time. The chairperson shall set a time for hearing the
written appeal of the grievance or complaint. The hearing may be part of a regular
meeting of the Council or may be held during a-special meeting called for such
purpose. The appeal to the Council must be filed within five working days of the
decision of the Committee. The decision of the Council in regard to the grievance or
complaint is final. A copy of the written decision shall be filed with the director and

employee.

I. Effect of Failure to Proceed

If the employee fails to proceed with the grievance or complaint within the time limits
set forth in these rules or special time limits agreed upon, it shall be assumed the
grievance or complaint has been settled on the basis of the last decision reached or
that the employee does not desire to pursue the matter further. If a director fails to
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comply with the time limitations, the employee may proceed immediately to the next
step as if a decision had been reached with which theemployee was not satisfied.

J. Form and Content of Written Appeals

The written appeal shall contain such specific information as will adequately inform a
director, the Committee, or the Council of the incident from which the appeal arose. A
director, the Committee, or the Council may request additional information and may
request the information be presented in a specific form or letter and provided to all
parties involved. An employee may request that a third person be present to give
evidence or represent the employee, however, the third person may decline to present
evidence or represent the employee. All germane information presented at any hearing
may be added to and shall become a part of an appeal. All hearings shall be held in-an
informal manner. Any party, a director, the Committee, or the Council may call
witnesses and consider documents and written statements which shall not be limited
by legal rules of evidence. Witnesses may decline to participate in the hearing.

K. Notification of Hearing

An aggrieved employee or any person affected shall be given reasonable notice of any
hearing so that proper arrangements to attend the hearing can be made. An aggrieved
employee shall be allowed time off with pay to attend the hearing.

L. Coercion of Employees

A director or another supervisor shall not coerce an employee into not proceeding with
a grievance or a complaint or appearing as a witness at a hearing. An act of coercion
shall be considered as a reason for a grievance or complaint which may be combined
with the original grievance or complaint.

M. Amendments

A complaint or a grievance may be amended at any time prior to a decision. The
amendment must relate directly to the original complaint or grievance and allowance of
such amendments shall be within the discretion of the chairperson of the Committee or
Council. The Committee or the Council may impose terms or grant a continuance with
or without terms as a condition of such allowance. A request for an amendment shall
be submitted in writing either to the chairperson of the Committee or the Council, as
the case may be, and a copy shall be filed with the affected director.

-

X1HiI. NONPARTISAN POLITICAL PARTICIPATION GUIDELINES

In order to maintain fair and effective functioning of the Legislative Service Bureau, the
Legislative Fiscal Bureau, the Computer Support Bureau, and the Office of Citizens'
Aide, it is necessary that their employees not participate in partisan politics.
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A. Participation in Partisan Politics Defined.

Participation in partisan politics means and includes the following:

10.

Organizing a political party or club.

Actively participating in or attending fund-raising activities for a partisan
candidate or partisan political party.

-~

Becoming a partisan candidate for or campaigning for an elective phblic
office.

-

Actively working in or managing the campaign of a partisan candidaté for
public office.

Initiating or circulating a partisan nominating petition or soliciting votes for a
partisan candidate for public office.

Serving as a delegate, alternate, or proxy to a political party caucus or
convention.

Speaking at pc;litical party meetings in support of a partisan candidate for
public office or party office.

Giving or receiving money for partisan political purposes unless giving the
money for political purposes will remain confidential such as is provided in the
state income tax law.

Endorsing a partisan candidate for public office or political party office in a
political advertisement, broadcast, or campaign.

Speaking to a political convention, caucus rally, or similar gathering of a
political party except when providing information on an objective and
nonpartisan basis. : :

B. Ildentification as an Advocate

In addition employees must take care that the employee is not identified as an
advocate or an opponent of an issue which is subject to legislative debate except as
otherwise provided by law.

C. Allowable Political Functions

There are some political functions which can be exercised by legislative staff which
will not inhibit the exercise of a person's election franchise or free speech and will not
diminish the fair and effective functioning of the agencies. While the following is not
intended to be a complete list, it can be used as a guideline regarding allowable
political activities. An employee may do the following:
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Vote at all elections and register as a member of a political party.

Discuss publicly legislative issues and matters of public interest so long as
discussions are not directed toward party success or failure and so long as
the discussion does not promote or downgrade a party or member of a party
and lead other persons to believe that the employee favors one party or
another. :

Participate in nonpartisan elections or be politically active in issues which are
not specifically identified with any national or political party.

Participate in public affairs if the participation does not materially imply that
the employee favors one political party or another.

Attend political conventions or functions to which the public at large is invited
if the employee does not take part in the convention or in the deliberations
and refrains from a public display of partisanship.

Attend any political meeting such as where political candidates or political
figures are attending if the public at large is invited and if the attendance will
not result in the appearance to persons that the employee is engaging in a
political activity with the result that confidence in that employee could be
eroded.

a. Participation in the precinct party caucuses for presidential candidate
" selection is permitted since it is the equivalent of voting in a primary election.
Participation at a higher level, such as being a delegate to a county party
convention, is not permitted.

b. Behavior while participating in the precinct caucuses is governed by the
guidelines, including the specific guidance given in regard to what are
allowable activities and what are prohibited activities.

