
Employment 
 
3.1 Orientation of New Employees
 
The Human Resources Department is responsible for conducting new employee 
orientation. This orientation will take place on or near the first day of employment to allow 
the new employee to review the City's benefit plans and to sign those documents 
necessary to add him or her to the payroll. 
 
Occupational Safety and Health Act (OSHA) regulations require that employees who 
handle hazardous materials be trained in the proper use, handling, disposal procedures 
and safety precautions of those materials.  It is the department head's responsibility to 
insure that this training be provided on the first day of employment and that upon 
completion of this training, the Hazardous Materials Training form is signed by the 
supervisor and employee. (A copy of this form is located in the Safety Handbook.) This 
original form is to be returned to the Human Resources Department for inclusion in the 
employee's Human Resources file. 
 
3.2 Human Resources Forms
 
Requisition Forms are to be used when a department wishes to fill a vacant position.  The 
manager must complete the form and receive appropriate approval before the recruitment 
process starts. 
 
Human Resources Action Forms are to be used for new hires, separations and other 
actions as shown on the sample.  This form must be completed by the appropriate 
department representative and forwarded to the Human Resources Department before any 
employee action takes place. 
 
3.3 Recruiting
 
The Finance and Administration Director or designee has the primary responsibility for 
centralized recruitment. Recruitment, selection and promotion practices for the Police 
and Family Services Departments shall also be governed by approved internal 
departmental written procedures and are part of these regulations.  No person will be 
hired or promoted into a position unless that position is a vacant, approved (budgeted) 
position and is properly classified.  
 
The City’s recruiting policy is designed to supply qualified applicants to fill immediate and 
specific openings and to provide sources for a reasonably constant supply of applications 
from which to make future choices.  The emphasis at the City of Manassas is on quality 
rather than quantity of applicants.  Therefore, it is imperative that people involved with 
recruiting have adequate knowledge of the skills required to perform the job, as well as the 
personal qualifications needed. 
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It is our intention to develop and maintain good relationships with a variety of recruiting 
resources to enable us to meet our professional, technical, management, clerical and labor 
needs in an efficient and timely manner. 
 
The City of Manassas is an equal opportunity employer, and as such, will ensure the 
equality of hiring without regard to race, creed, age, sex, disability, or national origin.  
Pursuant to Virginia law, the City of Manassas gives consideration to veterans and 
additional consideration to disabled veterans in its hiring practices.  We are committed to 
non-discrimination and equal employment opportunity. 
 
3.4 Requisition
 
When it is determined that a new employee is needed, the requesting manager will contact 
the Human Resources Department.  The manager will complete a Personnel Requisition 
Form specifying the duties of the position and the minimum qualifications necessary for all 
candidates applying. 
 
The manager will indicate job title, duties, whether it is a new position and whether it is 
regular or temporary.  If temporary, he or she will indicate length of employment; if summer 
help, he or she will indicate this. 
 
After the manager approves the request, it will be sent to the next level of management for 
signature. 
 
When the job is filled, Human Resources will complete the bottom of the form, indicating 
who filled the position and when.  The form is then retained in the Human Resources 
Requisition Book. 
 
3.5 Professional Recruiting
 
All outside contacts should be handled by Human Resources.  If the supervisor/manager 
has sources associated with his or her profession, he or she should inform the Human 
Resources Department and they will decide jointly how to best utilize those resources. 
 
Additions or replacements will be obtained by the Human Resources Department as 
follows: 
 

a. Solicit new applications by newspapers and/or posting the ad on their websites, 
by trade journal want ads and/or posting the ad on their websites, and/or by 
contacting private and state employment agencies. 

 
b. All applicants will complete an application. 

 
c. Managers should interview all qualified applicants and provide Human 

Resources with a short written statement as to the reasons for rejection or 
acceptance. 
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d. All reference checking and employment verification will be done by the Human 

Resources Department. 
 

e. After an applicant is selected, the offer is made via the Human Resources 
Department.  If the offer is accepted, the new employee will be instructed where 
to report to work and the starting date and time. 

 
f. If the offer is rejected, review the remaining candidates for another choice.  If 

none are acceptable, go back to step “a.” of the procedure. 
 
Initial screening of resumes and applications will be done by Human Resources and the 
supervisor/manager to remove unqualified candidates from the interviewing and reference 
checking activities. 
 
The applicant will be interviewed by a panel to verify the information on the application 
form, answer the questions the applicant has, describe the job opening, and provide an in-
depth explanation of the position and the department. 
 
The most likely candidate should be interviewed again by the supervisor/manager before 
the offer is made.  The combination of first impressions, discussions with Human 
Resources and the re-interviewing helps reduce the “halo effect” and gives Human 
Resources time to check references and work history. 
 
Human Resources should do all reference checking for personal and/or professional 
contacts which the manager may have.  Discrepancies between verbal facts and the 
prospect's application form must be approached cautiously and skillfully. 
 
3.5.1 Reference Checks and Employment Verification
 
Reference checking and employment verification should be done by Human Resources 
with special attention given to the following items: 
 

a. College and high school records. 
 

b. Previous employment - telephone, for expediency.  Those not responding to a 
telephone call can be checked by mail or fax. 

 
c. Professional contacts held by either Human Resources or the 

supervisor/manager and those provided by the applicant during the interview. 
 
