
CITY OF SURPRISE
PSPRS Joint Board Position Process Subcommittee Meeting

16000 N. Civic Center Plaza
Surprise, AZ 85374

Tuesday, February 25, 2020 @ 9:00 AM
COUNCIL CHAMBERS OVERFLOW ROOM

A. Call To Order
B. Roll Call
C. Pledge of Allegiance
D. Current Events and Reports
E. Staff Reports
F. PSPRS Joint Board Position Process Subcommittee Agenda
  CALL TO THE PUBLIC:
   

 

INSTRUCTIONS: In order to address the Board\Commission, you will need to fill out a Call to 
the Public Form available at the front counter, and then turn it in to the Secretary before the 
meeting begins.

Note: A.R.S. 38­431.01(H) ­ During this time members of the public may address the 
Board\Commission only on issues within the jurisdiction of the Board\Commission which are not 
an item on the agenda. At the conclusion of the open call, the Board\Commission may respond 
to criticism, may ask staff to review the matter or may ask that the matter be put on a future 
agenda. No discussion or action shall take place on any item raised. 

   

  CONSENT AGENDA:
1. Citywide Consideration and action pertaining to approval of the 

February 12, 2020 PSPRS Joint Board Position Process 
Subcommittee Meeting.

 

 
Human Resources

  REGULAR AGENDA ITEM ­ NON­PUBLIC HEARING:
2. Citywide Procurement process overview   

Human Resources

3. Citywide Discussion of results of JIMS (Job Information Management Systems) 
request (other cities). 

 
Human Resources

G. Other Business and Future Agenda Items
H. Executive Session
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For information purposes: Upon a public majority vote of a quorum of the Public Safety 
Personnel Retirement Commission (“Commission”), the Commission may hold an executive 
session, which will not be open to the public, but for only the following purposes: discussion or 
consideration of records exempt by law from public inspection (A.R.S. §38­431.03(A)(2)); or 
discussion or consultation for legal advice with the Commission’s attorneys (A.R.S. §38­
431.03(A)(3)). 

   

 

Confidentiality Requirements: Pursuant to A.R.S. §38­431.03(C)(D), any person receiving 
executive session information pursuant to A.R.S. §38­431.02 shall not disclose that information 
except to the Attorney General or County Attorney or by agreement of the Commission, or as 
otherwise ordered by a court of competent jurisdiction.  

   

 
The Commission may vote to hold an executive session for the purpose of obtaining legal advice 
from the Commission’s attorney on any matter listed on the agenda pursuant to A.R.S. § 38­
431.03(A)(3). 

I. Adjournment

SHERRY ANN AGUILAR, CITY CLERK, MMC

POSTED:February 21, 2020 at 4:20 PM 

SPECIAL NOTE: PERSONS WITH SPECIAL ACCESSIBILITY NEEDS, INCLUDING LARGE 
PRINT MATERIALS OR INTERPRETER, SHOULD CONTACT THE CITY CLERK’S OFFICE @ 
623.222.1200 OR TTY 623.222.1002, BY NO LATER THAN 24 HOURS IN ADVANCE OF THE 
REGULAR SCHEDULED MEETING TIME.
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CITY OF SURPRISE
PSPRS Joint Board Position Process 

Subcommittee Meeting

Council Meeting Date: February 25, 2020 Contact Person: 
Submitting Department: Human Resources District: Citywide
Staff Recommendations:   
 

Consent: No Regular: Yes Public Hearing: No Report/Discussion: No

Agenda Wording:
Consideration and action pertaining to approval of the February 12, 2020 PSPRS Joint Board Position 
Process Subcommittee Meeting.

 

Motion:
I move to approve/amend the minutes from the February 12, 2020 subcommittee meeting. 

Background:
N/A

Objective Analysis:
N/A

Policy Compliant:
N/A

Financial Impact:
N/A

Budget Impact:
N/A
FTE Impact:
N/A

ATTACHMENTS:
1. Draft-Joint Board Position Sub-Committee Meeting- 2-12-2020
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PUBLIC SAFETY RETIREMENT SYSTEM 

PSPRS Joint Board Position Process Subcommittee  
DRAFT-Minutes, Wednesday, February 12, 2020 

16000 North Civic Center Plaza, Surprise, Arizona 85374 
 
 

The following are the minutes from the PSPRS Joint Board Position Process 
Subcommittee Meeting held at 12:00 am. Wednesday, February 12, 2020.  The meeting 
was held in City Hall, Council Overflow Room. 
 
Call to Order: 
 
Meeting was called to order at 12:01 pm.  
 

A. Roll Call: Ian Murton, Police Dept. – Present 
    Chandler Brown, Citizen Board Member – Present 
    Christopher Preest, Fire Dept. – Present 
     

 
 

B. In attendance:   Lisa Angelini, Human Resources   
    Vicki Moss, Human Resources 
    Carrie O’Brien, Board Attorney 

 
C. Pledge of Allegiance: None 

 
D. Current Events Reports: None 
 
E. Staff Reports:  None 

 
F. Call to the Public: None 

 
 
Consent Agenda:   
 
 None 
 
Regular Agenda: 
 

1. Discussion pertaining to a vetting process for PSPRS Local Boards Secretary 
and Legal Counsel position:  

  
Board requested procurement training as it relates to the vetting process for a 
legal representation. 
 
JIMS request from other cities on board secretary. 
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Minutes 
PSPRS Joint Board Position Process Subcommittee  
Wednesday, February 12, 2020 
 
 

Page 2 of 2 
 

Adjournment: 
  

Member Ian Murton made the motion to adjourn the PSPRS Joint Board Position 
Process Subcommittee at 12:38 pm.  Member Chandler Brown seconded the 
motion.  Three yes votes, motion carried. 
 

 
_____________________________________ 
Chandler Brown, Citizen Member 
 
_____________________________________ 
Christopher Preest, Fire Dept. 
 
___________________________________ 
Ian Murton, Police Dept. 
 

 
 
ATTEST: 

_____________________________________ 
      Vicki L Moss, Human Resources 
 
 
CERTIFICATION: 
 
I, Vicki L Moss, Human Resources Manager for the City of Surprise, Maricopa County, 
Arizona, do hereby verify that these are true and correct minutes of the PSPRS Joint 
Board Position Process Subcommittee Meeting of Wednesday, February 12, 2020. 
  

