
 

 

 

Personnel Committee Meeting Agenda 

January 20, 2020 

6:30 PM 

 

 

Chairperson:  Kimberly Downey 

Committee Member:  Mike Caughey 

Committee Member:  Robert Boese 

Meeting Location:  Harrisburg Municipal Center @ 354 Smith St. 

 

PUBLIC NOTICES: 
 

1. This meeting is open to the public and will be tape-recorded. 
2. Copies of the Staff Reports or other written documents relating to each item on the agenda are 

on file in the office of the City Recorder and are available for public inspection. 
3. The City Hall Council Chambers are handicapped accessible.  Persons with disabilities wishing 

accommodations, including assisted listening devices and sign language assistance are 
requested to contact City Hall at 541-995-6655, at least 48 hours prior to the meeting date.  If a 
meeting is held with less than 48 hours’ notice, reasonable effort shall be made to have an 
interpreter present.  The requirement for an interpreter does not apply to an emergency meeting.  
ORS 192.630(5) 

4. Persons contacting the City for information requiring accessibility for deaf, hard of hearing, or 
speech-impaired persons, can use TTY 711; call 1-800-735-1232, or for Spanish voice TTY, call 
1-800-735-3896. 

5. The City of Harrisburg does not discriminate against individuals with disabilities, and is an equal 
opportunity provider. 

6. For information regarding items of discussion on this agenda, please contact City 
Recorder/Assistant City Administrator Michele Eldridge, at 541-995-6655 
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CALL TO ORDER AND ROLL CALL 

CONCERNED CITIZEN(S) IN THE AUDIENCE.  (Please limit presentation to two minutes per 
issue.) 

APPROVAL OF MINUTES 

Motion to Approve the Minutes of October 9, 2019 

 

2. THE MATTER OF RECRUITING A NEW CITY ADMINISTRATOR 

STAFF REPORT:         

                          Exhibit A: City Administrator Recruitment Timeline 

                         

ACTION:          TBD – Make recommendations to the City Council for the next steps 
to be taken in the City Administrator Recruitment Process.  

 

3. THE MATTER OF REVIEWING POLICY NO. 105 – RETITLED TO ‘NO-
HARASSMENT’ 

STAFF REPORT:  

   Exhibit A: NO-HARASSMENT POLICY NO. 105 

    

 

ACTION:   I move to recommend Policy No. 105, ‘No-Harassment’ to the City 
Council as prepared/amended.  
 

ADJOURN 
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Personnel Committee Meeting Minutes 
October 09, 2019 

 
 
The Personnel Committee met on this date at the Harrisburg Municipal Center, at the hour of 
6:00pm.  Presiding was Chairperson Kimberly Downey.  Also present were Robert Boese, Interim 
City Administrator John Hitt, and City Recorder/Asst. City Administrator Michele Eldridge.  
Personnel Committee member Mike Caughey participated orally/visually through an App called 
Whats App, from his vacation.  
 

CONCERNED CITIZEN(S) IN THE AUDIENCE.  None 

THE MATTER OF RECRUITING A NEW CITY ADMINISTRATOR: 

Staff Report:  Eldridge reiterated the information in the staff report; she also reminded the 
committee that the interview questions were protected under ORS 192.355(4) and were therefore 
not part of the public domain.   

The Personnel Committee members reviewed the questions for roughly a half hour and deliberated 
about which ones they felt could be shared in the Welcome Information that Eldridge would be 
providing.  Some of the questions were fairly basic, and the committee chose a few of those.  They 
also decided to allow the question in relation to an employee who went through a disciplinary 
process, because those can sometimes be harder to remember when you are sitting through an 
interview that can be somewhat stressful.  The questions that they determined could be shared with 
candidates were No. 2, No. 5, No. 6 and No. 10.   

The committee then discussed the way the questions were scored and decided to go to a 1 to 3 
scoring option, instead of 1 to 5.  The committee also reviewed the competencies; Eldridge 
explained that staff would be using a sheet like the one shared with them for the upcoming 
interviews for the person who would be replacing Patsy.   

The committee had determined which questions to use, as well as the scoring changes through 
consensus.  Therefore, no motions were needed.   

The meeting was adjourned at the hour of 6:50pm.   

_____________________________  ___________________________________________ 
Chairperson     City Recorder/Asst. City Administrator  
 

Personnel Committee Minutes 
October 9, 2019 
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UNAPPROVED
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Agenda Bill 
Harrisburg Personnel Committee  

Harrisburg, Oregon 
 
 

 

THE MATTER OF RECRUITING A NEW CITY ADMINISTRATOR 

STAFF REPORT:  

   Exhibit A: City Administrator Recruitment Timeline 

    

ACTION:   TBD – Make recommendations to the City Council for the next 
steps to be taken in the City Administrator Recruitment Process.  