3.6 Advertising Recruitment 
 
Public advertising should be geared to the labor market needed to get qualified applicants. 
 For example, clerical and other entry-level positions should be recruited through local 
newspapers, while more specialized or technical jobs should be advertised throughout the 
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Metropolitan Washington, D.C. area.  (Senior staff or highly specialized positions should 
also be advertised in professional journals, major newspapers, or nationwide.)  Obviously, 
the advertising period (10 to 60 days) should also be geared to the breadth of advertising 
being conducted. 
 
All positions advertised, internally or externally, will meet the following criteria: 
 

a. The advertising will specify that it is internal for interested employees only when 
internal advertising is selected. 

 
b. All advertising will have a specified time and date for closing (e.g., November 1, 

1999, at 5:00 p.m.).  Only applications received or postmarked by that time will 
be considered unless the position is readvertised or the applicant pool is 
inadequate.  Some difficult to fill positions may be advertised as open until 
filled. 

 
c. All advertising will carry the instructions that applications will be received in the 

City Human Resources Department. 
 
Department Heads and/or their designee will be delegated the authority to receive 
applications and hire with the consent (signature) of the City Manager.  Hiring authority will 
not be delegated below the level of Department Head.   
 
3.6.1 Vacant Job Openings
 
In filling vacant job openings, the City shall: 
 

a. Hire the best qualified applicant from among a reasonable pool of applicants; 
 

b. Afford equal opportunity by providing equal access to jobs in the recruitment 
process; and 

 
c. Afford opportunities for promotion to current employees to the extent that this 

objective is compatible with getting the best qualified applicant. 
 
In order to promote these objectives, it shall be the policy of the City of Manassas to recruit 
for job vacancies by the following methods:* 
 

i.  All entry-level positions (defined by each department head) will be advertised 
internally and externally for a concurrent advertising period of at least ten (10) 
days from the date of the announcement. 

 
ii. Advertisements will be advertised locally and the Virginia Employment 

Commission.  Advertisements will also be circulated to each City Department for 
the benefit of interested employees. 
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* These policies shall apply to all departments except Police and Family Services 
which have established alternative merit systems based on their own needs and/or 
state regulations. 

 
Applications for employment are only accepted for posted positions.  The department head 
may elect to advertise internally for the benefit of current employees if it is believed that an 
adequate pool of applicants exists in the labor force.  The advertising period would be for a 
minimum of five (5) days and notices will be circulated to all departments.  During the 
internal application period, no applications from the general public will be considered. 
 
If the department head is satisfied that an adequate pool of qualified applicants is available 
for the position internally, he or she may offer the position to a qualified employee.  If the 
department head is not satisfied that there is an adequate pool of applicants he or she may 
elect to advertise publicly at the close of the internal advertising. In this case, the 
Department Head or Finance and Administration Director or designee shall advise 
interested employees that their applications will be considered along with others received in 
the public advertising period. 
 
3.6.2 Employee Referral Program
 
All City employees except grade 18 and above, Human Resources, and managers with 
hiring authority over the referred candidates, are eligible to participate in the Employee 
Referral Program for Public Safety candidates. 
 
The referral must represent the Public Safety candidate’s first contact with the City.  
Temporary, summer, contract, interns and former employees of the City are not eligible 
candidates for referral awards.  The referral date cannot be earlier than the date the job 
requisition is posted.  The hiring of a referred Public Safety employee must occur within 
180 days of the initial referral date. 
 
To be eligible for the $500 employee referral award, the Public Safety referrals must first 
be submitted to Human Resources and must include a Candidate Referral Form with an 
Employment Application attached or an Employment Application with the employee’s 
name listed as the initial contact for referral.  The Official Referral Form is located at the 
end of this Section in the Employee Handbook.  The first employee to refer a Public 
Safety candidate will be the only referring employee eligible for payment.  The referring 
employee must still be employed by the City during the hired Public Safety candidate’s 
probationary period in order to receive payment. 
 
3.7 Promotional Opportunities
 
The City recognizes the importance of self-development for its employees and provides 
advancement opportunities for those employees interested in enhancing their career with 
the City.  Vacancy lists are posted within City Hall and are distributed to City work sites so 
that employees will know of current vacancies and can make application for a position 
vacancy for which they are qualified.  Employees on probation are not eligible to apply for 
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promotional opportunities outside their current departments until they have successfully 
completed their probation. 
 
Promotion is defined as the advancement to a higher pay range authorized for an 
employee in conjunction with increased job duties and responsibilities. When an employee 
is promoted, his/her salary will be determined using the same criteria as a similarly 
situated new hire, using both internal equity and external market comparisons.  
However, under no circumstances will he/she make less than the minimum of the new 
grade.  A promotional increase starts a new 12-month review cycle.  The employee's merit 
review date will be changed to the effective date of the promotion.  Upon promotion a new 
probationary period will start. 
 
3.8 Transfer and Lateral Moves
 
Transfer is defined as the movement from one position to another in the same pay grade. 
Employees on probation are not eligible to apply for transfers outside their current 
departments until they have successfully completed their probation. 
 
When an employee is transferred, reassigned or accepts a lateral position within the same 
salary grade, the employee will not be eligible for a salary increase as a result of the move 
and his/her merit review date will not change.  If three or more months have passed since 
an employee's last review, a performance evaluation should be completed and passed on 
to the new supervisor.  Upon transfer, a new probationary period will be started for 
evaluative purposes only and will not change the employee’s annual review date, nor will 
this probationary period affect the employee’s eligibility for benefits. 
 