_____________________________________ 
      Vicki Moss, Human Resources 
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CITY OF SURPRISE
PSPRS Joint Board Position Process 

Subcommittee Meeting

Council Meeting Date: February 25, 2020 Contact Person: 
Submitting Department: Human Resources District: Citywide
Staff Recommendations:   
 

Consent: No Regular: No Public Hearing: No Report/Discussion: No

Agenda Wording:
Procurement process overview 

Motion:

Background:

Objective Analysis:

Policy Compliant:

Financial Impact:

Budget Impact:

FTE Impact:

ATTACHMENTS:
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CITY OF SURPRISE
PSPRS Joint Board Position Process 

Subcommittee Meeting

Council Meeting Date: February 25, 2020 Contact Person: 
Submitting Department: Human Resources District: Citywide
Staff Recommendations:   
 

Consent: No Regular: Yes Public Hearing: No Report/Discussion: No

Agenda Wording:
Discussion of results of JIMS (Job Information Management Systems) request (other cities). 

Motion:
N/A

Background:
N/A

Objective Analysis:
N/A

Policy Compliant:
N/A

Financial Impact:
N/A

Budget Impact:
N/A
FTE Impact:
N/A

ATTACHMENTS:
1. PSPRS Boards - JIMS Responses Duties
2. PSPRS Board Secretaries - JIMS Responses
3. Job Descriptions from other Cities
4. JIMS Request on Board procedures
5. Chandler-2019 Amended Chandler PSPRS Board Rules - SIGNED
6. COG PSPRS Local Fire Board Rules-Adopted 2-27-19
7. COG PSPRS Local Police Board Rules-Adopted 2-27-19
8. Scottsdale-PSPRS Local Board SOP
9. Sedona-board procedures-adopted
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JIMS Question sent on 10/25/2019 by City of Glendale 
 
Hello again! 
 
We would like to know how you handle the administration of your local PSPRS Boards and Board 
business: 
 
-What department and position: 

Meets with those wanting to enter/retire from the DROP or retire normally from PSPRS? 
Generates the PSPRS Service Retirement Benefit Calculations form and other required PSPRS 
paperwork (disability retirements, survivor benefits, etc.)? 
Handles all of the communication with/paperwork reporting to the PSPRS Admin Office? 

-What department and position handles: 
Scheduling Board meetings? 
Creating/distributing/posting Board meeting agendas? 
Creating/distributing/posting Board meeting minutes? 
 

Any information you can provide in response to these questions would be greatly appreciated. 
 
Thank you! 
 
 

 
 
Response 1: City of Tolleson 

 
-What department and position: 

Meets with those wanting to enter/retire from the DROP or retire normally from PSPRS? Board 
Secretary (the Secretary is an HR employee) 

Generates the PSPRS Service Retirement Benefit Calculations form and other required PSPRS 
paperwork (disability retirements, survivor benefits, etc.) ? Board Secretary (the Secretary is an 
HR employee) 
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Handles all of the communication with/paperwork reporting to the PSPRS Admin Office? Board 
Secretary (the Secretary is an HR employee) 
-What department and position handles: 

Scheduling Board meetings? Board Secretary (the Secretary is an HR employee) 
Creating/distributing/posting Board meeting agendas? Secretary creates the agenda and the 

Clerk posts accordingly. 
Creating/distributing/posting Board meeting minutes? Secretary creates the minutes and the 

Clerk posts accordingly. 
 
Response 2 – Town of Gilbert 
 
Jenny Templin    
HR Solutions Specialist 
Town of Gilbert | Office of Human Resources 
50 East Civic Center Drive | Gilbert, AZ 85296 
Phone: 480-503-6733 
Email: jenny.templin@gilbertaz.gov 
Mon-Thurs, 7:00am-6:00pm; Closed Fridays 
 
-What department and position: HR Department, Senior HR Analyst - Benefits 

Meets with those wanting to enter/retire from the DROP or retire normally from PSPRS? 
Generates the PSPRS Service Retirement Benefit Calculations form and other required PSPRS 
paperwork (disability retirements, survivor benefits, etc.)? 
Handles all of the communication with/paperwork reporting to the PSPRS Admin Office? 

-What department and position handles:  HR Department, Senior HR Analyst - Benefits 
Scheduling Board meetings? 
Creating/distributing/posting Board meeting agendas? 
Creating/distributing/posting Board meeting minutes? 

 
Response 3 – Sedona 

 

JoAnne Cook 
Human Resources Specialist 

 Human Resources Office 
 jcook@sedonaaz.gov 

(928) 203-5038 
Our HR Department, specifically my position includes the job duty as serving as the board secretary. 
 
Response 4 – Town of Queen Creek 
Lori Lehman | Human Resources Specialist |Town of Queen Creek 

phone: 480.358.3204 | fax: 480.358.3209 | e-mail: lori.lehman@queencreek.org 

22358 S. Ellsworth Road, Queen Creek AZ 85142 www.queencreek.org 

Office hours: Monday-Thursday, 7 am-6 pm, closed Fridays 
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What department and position: 

Meets with those wanting to enter/retire from the DROP or retire normally from PSPRS? 
HR Manager/Benefits  

Generates the PSPRS Service Retirement Benefit Calculations form and other required 
PSPRS paperwork (disability retirements, survivor benefits, etc.)? HR Manager & 
Payroll Specialist 

Handles all of the communication with/paperwork reporting to the PSPRS Admin Office? 
HR Manager & Payroll Specialist 

-What department and position handles: 

Scheduling Board meetings? Town Clerk 

Creating/distributing/posting Board meeting agendas? Town Clerk 

Creating/distributing/posting Board meeting minutes?  Town Clerk 

 
Response 5 – City of Peoria 
Kristen Venditte 
 
City of Peoria 
HR Benefits Analyst 
Phone: 623-773-5159  
Fax: 623-773-5163 (Confidential Fax) 
Email: Kristen.Venditte@peoriaaz.gov  
 

We would like to know how you handle the administration of your local PSPRS Boards and Board 
business: 
 
-What department and position:   HR dept and the HR Analyst (Benefits)  

Meets with those wanting to enter/retire from the DROP or retire normally from PSPRS? 
HR Analyst (Benefits) 

Generates the PSPRS Service Retirement Benefit Calculations form and other required 
PSPRS paperwork (disability retirements, survivor benefits, etc.)? 