D. Application of Polidies to Immediate Family

The policies established shall not apply to the spouse or children of an employee.

Consultation with Department Head in Case of Questions

An employee should exercise judgment in participating in any activities that might be
construed by others as partisan in nature and which might compromise the belief that
the employee will work on a nonpartisan relationship. If an employee is in doubt about
attendance at a particular function or a possible political practice, that employee should
consult with the agency director prior to attending the function in order that the
employee’s right of free speech and association will be maintained and the efficiency
and fairness of the offices will not be compromised as a result of a lack of confidence
by the persons for whom the employee must work.
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F. Penalties

Penalty for violation of any provisions may include a warning, reprimand, demotion,
suspension, loss of reclassification, loss of salary increase, or termination of
employment. The director shall determine the penalty to be imposed, however, no
penalty, except a warning or reprimand, shall be imposed, until the violation and
penalty are reviewed by the Service Committee. The Service Committee may change
or modify the penalty through the grievance procedures. If a director violates. these
provisions, the Service Committee shall review the violation and impose the penalty, if
any. :

XIV.GIFTS AND SALES OF GOODS AND SERVICES

A. Gifts.

1. As used in this paragraph A, the words "gift," "honorarium,” "immediate
family member," person,” and "public disclosure” have the same meanings as
provided in chapter 68B of the lowa Code.

2. Except as provided in this paragraph A, a person or persons shall not, directly
or indirectly, individually or jointly, offer or make any gift or series of gifts to
an employee or an immeédiate family member of an employee. An employee
or the employee's immediate family shall not solicit any gift or series of gifts
at any time. An employee shall not seek or accept an honorarium.

3. Gifts of food, beverages, travel, and lodging which would otherwise be
prohibited may be received by an employee if the requirements of section
68B.22, subsection 4, of the lowa Code are satisfied.

4. A person may give, and an employee or an immediate family member of an
employee may accept, a nonmonetary gift or series of gifts if the gift or series
of gifts is donated within 30 days to a public body, a bona fide educational or
charitable organization, or the Department of General Services. The employee
shall file a report of the gift or series of gifts with the employee's legislative
agency. A report required to be filed pursuant to these rules shall by filed by
the fifteenth day of the month following the month in which the gift or series
of gifts was made or received. The report shall show the donor, donee,
nature, amount, date, and disposition or intended disposition of each gift or
series of gifts.

5. Each director shall designate a custodian of the reports filed with that agency.
The Legislative Council may request compilations on or copies of those

reports. The reports are available for public inspection as provided in Chapter

22 of the lowa Code.
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B. Sales of Goods or Services

1.

As used in this paragraph B, the words "iegisléti\)e employee,” "Ibbbyist " and
"person” have the same meanings as provuded in chapter 68B of the lowa
Code.

A legislative employee_shall not sell.goods or services with a value in excess
of $500 to a state agency, unless the sale has been made pursuant to an
award or contract let after public notice and competitive bidding. The public
bid requirement does not apply to legislative employees who are teachers at
accredited education institutions and ~-ho possess the appropriate license and
education requirements for that eduuatlon institution, or to publication of
various legal notices and .propositions in newspapers tha: have been
designated as the place for publication of legal notices or propcsitions.

Except as provided in this subparagraph, a permanent legislative employee
shall not sell, directly or indirectly, any goods or services to individuals,
associations, or corporations which employ persons who are registered
lobbyists before the general assembly.

A legislative employee who is not the director of a central legislative staff

agency may sell goods or services and not be in violation of this paragraph A
if all of the following conditions are met:

a. The employee obtains the prior consent of the director of the employee's
agency.

b. The goods or services to be sold do not include lobbying the general
assembly and selling goods or services to the general assembly.

c. The duties and functions performed by the legislative employee are not
related to the legislative authority of the general assembly over the
individual, association, or corporation or the duties and functions
performed by the legislative employee for the general assembly will not
be affected by the proposed sale of goods or services to the individual,
association, or corporation.

d. Either the value of the goods or services is under $500, or the value is
greater than $50C and the contract is let either with someone other than
a state agency, or with a state agency, but has been let after public
notice and competitive bidding.

If the legislative employee is the director of a central legislative staff agency,
all of the above requirements shall apply, except that prior consent of the
Legislative Council shall be required in lieu of consent of the director of the
agency.

Each director shall specify a procedure for receiving and recording requests by
employees for permission to sell goods or services. Records of the requests
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are available for ‘public inspection as provided in Chapter 22 of the lowa
Code. This chapter shall not apply to goods or services rendered voluntarily
by an employee for which no compensation is received. This chapter shall
not be construed to permit sales of goods or services which would either
constitute an unlawful receipt of an honorarium or would constitute services

against the interest of the state in violation of section 68B.6 of the lowa -

Code.
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An employee of a central legislative staff agency is required to file this report with
the employee's agency when any gift or series of gifts, as defined in section 68B.2,
is received by the employee or an immediate family member of the employee. This
does not apply to gifts of food, beverage, travel, and lodging if the requirements of
section 68B.22, subsection 4, are met and the director is notified. This report is
due by the 15th of the month following the month in which the gift was received.