 
THIS AGENDA BILL IS DESTINED FOR: Regular Agenda - Jan 20, 2020 
 
 

BUDGET IMPACT 

COST BUDGETED? SOURCE OF FUNDS 

TBD yes General Fund 

 
STAFF RECOMMENDATION: 
Staff recommend the Personnel Committee discuss each topic and make a 
recommendation to the City Council for the next steps to take in the recruitment 
process.  
 
BACKGROUND INFORMATION: 
The City Council has now had two official recruitments for a new City Administrator, as 

well as interviews.  After much discussion, the City Council decided that they wanted to 

expand the recruitment efforts and start a third recruitment for City Administrator.  

 

Salary Levels:  The last recruitment specified a salary wage scale of $90,000 to 

$110,000 for City Administrator.  While some of the lack of response to the recruitment 

might be due to posting during the holidays, it might also be prudent to consider 

changing the salary scale yet again.  Toledo, which has a higher cost of living than 

Harrisburg, and a similar population level (3,680 vs. 3,580), has a salary scale of 

$90,000 to $125,000 listed for their position.  Eagle Point, which is larger than 

Harrisburg at a population of 9,000, has a salary scale of $104,671 to $121,890.   

 

Because of the higher cost of living in Toledo, Harrisburg might want to consider raising 

the top end of the salary scale to $120,000 but leave the bottom scale at $90,000.  

However, due to the concerns expressed over the recent staff re-organization, and the 

fact that response may have been limited by the holidays, the city could certainly decide 

to stick with the current salary scale.   
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Recruitment:  The city has been using the services of OCWCOG to assist with the 

recruitment efforts.  Because the work loads of management staff have been 

consistently high, and with the construction season heating up ahead of us, staff is 

suggesting that we continue to contract out for most of our recruitment services.  

Whenever possible, City Staff will pick up certain activities which will help to reduce our 

overall costs.  Most of our recruitment materials will remain the same, with updates 

depending upon what salary levels the committee decides should be applied to the 3rd 

recruitment.   

 

The City Administrator will be reaching out to both OCWCOG and Prothman to review 

the costs for the 3rd recruitment and will bring this information to the meeting.  In 

addition, staff will be pursuing some direct marketing to cities of similar size, and those 

with more layers of management staff.   

 

Timeline:  A revised recruitment schedule is attached as Exhibit A.  Please note that 

depending upon any contract a new employee may have; the new Administrator may 

not be able to start until the end of May.  Do remember that just as Brian did, the new 

person can possibly negotiate with their previous employer to shorten their separation 

date. 

 

Interview Questions: Staff is recommending that we keep the same questions we used 

the last time.  However, copies of both the 1st & 2nd interview questions will be brought 

to the meeting if needed for further discussion. 

 

MOTION (If necessary): 
TBD – Make a recommendation to the City Council for the next steps to be taken in the 
City Administrator Recruitment Process. 
 
 
REVIEW AND APPROVAL: 
 
 
 
John Hitt   Date 
Interim City Administrator 
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FROM THE OFFIC E OF T HE CITY RE CORD ER /AS S T.  CITY A DMINIST RATOR  

TO: PERSONNEL COMMITTEE & CITY COUNCIL – JANUARY 2020 

SUBJECT: CITY ADMINISTRATOR RECRUITMENT TIMELINE – THIRD TIME IS THE CHARM! 

DATE: ACTION: 

JANUARY 28, 2020 CITY COUNCIL TO APPROVE RECRUITMENT SCHEDULE, SALARY SCALE AND PERSONNEL 

COMMITTEE RECOMMENDATIONS 

JAN 29 TO FEB 4, 2020 POST POSITION OPENING TO CITY WEBSITE, LOC ($20), OCCMA LISTSERV & ICMA ($450); 

COMPANY TO MAINTAIN AND MONITOR ONLINE RECRUITMENT PROCESS – APPLICATIONS 

FOR QUALIFIED CANDIDATES SHOULD BE SENT TO STAFF ON REGULAR BASIS 

MON, FEB 3, 2020 START DIRECT MARKETING CAMPAIGN; MAIL BROCHURE TO PROSPECTIVE CANDIDATES 

THU, FEB 20, 2020 DEADLINE FOR CANDIDATES TO APPLY 

FRI, FEB 21, 2020  1ST REVIEW OF QUALIFIED CANDIDATES USING SCREENING MATERIALS (CITY STAFF) 

MON, FEB 24, 2020 PERSONNEL COMMITTEE MEETS TO REVIEW FINAL APPLICANT POOL, AND TO DETERMINE 

NUMBER OF CANDIDATES TO INTERVIEW. 

TUES, FEB 25, 2020 CONVEY DETERMINATION TO HIRED COMPANY.  THEY COMMUNICATE WITH CANDIDATES 

NOT PROGRESSING FORWARD TO INTERVIEW, AND CALL CANDIDATES WHO WILL BE 

INTERVIEWING WITH THE CITY COUNCIL.  