                                    HR Analyst (Benefits) does all forms except our Payroll dept assists with 
completing the P11 forms  

Handles all of the communication with/paperwork reporting to the PSPRS Admin 
Office?  HR Analyst (Benefits) 
-What department and position handles:                

Scheduling Board meetings?  HR dept & the HR Analyst (Benefits) 
Creating/distributing/posting Board meeting agendas?   HR Analyst (Benefits)  - our City 

Clerk’s office posts the minutes, etc. (we work with them on that part) 
Creating/distributing/posting Board meeting minutes?   HR Analyst (Benefits)  - our City 

Clerk’s office posts the minutes, etc. (we work with them on that part) 
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Response 6 – City of Goodyear 
Jeanni Ruddy 
Total Compensation and HRIS Manager 
Human Resources 
City of Goodyear, Arizona 
 
190 N. Litchfield Road 
Goodyear, AZ 85338 
 
v 623-882-7751    m 623-698-5719 
w goodyearaz.gov 
e jeanni.ruddy@goodyearaz.gov 
 
-What department and position: HR Department, Benefits Analyst or Total Comp & HRIS Manager 

Meets with those wanting to enter/retire from the DROP or retire normally from PSPRS? 
Generates the PSPRS Service Retirement Benefit Calculations form and other required PSPRS 
paperwork (disability retirements, survivor benefits, etc.)? 
Handles all of the communication with/paperwork reporting to the PSPRS Admin Office? 

-What department and position handles:  City Clerk’s Office – City Clerk serves as the Board Secretary, 
other staff assist with duties listed below. 

Scheduling Board meetings? 
Creating/distributing/posting Board meeting agendas? 

Creating/distributing/posting Board meeting minutes? 
 
Response 6 – City of Sierra Vista 
Shanna Melanson 
Human Resources Analyst 
City of Sierra Vista 
520-417-4411 
520-452-7028 (fax) 
 
-What department and position: My Analyst position does this for the Board Secretary who is our HR 
Manager. 

Meets with those wanting to enter/retire from the DROP or retire normally from PSPRS? 
Generates the PSPRS Service Retirement Benefit Calculations form and other required PSPRS 
paperwork (disability retirements, survivor benefits, etc.)? 
Handles all of the communication with/paperwork reporting to the PSPRS Admin Office? 

-What department and position handles: 
Scheduling Board meetings? Mine, HR Analyst 
Creating/distributing/posting Board meeting agendas? I create them and the City Clerk’s office 

posts them. 
Creating/distributing/posting Board meeting minutes? I do the minutes & the City Clerk’s office 

posts them. 
 
Response 7 – Buckeye (Nancy Love; nlove@buckeyeaz.gov) 
-What department and position: 

Meets with those wanting to enter/retire from the DROP or retire normally from PSPRS? Our 
Benefits Administrator meets with these employees and she is in the HR department 
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Generates the PSPRS Service Retirement Benefit Calculations form and other required PSPRS 
paperwork (disability retirements, survivor benefits, etc.)? Benefits Administrator 
Handles all of the communication with/paperwork reporting to the PSPRS Admin Office? 

Benefits Administrator  
-What department and position handles: 

Scheduling Board meetings? Benefits Administrator schedules meeting with board members, 
but coordinates with the City Clerk’s office to ensure someone from that office is available to attend the 
meeting.  

Creating/distributing/posting Board meeting agendas? Benefits Administrator provides agenda 
items to the City Clerk’s office. The Clerk’s office then creates, and posts the agenda. Benefits 
Administrator sends it to the board members 
Creating/distributing/posting Board meeting minutes? City Clerk’s office takes the minutes, and posts 
them. Benefits Administrator distributes them to the board members. 
 
Response 8 – City of Mesa 
Erin Pierce, PHR 
Human Resources Analyst – City of Mesa 
PO Box 1466 
Mesa, AZ  85211-1466 
480-644-3932 
480-644-2380 fax 
 
-What department and position: Sr. Program Assistant in City Clerk’s Office 

Meets with those wanting to enter/retire from the DROP or retire normally from PSPRS? 
Generates the PSPRS Service Retirement Benefit Calculations form and other required PSPRS 
paperwork (disability retirements, survivor benefits, etc.)? 
Handles all of the communication with/paperwork reporting to the PSPRS Admin Office? 

-What department and position handles: Sr. Program Assistant in City Clerk’s Office 
Scheduling Board meetings? 
Creating/distributing/posting Board meeting agendas? 
Creating/distributing/posting Board meeting minutes? 

 
Response 9 – City of Scottsdale (Diana Becker; Dbecker@scottsdaleaz.gov)  
-What department and position: 

Meets with those wanting to enter/retire from the DROP or retire normally from PSPRS?  HR 
Benefits/SR Benefits Analyst 

Generates the PSPRS Service Retirement Benefit Calculations form and other required PSPRS 
paperwork (disability retirements, survivor benefits, etc.)?  Payroll-any staff member/HR 
Benefits-SR Benefits Analyst 
Handles all of the communication with/paperwork reporting to the PSPRS Admin Office?  HR 

Benefits/SR Benefits Analyst 
-What department and position handles: 

Scheduling Board meetings?  HR/Local Board Secretary 
Creating/distributing/posting Board meeting agendas?  HR/Local Board Secretary 
Creating/distributing/posting Board meeting minutes?  HR/Local Board Secretary 
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Response 10 – City of Chandler 
Stacey Hempleman, CCP 
Sr. Human Resources Analyst 
City of Chandler 
Phone: 480-782-2367 
Fax: 480-782-2345 
 
Chandler's HR department handles these functions.  The Secretary of our board is the Management 
Assistant in HR, and the employee that handles the DROP calculations and meeting with employees is an 
HR Specialist I. 
 
Response 11 – City of Tempe 
Matt Quick  
City of Tempe – Human Resources  
20 E. Sixth St, First Floor  Tempe, AZ 85281 
480-350-8619 desk l 480-350-8060 fax  
matt_quick@tempe.gov  
 
-What department and position: 

Meets with those wanting to enter/retire from the DROP or retire normally from PSPRS? Human 
Resources, HR Analyst 

Generates the PSPRS Service Retirement Benefit Calculations form and other required PSPRS 
paperwork (disability retirements, survivor benefits, etc.)? Human Resources, HR Analyst 
Handles all of the communication with/paperwork reporting to the PSPRS Admin Office? Human 

Resources, HR Analyst 
-What department and position handles:  

Scheduling Board meetings? Internal Services, Executive Assistant  
Creating/distributing/posting Board meeting agendas? Internal Services, Executive Assistant 
Creating/distributing/posting Board meeting minutes? Internal Services, Executive Assistant 

 
Response 12 – City of Avondale 
Matt Warner, MPA, SHRM-SCP 
Senior Human Resources Analyst 
City of Avondale 
11465 W. Civic Center Dr., Ste. 240 
Avondale, AZ 85323 
Phone: (623) 333-2212 | Fax: (623) 333-0220 
mwarner@avondaleaz.gov | www.avondaleaz.gov 
 
 
Avondale’s responses are below. This is our current process, but previously the Sr. HR Analyst assigned 
to Fire and PD handled the Board Secretary duties for their respective department assignments. 
 