Please note: lowa law prohibits the acceptance of any gift or series of gifts, but
allows the acceptance of a nonmonetary gift or series of gifts if donated within 30
days to a public body, a bona fide educational or charitable organization, or the
Department of General Services. lowa Code Chapter 68B should be reviewed with
respect to the definition of gift and other pertinent requirements.

1. Donor/Organization
Date Received
Nature and Amount

Disposition

2. Donor/Organization
Date Received
Nature and Amount

Disposition

3. Donor/Organization
Date Received
Nature and Amount

Disposition

Date S Donee's Signature
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XV. EMPLOYEE CONDUCT

Each director shall have the authority to define policies and procedures for the .-

operations of their agencies within the context of these guidelines and each agency's
" operating requirements. The director shall compile these policies and procedures into
an employee handbook that is provided to all employees of the agency.

Such policies and procedures may include, but are not limited to, those relating to
dress code, smoking in the workplace, outside employment, and various operating
procedures. )

Such policies and procedures shall be filed with the Service Committee for its review
and approval.
XVI.PERSONNEL RECORDS

The director or the director's designee shall maintain and be custodians of all personnel
files on each employee of that agency. These files shall also include but not be limited

to performance evaluation records and any disciplinary proceedings against the

employee. An employee who is no longer employed by the agency, whether by
resignation or termination, shall have the employee's file kept in the agency for a
period not to exceed two years, then transmitted to the General Services Records
Center. Employees shall have the right to inspect and have copies made of their
personnel files during regular business hours. All records shall be held as confidential
in accordance with Code Section 19A.15.

XVII.LUNAUTHORIZED COMPUTER ACCESS (HACKING)

Unauthorized computer access is the attempt, successful or unsuccessful, to access
the legislative computer system without proper authorization from the Legislative
Computer Support Bureau. Unauthorized computer access includes but-is not limited
to: Attempting or using a sign-on belonging to another individual, attempting to
access modes and data without proper authorization, or attempting to disrupt the
computer system by intentionally causing the computer system to abort or terminate.

Unauthorized computer access is also any attempt to compromise data stored on a
microcomputer {pc) within the capitol complex or belonging to the Legislature or any
attempt to alter the hardware or software without authorization of the Computer
Support Bureau.

Unauthorized access attempts will be monitored by the Legislative Computer Support
Bureau and immediate notification will be made to the Secretary of the Senate, Chief
Clerk of the House, and the directors of the central staff agencies.
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The Legislative Computer Support Bureau will attempt to provide details to help
determine where the unauthorized access was made and, if possible, the actual person
or persons attempting the unauthorized access.

The Legislative Computer Support Bureau may disable the user-id of any employee
found attempting unauthorized access and will restore the user privilege only at the
direction of the Service Committee. The Legislative Computer Support Bureau shall
notify the employee and the employee's director when a user-id has been disabled.

Penalties for unauthorized access or the attempt of unauthorized access of the
legislative computer system or microcomputers may include a warning, reprimand,
demotion, suspension, loss of reclassification, loss of salary increase, or termination of
employment, as determined by the employee's director. The Service Committee may
change or modify the penalty through the grievance procedures prescribed in Part Xll
of these guidelines.

XVIil.CONFLICTS OF INTEREST

A. An employee of a central legislative staff agency shall seek to avoid all conflicts of
interest between the employee's own financial, business, property, or personal
interests and the interests of the employee's agency. Depending on the
circumstances, the interests of the employee's agency may or may not be
synonymous with the interests of the legislative branch or the state in general.

B. An employee of a central legislative staff agency shall not accept outside
employment or enter into a financial, business, property, or personal relationship if
the outside employment or financial, business, property, or personal relationship
will or may reasonably adversely affect the employee's professional judgment
exercised by the employee on behalf of the employee's agency.

C. An employee of a central legislative staff agency shall not disclose or use
confidential information acquired in the course of the employee's professional
responsibilities performed on behalf of the employee's agen.y in order to benefit
the employee's outside employment or financial, business, property, or personal
relationship.

D. In determining whether a conflict of interest or potential conflict of interests exists
an employee shall take into consideration the following factors:

1.  Whether a substantial threat to the employee's ihdependence of judgment has
been created by the conflict situation.
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2. Whether a substantial likelihood exists that the performance of the
employee's professional responsibilities will affect the outside employment or
financial, business, property, or personal relationship.

3. Whether the exercise of the employee's professional responsibilities,
considering the outside employment or financial, business, property, or
personal relationship, would give rise to the appearance of professional
impropriety and therefore diminish legislative and public confidence in the
employee's conduct or the operations of the employee's agency.

An employee may consult with the agency director in order to determine whether

a conflict of interests or potential conflict of interests exists.

If the director of an employee’s agency determines that a conflict of interests or
potential conflict of interests exists, the director may require the employee to
make full disclosure to the director of all relevant facts relating to the outside
employment or financial, business, property, or personal relationship, in order to
determine what steps may be necessary to take in order to eliminate the conflict
of interests or potential conflict of interests.
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