3.9 Demotion
 
Demotion is defined as a reduction in job duties and responsibilities of an employee, 
sometimes in conjunction with a salary decrease, depending on the circumstances.  There 
are four types of demotion categories.  A description of each and the methods for deriving 
the appropriate rate of pay is as follows: 
 

Demotion to prevent lay off as a result of reduction in force:  If an employee is 
moved to a lower classification within the same department during a reduction in 
force for economic reasons, his/her salary remains the same or at a comparable 
rate of pay. 
 
Demotion as a result of redefinition:  When, as a result of redefinition, the class of a 
position is changed to a class of a lower grade, the incumbent's salary will remain 
the same.  If the employee's salary is above the top of the new range, the salary will 
be frozen until the salary range of the new class allow equal salary rate and salary 
increase. 
 
Demotion - Voluntary:  If an employee is moved to a lower classification because of 
a voluntary choice of the employee, the rate of pay will be set in the same manner 
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as for original hires, provided it is not higher than the current rate of pay.  The 
method for adjusting the employee's salary will be determined by the reason for the 
demotion. 
 
Demotion - Disciplinary:  If an employee is moved to a lower classification because 
of disciplinary or performance difficulties, his rate of pay will be decreased by a 
minimum of 10%. 

 
3.10 Reinstatement
 
Reinstatement is defined as employment following a return to duty in the same class within 
ninety (90) consecutive calendar days from the date of separation.  An individual returning 
to the employ of the City within ninety (90) calendar days of separation may return to duty 
in the same position and class, subject to the approval of the department head and the City 
Manager.  The appropriate pay within the approved range of the class for all reinstated 
employees shall be determined by the City Manager or his or her designee.  Anniversary 
dates for all reinstated employees will remain unchanged, except when a reinstated 
employee has missed one full pay period or more from his or her position prior to 
reinstatement, in which case the anniversary date will be amended to reflect the days 
missed to the nearest full pay period.  All time earned previous to reinstatement shall be 
counted toward the probationary period, annual leave, length of service, etc.  However, 
actual time missed prior to reinstatement shall be discounted from actual annual leave 
accrual to the nearest pay period. 
 
3.11 Reemployment
 
Reemployment is defined as employment following a separation from City employment of 
more than ninety (90) consecutive calendar days from the date of separation.  A new 
anniversary date shall be effective one year from the first day following his or her return to 
service.  This anniversary date will be the basis for computation of all merit increases and 
other salary adjustments.  A returning employee will usually be placed at the minimum of 
the position's approved pay range.  Occasionally, however, based on the returning 
employee's prior proficiency and experience in same or related capacity, compensation 
above the minimum of the assigned range may be made upon recommendation by the 
department head, and approval of the City Manager or his or her designee.  All time 
earned in previous employment shall not be counted toward leave or other longevity-based 
employment conditions or benefits.  Refer to the VRS manual for retirement entitlements.  
Reemployment constitutes a break in service. 
 
3.12 Resignation
 
Resignation is a voluntary separation from employment through prior notification to the 
supervisor/manager initiated by the employee.  All classified employees desiring to resign 
their employment with the City shall submit written notification of such intent to their 
supervisor.  This notification shall include the reason for resignation and the actual date 
and hour the resignation is to become effective and shall be signed by the employee.  A 
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copy of the notification shall be forwarded to the Finance and Administration Director or 
designee along with a Personnel Action Form for its inclusion in the official Human 
Resources file. Once an employee resignation is submitted, no leave shall be granted to 
the employee prior to their termination date. Human Resources will acknowledge receipt 
of all resignations.  Employees absent without leave for three or more consecutive days 
will be considered to have voluntarily resigned their positions. 
 
In order to leave in good standing, employees are requested to give at least fourteen (14) 
calendar days notice prior to the effective date of resignation, except where specific 
circumstances prohibit such advance notification.  Department heads are expected to 
provide thirty (30) calendar days notice.  Resignation may be withdrawn by the employee 
prior to the effective date only with the approval of the department head and the City 
Manager or his or her designee.  Employees shall receive payment for all annual leave for 
which they are eligible at the time of resignation.  Failure to give proper notice, job 
abandonment, and voluntary resignation in lieu of termination may result in loss of 
reemployment/reinstatement rights.  The Finance and Administration Director or designee 
or his or her designee will conduct exit interviews with employees leaving City service as 
far as practical.  Information received during an exit interview will be held strictly 
confidential and will not be made a part of the employee's Human Resources file. 
 
3.13 Reduction in the Work Force (Layoffs)
 
From time to time, various factors such as adverse economic conditions, City or 
department reorganization, lack of sufficient work, abolishment of positions, or other 
situations may result in the necessity to reduce the work force of the City.  The City 
Manager has the right and obligation to manage the work force to the best interest of the 
City and may require implementation of the reduction in work force procedure.  The 
following will serve as the general procedure for reduction in work force for positions 
funded in part or in total by the City. 
 
In that the City has provided procedures for the removal of employees for unsatisfactory 
performance and for disciplinary reasons, it will be assumed that all employees, unless 
otherwise noted, are serving in a satisfactory manner.  Therefore, in order to provide for a 
uniform, fair, equitable, and effective base for the determination of layoffs the length of 
continuous City service will provide the basis for determining the order of layoff.  
Extraordinary circumstances may cause other considerations to be the basis for 
determining order of layoff when approved by the City Manager. 
 