-What department and position: 

Meets with those wanting to enter/retire from the DROP or retire normally from PSPRS? HR – 
Benefits Program Manager 

Generates the PSPRS Service Retirement Benefit Calculations form and other required PSPRS 
paperwork (disability retirements, survivor benefits, etc.)? HR – Benefits Program Manager 
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Handles all of the communication with/paperwork reporting to the PSPRS Admin Office? HR – 
Benefits Program Manager 
-What department and position handles: 

Scheduling Board meetings? HR – Benefits Program Manager 
Creating/distributing/posting Board meeting agendas? HR – Benefits Program Manager 
Creating/distributing/posting Board meeting minutes? HR – Benefits Program Manager 
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City Board Secretary Role
Glendale HR Director
Tolleson HR employee
Gilbert HR employee; Sr. HR Analyst - Benefits
Sedona HR employee; HR Specialist
Peoria HR employee; HR Analyst - Benefits
Goodyear City Clerk
Sierra Vista HR employee; HR Analyst  
Buckeye HR employee; Benefits Administrator (assistance provided by City Clerk's Office)
Mesa City Clerk Office employee; Sr. Program Assistant
Scottsdale HR employee; Sr. Benefits Analyst
Chandler HR employee; Management Assistant
Tempe HR employee; HR Analyst
Avondale HR employee; Benefits Program Manager
Surprise HR employee; HR Specialist
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JIMS Request on Board procedures: 
 
 

RESPONSE #1 PEORIA 
From: JIMS <jims-bounces@lists.tempe.gov> On Behalf Of Kristen Venditte via JIMS 
Sent: Tuesday, February 18, 2020 2:08 PM 
To: 'Job Information Management System' <jims@lists.tempe.gov> 
Cc: Kristen Venditte <Kristen.Venditte@peoriaaz.gov> 
Subject: Re: [JIMS] PSPRS Local Board Handbooks/Training Materials 
 

***The e-mail below is from an external source.  Please do not open attachments or 
click links from an unknown or suspicious origin.***  

Hi Shanna, 
 
Sorry for delayed response, but for the City of Peoria, we really use the resources provided 
by PSPRS for processing retirements, etc. and we use the Model Uniform Rules for the local 
boards. 
 
Kristen Venditte 
Human Resources Analyst 
City of Peoria 
8401 W Monroe St 
Peoria, AZ  85345 
(O) 623-773-5159 
(F) 623-773-5163 
Kristen.Venditte@peoriaaz.gov  
Office Hours:  Monday – Thursday 7:30am – 5:30pm 
 
 

RESPONSE #2- CHANDLER- SEE ATTACHED 
From: JIMS <jims-bounces@lists.tempe.gov> On Behalf Of Carmen Wentz via JIMS 
Sent: Tuesday, February 18, 2020 1:58 PM 
To: JIMS@lists.tempe.gov 
Cc: Carmen.Wentz@chandleraz.gov 
Subject: [JIMS] Fw: PSPRS Local Board Handbooks/Training Materials 
 

***The e-mail below is from an external source.  Please do not open attachments or 
click links from an unknown or suspicious origin.***  
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Hi Shanna,  
 
Attached, is a copy of our amended PSPRS Board Rules for the City of  Chandler.  Also, Shanna, please 
feel free to contact Julia House, our management assistant who facilitates the board meetings, if you still 
have questions.  She may be reached at 480-782-2358.  Hope this helps.  Thanks!  
 
 
 
Carmen Wentz 
Human Resources Analyst 
480-782-2362 
 
 
----- Forwarded by Carmen Wentz/COC on 02/18/2020 01:54 PM -----  
 
From:        Julia House/COC  
To:        Carmen Wentz/COC@Chandler  
Date:        02/18/2020 07:37 AM  
Subject:        Re: Fw: [JIMS] PSPRS Local Board Handbooks/Training Materials  

 
 
 
We do not have any specific training materials other than what is offered through PSPRS on their web 
site. They can pull down the Board responsibilities from there also.  I did include our new amended Board 
Rules.  Please let Shanna know that she can call me direct and I would be happy to answer any of her 
questions.    
 
 
 
Julia House, Management Assistant  
Human Resources  
City of Chandler, Arizona  
julia.house@chandleraz.gov  
480-782-2358  
Fax:  480-782-2345  
 

RESPONSE #3-SCOTTSDALE- SEE ATTACHED 
 
From: JIMS <jims-bounces@lists.tempe.gov> On Behalf Of Becker, Diana via JIMS 
Sent: Wednesday, February 12, 2020 4:36 PM 
To: Job Information Management System <jims@lists.tempe.gov> 
Cc: Becker, Diana <DBecker@Scottsdaleaz.gov> 
Subject: Re: [JIMS] PSPRS Local Board Handbooks/Training Materials 
 

***The e-mail below is from an external source.  Please do not open attachments or 
click links from an unknown or suspicious origin.***  

Hi Shanna, 
 
Scottsdale’s SOP is attached.  I hope that it is helpful … 
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Regards, 
Diana 
 
 
 

RESPONSE #4-SEDONA- SEE ATTACHED 
 
From: JIMS <jims-bounces@lists.tempe.gov> On Behalf Of JoAnne Cook via JIMS 
Sent: Wednesday, February 12, 2020 12:44 PM 
To: Chill, Lisa via JIMS <jims@lists.tempe.gov> 
Cc: JoAnne Cook <JCook@sedonaaz.gov> 
Subject: Re: [JIMS] PSPRS Local Board Handbooks/Training Materials 
 

***The e-mail below is from an external source.  Please do not open attachments or 
click links from an unknown or suspicious origin.***  

Please see the attached. 
 

 

JoAnne Cook 
Human Resources Specialist 

 Human Resources Office 
 jcook@sedonaaz.gov 

 (928) 203-5038 

 
(928) 282-1394 fax 
City business hours are Mon-Thur 7 a.m.- 6 p.m. 
Public safety 24/7 

 
 
 

RESPONSE #5-GOODYEAR 
From: JIMS <jims-bounces@lists.tempe.gov> On Behalf Of Jeanni Ruddy via JIMS 
Sent: Wednesday, February 12, 2020 11:31 AM 
To: Job Information Management System <jims@lists.tempe.gov> 
Cc: Jeanni Ruddy <Jeanni.Ruddy@goodyearaz.gov> 
Subject: Re: [JIMS] PSPRS Local Board Handbooks/Training Materials 
 

***The e-mail below is from an external source.  Please do not open attachments or 
click links from an unknown or suspicious origin.***  

Hi Shanna – We don’t have a local board handbook. We use the “Local board Retirement Manual” 
located on the PSPRS website, the Statutes and the Rules of Board Procedures adopted by the Local 
Board.   
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Have a great day!  
 