MON, MARCH 9, 2020 INTERVIEWS DURING EXECUTIVE SESSION – CITY COUNCIL AND DEPARTMENT HEADS 

DETERMINE TOP CANDIDATE(S) 

TUES, MARCH 10, 2020 IF NEEDED, AN EXECUTIVE SESSION AFTER THE BUSINESS MEETING CAN BE HELD FOR 

FURTHER DISCUSSION 

WED, MARCH 11, 2020 CONVEY INFORMATION TO COMPANY, THEY START BACKGROUND AND REFERENCE CHECKS 

MON, MARCH 16, 2020 COMPANY TO CONVEY RESULTS OF BACKGROUND AND REFERENCE CHECKS 

WED, MARCH 18, 2020  POSSIBLE EXECUTIVE SESSION IF NEEDED.  CITY STAFF MAKE THE JOB OFFER AND START 

CONTRACT NEGOTIATIONS 

TUES, MARCH 24, 2020 SPECIAL CITY COUNCIL MEETING TO ACCEPT/DISCUSS CONTRACT NEGOTIATIONS; 

SCHEDULE FURTHER COUNCIL MEETINGS MIGHT BE NEEDED. 

MAY 24, 2020 POSSIBLE START DATE FOR NEW CITY ADMINISTRATOR DEPENDING ON CONTRACT 

REQUIREMENTS AT PREVIOUS CITY, IF APPLICABLE.   
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Agenda Bill 
Harrisburg Personnel Committee  

Harrisburg, Oregon 
 
 

 

THE MATTER OF REVIEWING POLICY NO. 105 – RETITLED TO ‘NO-
HARASSMENT’ 

STAFF REPORT:  

   Exhibit A: NO-HARASSMENT POLICY NO. 105 

    

 

ACTION:   I move to recommend Policy No. 105, ‘No-Harassment’ to the City 
Council as prepared/amended.  
 

THIS AGENDA BILL IS DESTINED FOR: Regular Agenda  
 

BUDGET IMPACT 

COST BUDGETED? SOURCE OF FUNDS 

N/A N/A N/A 

 
STAFF RECOMMENDATION: 
Staff recommend the committee review the policy changes and forward it to the 
City Council for final approval.  
 
BACKGROUND INFORMATION: 
The Oregon State Legislature made some changes to the way that harassment should 

be handled by public employers in Oregon and had set a deadline of Jan 1, 2020 for 

public employers to set up policies on how they addressed harassment.  The City of 

Harrisburg had addressed harassment, and in some ways, more thoroughly than in 

other locations.  However, some of the harassment information was spread in other 

locations in the employee manual, such as in the EEOC segment. This ties all the 

different types of protected classes into the harassment section in one policy. 

 

Tamara Jones is one of the main staff attorneys at CIS, who has been working on a 

new model manual.  Staff had planned on starting another review of our manual earlier 

this summer but was advised to wait until the model manual was released by CIS. 

Comparing city policy to the model manual is an advantage to the City, due to the legal 

expertise that CIS is able to provide.  

 

Policy No. 105 Harassment, (Exhibit A) has now been updated to include the 

information from CIS.  (We chose this policy to start the review process, due to its 

importance to the City.)  Most of the changes are excellent, and largely removed any 

vague language for how an employee could interpret whether or not their behavior could 

be considered as harassment.  It also addresses some changes due to how case law 7



has changed in the State of Oregon, including the fact that behavior when an employee 

is off-duty could be construed as harassment.   

 

It also stresses the way that the City can protect and assist our employees who have 

been affected by harassment, which is important when it comes to issues that could be 

litigious. Some of the section under ‘Other Employee Rights’, is also important to note, 

because it defines how the city would address nondisclosure agreements, and non-

disparagement agreements.  (This is one of the sections that the attorney’s dislike, and 

feel is unfair to cities).  While it doesn’t need to be in the policy, it’s strongly suggested 

that it is included, because it’s easy for management staff to forget the process that is 

required by law.  (If it isn’t present in the policy, it would still need to be provided to 

employees who are participating/involved in a harassment investigation.)  By providing it 

in the policy, it makes certain that all employees have a copy from the start of their 

employment.  

 

Staff will walk the Personnel Committee through the changes in this policy as we have 

in the past.  Management staff members reviewed the policy and have made some 

changes which are included in the draft the committee is reviewing.  This particular 

policy will be given to employees who will be asked to review and sign that they have 

received it, rather than waiting until the entire manual is completed.  

 

MOTION (If necessary): 
I move to recommend Policy No. 105, ‘No-Harassment’ to the City Council as 
prepared/amended.  
 
 
REVIEW AND APPROVAL: 
 
 
 
John Hitt   Date 
Interim City Administrator 
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