A reduction in the work force will be managed on an individual department basis.  The 
Department Head, unless otherwise directed by the City Manager or his or her designee, 
will have the responsibility for the identification of organizational sections, job 
classifications, positions, and individuals affected.  The Department Head will recommend 
to the City Manager the order of layoff by classification.  Once that order has been 
determined, if there is more than one person in this classification, the employee with the 
least amount of continuous City employment will be the first to be laid off. 
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In all cases where a reduction in the work force necessitates the actual discharge of 
employees the following order of priority will be strictly adhered to within the specified 
classification: 
 

temporary or seasonal employees 
probationary employees  
regular part-time employees 
regular full-time employees 

 
All employees to be laid off will be provided with a minimum of two weeks written notice.  In 
lieu of two weeks written notice, two weeks pay may be given. 
 
Affected employees will be given first preference consideration in any reinstatement or 
reemployment should a vacancy of the same classification occur in the department which 
they left.  This right to reemployment or reinstatement shall be limited to one (1) year from 
the official date of layoff. 
 
Layoff Procedure:  Prior to a reduction in force, the names and job titles of any and all 
regular employees scheduled for layoff shall be submitted by the appropriate Department 
Head to the Department of Human Resources  for approval and not until the Finance and 
Administration Director or designee has approved and confirmed the names submitted for 
layoff shall any layoff be consummated. 
 
3.14 Nepotism
 
Members of an employee's immediate family will be considered for employment by the City 
provided the individual possesses all of the qualifications for employment. 
 
However, immediate family members of an employee may not be hired if it would: 
 

a. Create a direct supervisor/subordinate relationship with an immediate family 
member; or 

b. Allow a family member to have input into salary or performance assessment 
with regards to another family member; or 

c. Create either an actual conflict of interest or the appearance of a conflict of 
interest. 

 
The above criteria will also be considered when assigning, transferring or promoting an 
employee.  For purposes of this policy, "immediate family" includes the employee's spouse, 
brother, sister, parents, children, step-parents, step-children, father-in-law, mother-in-law, 
niece, nephew, brother-in-law, sister-in-law, son-in-law, daughter-in-law and any other 
member of the employee's household. 
 
Employees who marry or become members of the same household may continue 
employment as long as there is not: 
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A direct supervisor/subordinate relationship between such employees; or 
 

An actual conflict of interest or the appearance of a conflict of interest exists. 
 
Should one of the above situations occur after marriage, the City will attempt to find a 
suitable position within the City to which one of the employees shall be transferred.
 
3.15 Driver Selection Criteria and Vehicle Use Responsibilities
 
This policy establishes criteria for the selection and evaluation of employees who will be 
authorized to drive on a full or part-time basis on City business.  These criteria will apply in 
the applicant recruitment, and hiring process, as well as to current employees when driving 
on City business is involved.  It is expected that compliance with these regulations will 
ensure that the selection and evaluation of employees who drive on City business is done 
with care and uniformity, will improve the City's safety program by identifying undesirable 
driving traits in prospective or current City drivers, minimize insurance costs, and meet the 
City's responsibilities as an employer. 
 
This regulation covers all City employees and applicants for employment, who may be 
required to operate a vehicle on either a full or part-time basis in the performance of their 
duties.  The Department Heads and the Finance and Administration Director or designee 
shall jointly establish and maintain a list of the positions covered hereby.  Sworn police are 
covered by rules and regulations issued by the Chief of Police.  CDL Drivers are covered 
by the CDL policy. 
 
All applicants for City positions which require driving on a full or part-time basis must have 
a valid driver's license issued by the Commonwealth of Virginia or the state in which they 
live  and shall have their driving record checked by the Human Resources Department. 
 
An applicant who has no current license, or whose license is suspended or revoked, shall 
not be eligible for consideration for hire in any position requiring driving of a City vehicle. 
 
An applicant who has a six-point conviction under the Virginia Division of Motor Vehicles 
moving violations and points assessment program (examples are reckless driving, failure to 
stop at the scene of an accident, and driving while intoxicated, etc.) within two years of the 
date requiring driving of a City vehicle shall not be eligible for consideration for hire in any 
position requiring driving of a City vehicle.  A current employee who accrues more than five 
negative points on their license is not eligible to operate a City vehicle. 
  
Employees are required to notify their supervisor of any and all traffic violations.  Notice 
must be made within one working day of the violation.  All accidents and/or traffic violations 
that occur when driving on City business shall be reported immediately.  Failure to make 
this notice shall result in a disciplinary action by the City. 
 
Employees are required to notify their supervisor when their driver's license has been 
suspended or revoked or when they have been charged with driving under the influence of 
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alcohol or drugs.  Notice must be made within one working day of the violation.  Failure to 
give this notice shall result in a disciplinary action by the City. 
 
The City of Manassas reserves the right to require any City employee who operates a 
vehicle on City business on a full or part-time basis to be examined by a qualified 
physician selected by the City if there is a reason to be concerned that the employee's 
health or mental condition may be impairing his/her ability to safely operate a City 
vehicle. The City will pay for any physical examination that is taken at the request of the 
City.  Refusal to submit to such an examination may be grounds for dismissal. 
 
The Human Resources Department shall check an employee's official driving record 
with the Department of Motor Vehicles at least once each year, and may check at any 
other time, either upon supervisor's request or as part of a general procedures review.  
The Finance and Administration Director or designee shall be responsible for notifying 
the appropriate supervisor of the results of the check if the findings indicate a severe 
problem.  
 