Jeanni Ruddy 
Total Compensation and HRIS Manager 
Human Resources 
City of Goodyear, Arizona 
 
190 N. Litchfield Road 
Goodyear, AZ 85338 
 
v 623-882-7751    m 623-698-5719 
w goodyearaz.gov 
e jeanni.ruddy@goodyearaz.gov 
 
 

RESPONSE #6-GLENDALE SEE ATTACHED 
 
From: Chill, Lisa <lchill@glendaleaz.com>  
Sent: Friday, February 21, 2020 9:31 AM 
To: Job Information Management System <jims@lists.tempe.gov> 
Cc: Kerry Sheward <Kerry.Sheward@surpriseaz.gov> 
Subject: RE: Local PSPRS Board Bylaws 
 

***The e-mail below is from an external source.  Please do not open attachments or 
click links from an unknown or suspicious origin.***  

Hi Kerry, 
 
I have attached the Bylaws for both of our PSPRS Boards. 
 
Happy Friday! 
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Revised 2/21/2019 1 

City of Glendale 
Public Safety Personnel Retirement System 

Local Fire Board Rules 
Adopted Pursuant to A.R.S. § 38-847(F) 

 
Adopted by the City of Glendale Local Fire Board at a public meeting 

held on February 27, 2019 
 
 

A. Definitions 
 
1. “A.R.S.” means Arizona Revised Statutes. 

 

2. “Administrator” means the Administrator of the Plan (including any 
persons authorized by the Administrator to act for the Administrator) 
acting for the benefit of the Board of Trustees as more particularly 
described in A.R.S. § 38-848(L). 

 

3. “Board of Trustees” has the meaning ascribed to that term in A.R.S. § 
38-842(8). 

 

4. “Claim” means any request for relief under the Plan involving all 
questions of eligibility and service credits, which is properly before a 
Local Fire Board for Decision, pursuant to A.R.S. § 38-847(D). 

 

5. “Claimant” has the meaning ascribed to that term in A.R.S. § 38-842(11). 
 

6. “Decision” means (i) a separate written document setting forth the Local 
Fire Board’s action resolving a Claim; or (ii) any orders issued by the 
Local Fire Board relating to a Claim, including orders denying a 
request for Rehearing or further relief. As required by A.R.S. § 38-
847(G), a Decision shall contain, at a minimum, (a) the name of the 
member affected by the Local Fire Board’s action; (b) a description of 
the action taken; and (c) an explanation of the reasons supporting the 
Local Fire Board's action. 

 

7. “Decision on Rehearing” means a Decision issued by the Local Fire 
Board after a Rehearing. 

 

8. “Employee” has the meaning ascribed to that term in A.R.S. § 38-842 
(27). 

 

9. “Employer” has the meaning ascribed to that term in A.R.S. § 38-842(28) 
and means the City of Glendale. 
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10. “Hearing” means the Local Fire Board’s initial public Meeting 
concerning a Claim, which is conducted in accordance with the Open 
Meeting Law and these Rules. 

 

11. “Initial Decision” means the first Decision on a Claim issued by the Local 
Fire Board. 

 

12. “Local Fire Board” means the public body described in A.R.S. § 38-847. 
 

13.  “Meeting” is a gathering of a quorum of the Local Fire Board to conduct 
business and to hold Hearings and/or Rehearings, which is conducted 
in accordance with the Open Meeting Law and these Rules. 

 

14. “Member”  has  the  meaning  ascribed  to  that  term  in  A.R.S.  §  38-
842(31). 

 

15. “Minutes” means the written official record of the proceedings, 
including the testimony of witnesses. 

 
16. “Non-Routine Claim” means any Claim that is not a Routine Claim, 

including, but not limited to, Claims for the following: (i) a “killed in 
the line of duty” survivor pension; (ii) an accidental disability pension; 
(iii) a catastrophic disability pension; 
(iv) an ordinary disability pension; (v)  a temporary disability pension; 
or  (vi) determinations for plan membership concerning whether the 
Employee is or was regularly assigned to hazardous duty. 

 
17. “Notice” means a written Notice of Hearing or Rehearing, as 

applicable, which includes, at minimum: (i) a statement of the time, 
place and nature of the Hearing or Rehearing; (ii) a statement of the 
legal authority and jurisdiction under which the Local Fire Board will be 
conducting the Hearing or Rehearing; (iii) a reference to the particular 
section(s) of the Arizona Revised Statutes (and/or any other applicable 
rules) involved in the particular matter presented for Decision; and (iv) 
a short and plain statement of the matters asserted by the Claimant or 
issues to be considered at the Hearing or Rehearing. 

 
18. “Open Meeting Law” is the body of laws described in Title 38, Ch. 3, 

Article 3.1 of the Arizona Revised Statutes, which requires that public 
bodies, such as the Local Fire Board, hold its meetings and conduct 
it activities in public, except in those limited circumstances described 
in A.R.S. § 38-431.03. 
 

19. “Party or Parties” means the Claimant, Local Fire Board and Board of 
Trustees. 

 

20. “Plan” or “PSPRS” means the Public Safety Personnel Retirement 
System, as described in A.R.S. § 38-841 et seq. 
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21. “Pre-Membership Physical” means a medical examination of an 
Employee before the Employee joins the Plan, for the purpose of 
identifying physical or mental conditions or injuries, which existed or 
occurred prior to the Employee’s date of membership in the Plan, 
pursuant to A.R.S. § 38-859(A)(1). 

 
22. “Presiding Officer” means the Chair or Acting Chair of the Local Fire 

Board, who presides over any Meeting, Hearing or Rehearing. 
 

23. “Rehearing” means a public Meeting before the Local Fire Board that is 
conducted in accordance with the Open Meeting Law and these 
Rules, to consider a Claimant’s or the Board of Trustee’s request that 
the Local Fire Board reconsider its Initial Decision, as provided by 
A.R.S. § 38-847(H). 

 

24. “Routine Claim” means a Claim for any of the following: (i) a normal 
retirement pension; (ii) an early retirement pension; (iii) a normal 
survivor pension; (iv) a determination of eligibility for Plan membership 
other than that involving whether the Employee is or was regularly 
assigned to hazardous duty; (v) a survivor’s pension that is not a 
“killed in the line of duty” survivor’s pension; (vi) request for service 
credit; and (vii) initiation or termination of Deferred Retirement Option 
Plan participation. 

 
25. “Rules” means these Rules authorized by A.R.S. § 38-847(F). 

 

26. “Secretary” means the person so designated by the Local Fire Board 
pursuant to A.R.S. § 38-847(M), who is charged with keeping a record 
and preparing agendas, Minutes and Decisions of all Hearings and 
Rehearings of the Local Fire Board. 

 
27. “Subcommittee” means a group of no more than two Local Fire 

Board members appointed by the Board Chair to undertake Local Fire 
Board business. 

 

B. Purpose and Scope of Procedures 
 
1. Board Responsibility. Pursuant to A.R.S. § 38-847(D), the Local Fire 

Board is responsible for deciding all questions of eligibility and service 
credits, and determining the amount, manner and time of payment of 
any benefits under the Plan. The Board of Trustees cannot pay any 
benefits under the Plan without the direction and approval of the Local 
Fire Board. 

 
2. Scope. These Rules govern all Claims before the Local Fire Board 

for Decision, effective for any Claims brought, and any Hearing and 
Rehearing held, after the effective date of adoption of these Rules by 
the Local Fire Board.  If PSPRS promulgates revised Model Rules for 
Local Boards and a conflict exists with these Rules, the revised Model 
Rules shall prevail. 
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3. Conflict. These Rules are authorized by A.R.S. § 38-847(F) and 
supplement all authority of the Local Fire Board specified in that statute. 
Should any of these Rules conflict with any provision of A.R.S. § 
38-847, Revised Model PSPRS Rules or any other Arizona law, the 
provisions of Arizona law shall control. 

 
4. Amendment.  These Rules may be amended by a majority vote of the 

Fire Board at a public meeting. 
 

C. Composition of the Board and Conduct of Meetings 

 
1. Composition. The membership of the Local Fire Board is set forth in 

A.R.S. § 38-847(A). 
 

2. Chair. The provisions for electing a Chair are found in A.R.S. § 38-
847(A).  The Mayor or a designee shall serve as Chair of the Local 
Fire Board. 

 
3. Secretary. Pursuant to A.R.S. § 38-847(M), the Local Fire Board shall 

designate a Secretary who may, but need not, be a member of the Local 
Fire Board.  If a vacancy occurs for the Secretary, the Local Fire Board 
shall designate a new Secretary at the next Local Fire Board meeting 
after the vacancy occurs. 

 
4. Quorum. A quorum consists of a majority of the statutory 

membership of the Local Fire Board. A.R.S. § 1-216(B). For a Local 
Fire Board comprised of five (5) members, a quorum for the purpose 
of doing any business is generally three (3) members. 

 
5. Meetings, Minutes and Decisions. Meetings are generally held on the 

fourth Wednesday of the month from January through October and the 
third Wednesday of the month in November and December, but can be 
held at any time upon the call of the Chair, any two members of 
the Local Fire Board, or the Secretary of the Local Fire Board, with 
appropriate notice to the members of the Local Fire Board and the public.  
The Local Fire Board shall meet at least twice a year. 
 

a. Meetings are held at Glendale City Hall, 5850 W. Glendale Ave., 
Glendale, AZ 85301, 4th Floor Conference Room. 

b. The Secretary shall provide an agenda to the Local Fire Board 
members in advance of any Meeting, describing the business to 
be addressed at such Meeting. The content of the agenda shall 
comply with the Open Meeting Law. 

c. Notice of all Meetings of the Local Fire Board shall be given, and 
all Meetings and any executive sessions shall be conducted, in 
conformance with the Open Meeting Law. 

Page 73 of 114



Revised 2/21/2019 5 

d. Provided the quorum is met, a majority vote of Local Fire 
Board members present and eligible to vote shall govern any 
action taken. 

e. Local Fire Board members not present in person may attend 
by telephone or other electronic means permitting meaningful 
participation in accordance with the Open Meeting Law. 

f. The Secretary shall cause appropriate Minutes to be taken of 
Local Fire Board Meetings, and an electronic recording may be 
made of Meetings to facilitate preparation of such Minutes. 

g. Such electronic recording will be maintained in accordance with 
the City of Glendale’s record retention schedule. 

h. The Secretary shall forward to the Board of Trustees (in 
care of the Administrator) a copy of each Local Fire Board 
meeting minutes which include the Decision(s) on a Claim no 
later than twenty (20) business days after the Local Fire Board 
takes action on such Claim, pursuant to A.R.S. § 38- 847(G). 
Decisions shall be sent by certified mail to the Administrator as 
required by A.R.S. § 38-847(H)(2). As required by A.R.S. § 38-
847(G), a Decision shall contain, at minimum: (i) the name of 
the member affected by the Local Fire Board’s action; (ii) a 
description of the action taken; and (iii) an explanation of the 
reasons supporting the Local Fire Board's action, and (iv) all 
documents submitted to the Local Fire Board for the action 
taken including the reports of a medical board. 

i. Unless the Claimant is present at a Meeting at which the 
Local Fire Board announces its Decision on a Claim, at the 
same time that the Secretary forwards the Decision to the 
Administrator, the Secretary shall forward the Local Fire Board’s 
Decision to the Claimant via certified mail, pursuant to A.R.S. 
§ 38-847(H)(1). 

j. The Secretary shall forward all other Minutes to the Board of 
Trustees, in care of the Administrator, within twenty (20) days 
after each Local Fire Board Meeting, and forward all necessary 
communications to the Board of Trustees, in care of the 
Administrator, pursuant to A.R.S. § 38-847(M). 

 
6. Documentation. In a location separate from any Personnel or 

Department files, the Local Fire Board Secretary shall maintain files 
for each Claimant, containing public and confidential documents 
presented to the Local Fire Board. 
 

7. Parliamentary Procedure.  In matters of procedure not covered by law 
or these rules and where no conflict exists, the Local Fire Board shall 
be guided by Robert’s Rules of Order. 
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8. Independent Legal Counsel.  In accordance with A.R.S. § 38-847(N), 
the Local Fire Board shall be represented by independent legal counsel 
who shall be independent of the City of Glendale and any employee 
organization or member.  Independent legal counsel shall be selected 
in accordance with the City Attorney’s procurement for selecting 
Outside Legal Services.  Independent legal counsel shall be paid by the 
City of Glendale.  