An employee who drives on City business and who is convicted of a driving-related offense 
after his or her date of hire shall be immediately removed from driving status and shall not 
be permitted to drive on City business.  Determination of the length of suspension of City 
driving privileges shall be made by the City Manager or his or her designee.  The 
employee's continued employment in the position held at the time of suspension of driving 
privileges and eligibility to receive a merit-based performance increase shall be reviewed 
by the City Manager following examination of, among other things, the employee's overall 
driving record, a review of the job description requirements for the position occupied, and 
consultation with the Finance and Administration Director or designee and the Department 
Head involved.  Appropriate disciplinary action, up to and including dismissal, may occur. 
 
If an employee applies for a promotion or transfer from a position which does not require 
driving on City business to one which does, he or she shall be considered an applicant and 
shall meet the driving criteria established in Section 3.15. 
 
Employees must maintain insurance on their vehicle.  Each employee is personally 
responsible for fines incurred as a result of driving or parking violations. 
 
3.16 Use of Employee's Automobile
 
It is the policy of the City to maintain vehicles for use by its employees while they are 
engaged in City business.  In addition, employees may be required to use their own car 
for City business, if necessary, and the employee must obtain prior approval of their 
Department Head. 
 
When employees are required to use their private motor vehicles on official City business, 
they will be reimbursed at the rate recognized by the Federal Government.  However, this 
does not apply to employees who receive a vehicle allowance.  Employees who receive 
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a vehicle allowance will only be reimbursed for using their private motor vehicles on 
official City business in excess of 200 miles one way.  
 
To qualify for reimbursement, authorization must be given by the Department Head or 
his or her designee prior to the time the  vehicle is used for City business.  After use, an 
invoice will be submitted through the Department Head to the City Manager or his or her 
designee and forwarded to the Accounting Department stating name, position, mileage 
involved, date and purpose of the trip.  
 
3.17  Working Hours
 
The Department Head or appointing authority will determine the work hours required for his 
or her department subject to approval of the City Manager.  Every employee is expected to 
report for work on time and to be on the job during all hours established for the department. 
 
Any time away from work must be covered by some type of properly authorized leave or 
holiday.  If you must be absent, let your immediate supervisor know ahead of time, so that 
your work can be rescheduled.  Employees who are absent without approval of their 
supervisor during a scheduled work period may be subject to disciplinary action.  Absence 
of three days without notification is job abandonment and as such will be considered to be 
voluntary resignation. 
 
3.18 Rest Time Policy 
 
The following policy applies only to field operating crews in the following departments:  
Electric, Water, Sewer, Streets and Buildings and Grounds Maintenance. 
 
An employee who has worked a total of sixteen (16) consecutive hours within a twenty-four 
(24) hour period immediately prior to his/her release shall be entitled to an eight (8) hour 
rest period before he/she returns to work.  If the rest period extends into his/her basic work 
day, he/she shall lose no pay.  For determining the hours worked within a twenty-four (24) 
hour period, the noon meal period in the basic work day will not be included. 
 
An employee on a standard work schedule (excluding shift work) who is required to work 
between the hours of midnight and 4:00 a.m., within his/her basic work week, shall be 
allowed to report  on the same day an equal number of hours towards his/her regular eight 
(8) hour shift  without loss of wages. 
 
Supervisors always have the right to release employees home who for any reason are 
deemed unable to safely perform their job functions. 
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3.19 Appearance 
 
The municipality’s public image is affected by your personal appearance.  People tend to 
judge you and the City you represent by your appearance.  It is not necessary that you be 
attired in the latest fashion, but you should dress in a manner that creates a positive 
impression on the people you serve.  It is expected that employees maintain a high 
standard of personal appearance at all times during working hours. 
 
Because of the varied work assignments and working conditions, it is not practical to 
establish specific and absolute criteria for appropriate dress, however, the following 
attire are unacceptable during working hours: 
 

Jeans  (of any kind or color), skorts, shorts, sundresses, sneakers, 
sweat-suits, flip flops, baseball hats, tee-shirts, halter tops, tank tops, 
thong shoes, leggings, knee or ankle length tights, stretch pants or capri 
pants.  Caps are not to be worn inside the building during working hours. 

1

 
The City of Manassas has designated Friday as “Business Casual Day.”  Employees 
must exercise good judgment in determining what casual wear is appropriate to wear to 
the office.  Your attire should reflect the amount of public and client interaction you may 
have.  Appropriate business casual attire includes polo type shirts, slacks, khakis, open 
collars and similar styled attire. 
 
Business reasons might require employees to wear formal business attire on Business 
Casual Day.  The above listing is not considered all-inclusive.  Please remember to use 
professional business sense when planning your attire.  The personal appearance of 
employees who do not regularly meet the public is governed by the requirements of 
safety and comfort, but should still be as neat and business-like as working conditions 
permit.  During periods of severe inclement weather, the dress code will revert to the 
“Business Casual Day” attire. 
 
Employees furnished uniforms are expected to wear the complete uniform while on the 
job and maintain uniforms in a clean and presentable fashion. 
 
This policy will apply to all departments except Police which have established an 
alternative “Uniform Regulations and Grooming Standards” under General Order 2-3.  
Any employee who does not meet the standards of this policy will be required to take 
corrective action, which may include leaving the premises.  Time spent away from the 
office for this purpose will be charged to that employee’s annual leave.  Nonexempt 
employees (those employees subject to the minimum wage and overtime requirements 
of the Fair Labor Standards Act) will not be compensated for any work time missed 
because of failure to comply with this policy.  Violations of this policy will result in 
disciplinary action. 