 

D. Pre-Membership Physical 
 

1. Examination. Pursuant to A.R.S. § 38-859(A)(1), the Local Fire Board 
shall contract with a physician or clinic to conduct a Pre-Membership 
Physical of Employees, for the purpose of identifying physical or 
mental conditions or injuries, which existed or occurred prior to an 
Employee’s date of membership in the Plan. The physician or clinic 
conducting a Pre-Membership Physical may be the regular employee 
or contractee of the City of Glendale. 

 
2. Appointment. The City of Glendale or the Secretary shall coordinate 

appointments for the Employee’s Pre-Membership Physical. 
 

3. Report. The physician or clinic retained to conduct an Employee’s 
Pre-Membership Physical shall provide a written report of the results 
of the Pre-Membership Physical to the Secretary within 10 days after 
the examination. The Secretary shall file the report as a permanent 
record, as required by A.R.S. § 38- 859(E). 

 

4. No Pre-Existing Condition. If the physician or clinic’s report on an 
Employee with respect to his pre-membership condition concludes 
that the Employee has no pre-existing condition, the Secretary shall 
file the report as a permanent record, as required by A.R.S. § 38-
859(E). 

 
5. Finding of Pre-Existing Condition. If the physician or clinic’s report on 

an Employee with respect to his pre-membership condition concludes 
that the Employee has a pre-existing condition: 
 

a. The Secretary shall notify the Employee that the physician or 
clinic has reported that the Employee has a pre-existing 
condition. The Employee shall have 30 days to submit 
additional documentation or comments to the Secretary before 
the physician or clinic’s report is placed on an agenda for the 
Local Fire Board’s consideration. 

b. Reports concerning an Employee’s pre-existing condition shall 
be placed on the Meeting agenda for recognition by the Local 
Fire Board. 

c. The Secretary shall provide the Local Fire Board with any 
additional documentation or comments submitted by an 
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Employee regarding a physician or clinic’s conclusion that an 
Employee has a pre-existing condition. 

d. The Local Fire Board shall review the physician or clinic’s 
report and any additional documentation submitted by the 
Employee at a Meeting. After review of the relevant documents, 
the Local Fire Board will take any action the Local Fire Board 
deems necessary and appropriate. 

e. The Secretary shall file all reports concerning an Employee’s 
pre-existing condition(s) as a permanent record, as required 
by A.R.S. § 38-859(E), along with any additional 
documentation and comments provided by the Employee, and 
appropriate records of any actions or determinations by the 
Local Fire Board with respect to the same. In the event a 
Member whose Pre-Membership Physical revealed a pre-
existing condition applies for an accidental, catastrophic, 
ordinary, or temporary disability pension, all such documentation 
related to the Member’s pre-existing condition will be presented 
to the Local Fire Board. If the Local Fire Board determines 
that a Member’s disability resulted from a physical or mental 
condition or injury, which existed or occurred prior to the 
Member’s date of membership in the Plan, the Member shall 
not qualify for an accidental, catastrophic, ordinary, or 
temporary disability pension. 

 

E. Initial Decision 
 

1. Submitting Claims. A Claimant may request that the Local Fire Board 
issue an Initial Decision by presenting an application for benefits or 
service credit to the Secretary, using the prescribed Plan forms. 

 
2. Content of Claims. If desired, a Claimant may supplement the 

application for benefits or service credit by submitting a letter to the 
Secretary. In order for any supplemental letter to be considered by 
the Local Fire Board, such letter shall set forth: (i) the name and 
address of the Claimant; (ii) the name and address of the Claimant’s 
attorney, if applicable; (iii) a brief statement of the facts forming the 
basis of the Claim, including any evidence relevant to the Local Fire 
Board’s Decision on the Claim; and (iv) the precise relief sought by 
the Claimant from the Local Fire Board. 

 

3. Routine Claims; Consent Agenda. The Local Fire Board may authorize 
its Secretary to determine whether a Claim is to be treated by the Local 
Fire Board as Routine or as Non-Routine, and to present Routine 
Claims as a “Consent Agenda” item. Ordinarily, the Secretary does not 
provide Notice of a Hearing to Claimants for Routine Claims on the 
Consent Agenda, because the Local Fire Board generally approves 
Consent Agenda items summarily. If a Routine Claim on the Consent 
Agenda warrants discussion by the Local Fire Board, the Claim may be 
deferred to a future Hearing in order to provide Notice to the Claimant. 
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4. Non-Routine Claims. All Non-Routine Claims are subject to this Section 

E concerning an Initial Decision. However, more detailed procedures 
for certain Non-Routine Claims, specifically disability benefit 
applications and reexamination of disability recipients, are set forth in 
Sections F and G of these Rules. Other Non-Routine Claims shall be 
placed on the agenda for consideration by the Local Fire Board, after 
appropriate Notice to the Claimant. 

 
5. Deadline for Scheduling a Hearing on Routine and Non-Routine Claims. 

 
a. Hearings are held at Meetings as provided by Section C(5) 

of these Rules. 

b. Unless the Claimant and all other parties to the Claim 
otherwise agree, the Local Fire Board shall commence a 
Hearing on a Routine or Non-Routine Claim within ninety (90) 
days of its receipt of a Claim, pursuant to A.R.S. § 38-847(D)(3). 

c. If the Local Fire Board does not commence a Hearing on a Claim 
within ninety (90) days of its receipt of the Claim: 

i. The Claimant shall notify the Administrator and 
Secretary by letter sent by certified mail that the Local 
Fire Board has failed to convene a Hearing within ninety 
(90) days of the filing of a Claim. 

ii. As provided by A.R.S. § 38-847(D)(3), the relief 
demanded by the Claimant is deemed granted and 
approved by the Local Fire Board. The granting and 
approval of this relief is considered final and binding 
unless a timely request for Rehearing or appeal is 
made, or unless the Board of Trustees determines that 
granting the relief requested would violate the Internal 
Revenue Code or threaten to impair the Plan's status 
as a qualified plan under the Internal Revenue Code. 
If the Board of Trustees determines that granting the 
requested relief would violate the Internal Revenue 
Code or threaten to impair the Plan's status as a 
qualified plan, the Board of Trustees may refuse to 
grant the relief by issuing a written determination, sent 
certified mail to the Local Fire Board and the Claimant. 
The written determination issued by the Board of 
Trustees is subject to judicial review pursuant to Title 12, 
Chap. 7, Article 6. 

iii. As provided in A.R.S. § 38-847(H), the Board of 
Trustees may request a Rehearing within sixty (60) 
days after receiving notice from the Claimant by letter 
sent by certified mail that the Local Fire Board has 
failed to convene a Hearing within ninety (90) days of 
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the filing of a Claim. However, if the relief deemed 
granted and approved by the Local Fire Board violates 
the Internal Revenue Code or threatens to jeopardize 
the Plan's status as a qualified plan under the Internal 
Revenue Code, no limitation period for  the Board of 
Trustees to seek a Rehearing applies. 