                     
1 Except where jeans have been authorized as a part of the official uniform 
and/or when employees are performing activities which involve files, supplies, 
equipment, cleaning or routine maintenance activities. 
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3.20 Telephone Courtesy
 
In many instances, the opinion in which the City and its employees are held by the public 
depends to a great extent on the efficiency and politeness which is extended them when 
they call various City offices.  All incoming calls are expected to be given prompt attention. 
 
Since the citizens of Manassas are your employer, polite, courteous service should always 
be rendered whether you are answering criticism, a complaint, a request or demand for 
service, a suggestion, or a simple request for information. 
 
Office telephones are intended for conducting City business.  This does not mean that you 
are forbidden use of the telephone for personal matters; however, personal calls must be 
made within a reasonable time limit.  The "personal use privilege" may be curtailed or 
withdrawn at any time if it is abused. 
 
3.21 City-Owned Vehicles
 
Vehicles owned by the City shall be used exclusively for the conduct of municipal 
operations and shall not be used for personal transportation by any City officer or 
employee.  Smoking is strictly not permitted in City vehicles and seat belts must be worn by 
all occupants. 
  
The City Manager has authorization to approve up to thirty-six (36) take-home vehicles.  
Department Directors shall designate which employees are to be authorized to take home 
vehicles subject to City Manager approval within the cap.  Department Directors may 
designate a take-home vehicle in excess of the cap for temporary work assignments 
(example: one or two days to attend regional training/workshops where early morning 
travel starts before 8:30 a.m. or ends after 5:00 p.m.). 
 
The City Manager may authorize other departments/employees to take City-owned 
vehicles home at night if in his or her opinion such action is justified, is in the best interest 
of the City, and does not exceed the cap. 
 
The Manassas City Police Department Take Home Vehicle Policy General Order is exempt 
from the “personal use and maximum cap” provisions of this policy. 
 
3.21.1  Seat Belt Policy 
 
Seat belts are important personal protection equipment.  Like hard hats, safety glasses, 
and hard toe shoes in industry, seat belts help to decrease the severity of accidental injury 
or to prevent injury when crashes occur. 
 
Every employee, driver or passenger, riding in a City of Manassas motor vehicle is required 
to wear a seat belt, if a seating position with a seat belt is available to them. 
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If a vehicle came equipped with seat belts, they must be maintained in good working order 
and not altered in any way to reduce their effectiveness. 
 
The Seat Belt Policy does not apply to the following employees: 
 
 a. On-duty police officers; 
 b. Firemen while in or on a vehicle of a firefighting organization; and 
 c. Medical attendants in an ambulance transporting a patient. 
 
The proper use of seat belts prevents traffic fatalities and reduces injuries. 
 
3.22  The Immigration Reform and Control Act of 1986
 
The Immigration Reform and Control Act of 1986 requires employers to verify the 
employment status of anyone hired after November 1986.  The City of Manassas is 
committed to employ only United States citizens and aliens lawfully authorized to work in 
the United States.  All new hires will be required to provide proof of their eligibility to work in 
the United States on the first day of employment. 
 
3.23 Consolidated Omnibus Budget Reconciliation Act (COBRA) 
 
The Consolidated Omnibus Budget Reconciliation Act (COBRA) requires employers with 
group health plans to offer continuation coverage to employees and their dependents who 
have lost health coverage because of a "qualifying event." 
 
3.23.1 Qualified Beneficiaries: 
 
A "Qualified Beneficiary" is an employee, or an employee's spouse or dependent child, 
who, on the day before a qualifying event, is covered by a group health plan maintained 
by the covered employee's employer. 
 
3.23.2 Qualifying Events: 
 
An event must satisfy three criteria to be a "qualifying event".  First, the event must be 
designated by COBRA.  These designated events include: 
 

a. Covered employee's termination of employment for any reason other than gross 
misconduct (gross misconduct prevents a terminated employee from enjoying 
COBRA coverage); 

 
b. A covered employee's death; 

 
c. A covered employee's divorce or legal separation from his spouse; 

 
d. A covered employee's reduction in hours to fewer than the number required for 

plan participation; 

[6-1-10 Revision] 

 3-15 



 
e. A covered employee's entitlement to Medicare; 

 
f. A covered dependent child's loss of dependent status under the generally 

applicable terms of the plan; and 
 

g. A retiree's (or a retiree's dependent's) substantial loss or elimination of coverage 
within one year of (before or after) the employer's filing of a Title XI bankruptcy 
proceeding on or after July 1, 1986. 

 
Second, the event must cause the qualified beneficiary to lose coverage under the plan.  
Third, the event must take place while the plan is subject to COBRA. 
 
3.23.3  Covered Employees: 
 
A "covered employee" is any person who is, or was, covered by a group health plan 
because of current or previous employment with the employer.  Therefore, a retiree, or 
former employee, is a "covered employee" when actually covered by a group health 
plan because of previous employment.  On the other hand, a current, or former, 
employee is not a "covered employee" when merely eligible for, but not actually, 
covered by a plan.  A covered employee's spouse and dependent children are qualified 
beneficiaries, if on the day before a qualifying event, they were covered by the plan as 
dependents. 
 
The election period must last at least 60 days.  It must begin no later than the date 
coverage would otherwise terminate under the plan because of a qualifying event.  The 
election period must end no earlier than: 
 

a.  60 days following the date coverage would otherwise terminate under the plan 
because of the qualifying event; or  

 
b.  60 days following the date the qualified beneficiary is sent notice of his right to 

elect continuation coverage, whichever is later. 
 
A qualified beneficiary who, during the election period initially waives continuation 
coverage, can later revoke the waiver at any time before the end of the election period.  
Waivers or revocation of waivers are considered made on the date sent to the employer or 
plan administrator. 
 
The maximum number of months a beneficiary can be covered depends on the qualifying 
event.  If the event is an employee's termination of employment or reduction in hours, the 
maximum coverage period is 18 months from the date of the qualifying event.  In the case 
of any other event, with the exception of a Title XI bankruptcy proceeding, the maximum 
coverage is 36 months from the date of the qualifying event. 
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3.23.4 Termination of Coverage Prior to End of Maximum Period:
 
In certain instances, a qualified beneficiary's continuation coverage can be terminated 
before the end of the maximum coverage period under the following circumstances: 
 

a. The first date upon which the qualified beneficiary is covered by another group 
health plan that is not maintained by the employer. 

 
b. Continuation coverage can be terminated on the date a qualified beneficiary 

becomes entitled to Medicare benefits under the Social Security Act. 
 

c. Continuation coverage can be terminated on the first day "timely" payment for 
the qualified beneficiary's coverage is not received.  A payment is not "timely" if it 
is not received before the end of the grace period for making late payments. 

 
If a qualified beneficiary elects continuation coverage after the date of the qualifying event, 
payment for coverage during the period before election "is timely" if the payment is made to 
the plan within 45 days after the date of election. 
 
For any other payments, a payment is "timely" if the payment is made to the plan before 
the end of the grace period.  The grace period for these subsequent payments is 30 days.  
However, payment made by a later date must also be considered "timely" if either: 
 
 i.   Under the plan, covered employees or qualified beneficiaries are allowed until 

that later date to pay for their coverage. 
 
 ii.  Under an arrangement between the employer and insurance carrier, or other 

entity, the employer is allowed until that later date to pay for coverage for 
similarly situated active employees.  
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PERSONNEL REQUISITION 
 
 
POSITION ___________________________________ DATE ___________________ 

DEPARTMENT _______________________________ SALARY/GRADE __________ 

START DATE ________________________________ PAY RATE _______________ 

 TEMPORARY _______ NEW POSITION ________________________________ 

 REGULAR __________ REPLACEMENT FOR ____________________________ 
 
EXEMPT __________________ HOURLY ____________ 
 
NON-EXEMPT _____________ SALARY _____________ 
 
SPECIAL REQUIREMENTS  

             

             

             

             

             

             

              

 
 
____________________________________  ________________________________ 
REQUESTED BY       DATE 
 
               
APPROVED    APPROVED   APPROVED   DATE 
PERSON REQUESTING  DEPT HEAD   PERSONNEL 
POSITION 
 
 
 
REQ. RECEIVED ON _______________ EMPLOYEE NAME _________________________ 
 
OPENING FILLED ON ______________  STARTED WORK _________________________ 
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CITY OF MANASSAS 

 
APPLICANT PROCESSING FORM 

 
 
 
POSITION APPLYING FOR:_______________________________________________________ 
 
Name: _____________________________________  Position Close Date: _________________ 
 
Date Filed:________________________ 
 
 
 
1. MEETS BASIC JOB REQUIREMENTS:  YES_____  NO_____  WHY    
 
 Action Taken :            
 
2. TEST ADMINISTERED:  Type/Date         
  
 Passed__________  (score)________  Failed_____  Score__________ 
 
3. BACKGROUND INVESTIGATION:   Yes__________    No_____________ 
 
 Results             
 
 Action Taken             
 
4. ORAL INTERVIEW:  Date/Interview/Comments        
 
               
 
               
 
5. FINAL ACTION:  Selected/Rejected         
 
 Action Taken             
 
6. MISCELLANEOUS COMMENTS         
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CITY OF MANASSAS 

 
APPLICANT SELECTION FORM 

 
 
This form must be completed and attached to a Human Resources Action Form when an 
individual is recommended to be hired to fill a vacancy.  It is necessary to have written 
documentation on the justification for the selection of an applicant to fill a vacant position. 
 
1. POSITION:            
 
 INTERVIEWER (signature):         
 
 DEPARTMENT HEAD (signature):        
 
2. Information must be provided on the applicants interviewed.  Each applicant must also 

be listed in one of the following categories:  (a) Highly Qualified; (b) Qualified; or (c) 
Unqualified. 

 
 Definitions 
 
 Highly Qualified -  Applicant possesses education and/or experience in excess of                  
             requirements. 
 
 Qualified -   Applicant possesses acceptable qualification of education and/or 

experience to meet requirements. 
 
 Unqualified -   Applicant does not meet the minimum acceptable requirements of 

education and/or experience. 
 
3. A total of _____ (number interviewed) applicants were interviewed for this position.  The 

following information is presented on each applicant: 
 
 Name:              
   
 Category:             
 
 Summary of Applicant:_____________________________________________________ 
 
 
 Name:              
 
 Category:             
 
 Summary of Applicant:_____________________________________________________ 
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APPLICATION SELECTION FORM (continued) 
 
 
 Name:              
 
 Category:             
 
 Summary of Applicant:           
 
 
 Name:              
 
 Category:             
 
 Summary of Applicant:           
 
 
 Name:              
 
 Category:             
 
 Summary of Applicant:           
 
4. APPLICANT SELECTED (Name):          
 
 
 
Please state why this applicant was selected over the other applicants interviewed: 
 
 
 
 
Reviewed by Human Resources : 
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INTERVIEW QUESTIONS 

PANEL RATING FORM 
 

POSITION TITLE AND NUMBER:           
 

APPLICANT'S NAME:            
 
DATE OF INTERVIEW:            
 
INTERVIEWER:             
 
RATING: 
 
QUESTION 1   __________ QUESTION 13  __________ QUESTION 25  __________

QUESTION 2   __________ QUESTION 14  __________ QUESTION 26  __________

QUESTION 3   __________ QUESTION 15  __________ QUESTION 27  __________

QUESTION 4   __________ QUESTION 16  __________ QUESTION 28  __________

QUESTION 5   __________ QUESTION 17  __________ QUESTION 29  __________

QUESTION 6   __________ QUESTION 18  __________ QUESTION 30  __________

QUESTION 7   __________ QUESTION 19  __________ QUESTION 31  __________

QUESTION 8   __________ QUESTION 20  __________ QUESTION 32  __________

QUESTION 9   __________ QUESTION 21  __________ QUESTION 33  __________

QUESTION 10 __________ QUESTION 22  __________ QUESTION 34  __________

QUESTION 11 __________ QUESTION 23  __________ QUESTION 35  __________

QUESTION 12 __________ QUESTION 24  __________ QUESTION 36  __________

  
 

OVERALL RATING SCORE   __________ 
 
RATING SCALE: 
 
In determining the rating to be assigned, take into consideration the applicant's education, training 
and experience as presented on the applicant forms and as presented orally in the interview. 

 
 1 – 2  Unacceptable 
 3 – 4  Improvement Needed 
 5 – 6  Satisfactory 
 7 – 8  Superior 
 9 – 10  Outstanding 
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Category and Score Range Criteria Description
  
1 – 2    Unacceptable Consistently and significantly below the level of the 

average person being rated for the position.
  
3 – 4    Improvement Needed Often below the level of the average person being 

rated for the position.
  
5 – 6    Satisfactory Consistently at the level of the average person 

being rated for the position.
  
7 – 8    Superior Often above the level of the average person being 

rated for the position.
  
9 – 10   Outstanding Consistently and significantly above the level of the 

average person being rated for the position.
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CITY OF MANASSAS 

POST OFFICE BOX 560     ♦     MANASSAS, VA 20110     ♦     (703) 257-8248 
 
 
 

AUTHORIZATION FOR RELEASE OF EMPLOYMENT INFORMATION 
 
 
 I, _____________________________________, do hereby authorize a 

review of and full disclosure of all records, or any part thereof, concerning myself, by 

and to ______________________________________________, a duly authorized 

agent of the City of Manassas, whether the said records are of a public, private or 

confidential nature. 

 The intent of this authorization is to give my consent for full and complete 

disclosure of the records of educational institutions; employment and pre-

employment records, including background report ratings, complaints or grievances 

filed by or against me and salary records.  I hereby authorize the use or disclosure 

of my individually identifiable health information. 

 I reiterate and emphasize that the intent of this authorization is to provide full 

and free access to the background and employment history, which may provide 

pertinent data for the City of Manassas to consider in determining my suitability for 

employment. 

 I understand that any information obtained by a personal history background 

investigation, which is developed directly or indirectly, in whole or in part, upon this 

release authorization will be considered in determining my suitability for employment 

by the City of Manassas.  I fully understand that refusal to grant this authorization 

will result in the rejection of my application. 

 A photocopy of this release form will be valid as an original hereof, even 

though the said photocopy does not contain an original writing of my signature.  This 

authorization is only valid for ninety days from the date of its signing. 

 

 

__________________________________ _________________________ 
Signature        Date 
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Official Referral Form 
The City of Manassas rewards employees for recruiting new Public Safety staff. 

The program offers a $500 award for the successful recruitment, referral and hiring of a new Public Safety employee.* 

Eligibility 
 

• All City employees, except grade 18 and above, Human 
Resources and managers with hiring authority over the 
referred candidates, are eligible to refer candidates. 

 
• The referral date cannot be earlier than the date the job 

requisition is posted.  The hiring of a referred employee 
must occur within 180 days of the initial referral date. 

 
• The referral must represent the Public Safety candidate’s 

first contact with the City.  Temporary, summer, 
contract, interns and former employees of the City are 
not eligible candidates for referral awards. 

 
• The first employee to refer the Public Safety 

candidate will be the only referring employee 
eligible for payment.  The referring employee must 
still be employed by the City during the hired 
candidate’s probationary period in order to 
receive payment. 

 

It’s easy  
          

• Talk to your friends and acquaintances that you think 
would make good City of Manassas Public Safety 
employees. 

 
• Complete an official referral form (below) and attach 

it to your Public Safety candidate’s Employment 
Application.  Awards will only be given if the form is 
attached and submitted with the Employment 
Application. 

 
• To be eligible for the $500 award, the referrals must 

first be submitted to Human Resources and must 
include a Candidate Referral Form and an 
Employment Application. 

 
• If your Public Safety candidate is hired, you will 

receive the $500 award after your referral has 
successfully completed the probationary period.   

*For complete information regarding the Employee Referral Program refer to the Employee Handbook. 
 

The referral award will not be paid unless this form is attached to the prospective candidate’s Employment Application. 
 

Return the completed form to the Department of Human Resources 
Questions, call (703) 257-8268 

 
Candidate’s Information 
 
Name:       
 
Home address:      
 
        
 
Phone: (home)  (work)    
 
Position:       
 

     Date:       
 

Your Information 
 
Name:       
 
Title:       
 
Department:      
 
Your Signature:     
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