 
6. Issuance of Decision. When a Hearing is held within the deadlines 

set forth in Section E(5) of these Rules, the Secretary shall forward 
the Decision, Minutes and other necessary communications, as 
provided in Section C(5)(f)-(j) of these Rules. 

 
7. Finality of Decision. Pursuant to A.R.S. § 38-847, any Decision that 

is not inconsistent with the provisions of the Plan and the Internal 
Revenue Code shall be final, conclusive and binding on the Claimant 
and the Plan, unless a timely application for a rehearing is filed as 
provided in Section H of these Rules, or an appeal is filed. However, 
the Board of Trustees may not implement and comply with any 
Decision that does not comply with the Internal Revenue Code or that 
threatens to jeopardize the Plan’s status as a qualified plan under 
the Internal Revenue Code, and under such circumstances, no 
limitation period for the Board of Trustees to seek a rehearing of a 
Decision applies. A final decision may be appealed to the Maricopa 
County Superior Court for the State of Arizona within the periods 
specified in, and the manner provided by, the Arizona Revised Statutes 
A.R.S. § 12-901 et seq. and the rules adopted by the Maricopa 
County Superior and Appellate Courts of the State of Arizona. 

 

F. Disability Benefit Applications 
 

1. Disability Application. Upon presentation of a properly completed 
application for any of the disability pensions authorized by law, the 
Secretary will determine whether the Claimant has provided complete 
documentation supporting  the Claim referenced in the application. If 
the information is incomplete, the Secretary shall request that the 
Claimant provide additional documentation and may assist the 
Claimant in identifying deficiencies or incomplete items in the 
application. The Secretary shall also obtain from the City of Glendale 
any documentation contained in workers’ compensation records. A 
confidential packet of medical information on the Claimant shall be 
prepared for distribution to Local Fire Board members. When the 
Claimant’s application is complete, the Claim shall be placed, as a 
separate item, on the agenda for a Meeting, pursuant to Section E(5) 
of these Rules. 

 
2. Initial Hearing. At the initial Hearing on a Claim for disability benefits, 

the Local Fire Board will determine whether the medical and other 
documentation submitted is sufficient for the Local Fire Board to 
conclude that the statutory prerequisites are satisfied by the Claimant. 
If the statutory prerequisites are satisfied, pursuant to 
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A.R.S. § 38-859(A), the Local Fire Board shall direct that a medical 
board be appointed to conduct an examination of the Claimant and to 
report to the Local Fire Board the results of that examination.   If the 
statutory prerequisites are not satisfied, the Local Fire Board may 
deny the Claim based on a lack of evidence, either medical or 
otherwise, such as the Claimant’s continued work status or the 
Claimant’s performance of a reasonable range of duties. In the 
alternative, the Local Fire Board may continue the Hearing on the 
matter to a date and time when any additional documentation 
requested by the Board is available. 

 

3. Independent Medical Board. Pursuant to A.R.S. § 38-859(B), medical 
boards appointed pursuant to A.R.S. § 38-859(A)(2)-(5) shall be 
composed of a designated physician or a clinic other than a regular 
employee or contractee of the City of Glendale.  The Local Fire Board 
shall review the Independent Medical Board every three (3) years unless 
the Local Fire Board determines a review of the Independent Medical 
Board should occur earlier. 

 

4. Mental Examinations. In the event of a psychological disability 
application, the medical board will consist of a doctor of medicine who 
is a psychiatrist or has a specialty in psychiatry. The psychiatrist shall 
issue a report containing his/her conclusions to the Local Fire Board. 

 
5. Prompt Hearing. If a medical board is appointed, the Secretary shall 

reconvene the Hearing at the first feasible Meeting after the Local Fire 
Board members’ receipt of the medical board’s report, unless the 
Claimant requests in writing otherwise. 

 

6. Disability Findings. Pursuant to A.R.S. § 38-859(C), a finding of 
disability shall be based on medical evidence provided by the medical 
board appointed by the Local Fire Board. The Local Fire Board shall 
resolve material conflicts in the medical evidence. If required, the 
Local Fire Board may employ other physicians or clinics to report on 
special cases. With the approval of the Local Fire Board, a physician 
or clinic employed by the Local Fire Board may employ occupational 
specialists to assist the physician or clinic in rendering an opinion. 

 

7. Approval of Disability Claim. If a Claim for disability benefits is approved 
by the Local Fire Board, the Secretary will obtain City of Glendale 
certification of the Claimant’s employment termination date and 
indicate the determination of the Board on the disability pension on 
proscribed Plan forms. If the Board Secretary cannot obtain certification 
of the termination of the Claimant’s employment within forty-five (45) 
days after the Local Fire Board’s approval, the Claimant’s application 
for disability benefits will be considered withdrawn. Until such time 
as the Claimant has terminated employment with the City of Glendale, 
the Local Fire Board shall not consider any further Claim by the 
Claimant for disability benefits. 
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8. Denial of Disability Claim. If a Claim for disability benefits is denied by 
the Local Fire Board, and the Claimant is not present at the Meeting, 
the Secretary will notify the Claimant in writing by certified mail of the 
Decision of the Board, the reasons for the Decision, and the Claimant’s 
rights to a Rehearing. 

 

G. Reexamination of Disability Recipients 

 

1. Catastrophic Disability Benefits Pursuant to A.R.S. § 38-844(F) 

 

a. Sixty (60) months after approval of a Catastrophic Disability, 
the Local Fire Board must undertake a re-evaluation of a 
Member receiving catastrophic disability benefits to determine 
whether the Member remains qualified for such benefits, as 
specified in A.R.S. § 38-844(F). 

b. After the initial sixty (60) month review, the Local Fire Board is 
empowered to undertake an annual reevaluation of Members 
receiving catastrophic disability benefits, who, had they 
remained in employment, would not have attained 25 years 
of service. 

c. On an on-going basis, the Secretary will prepare a list of 
Members receiving catastrophic disability benefits who may be 
required to undergo an annual reevaluation pursuant to 
Section G(1)(b) of these Rules. 

d. At the direction of the Chair, a Subcommittee of the two elected 
members of the Local Fire Board shall review the list of 
Members prepared pursuant to Section G(1)(c), and report the 
Subcommittee’s recommendations regarding medical 
reevaluation of such Members to the Local Fire Board. 

e. The Secretary shall place the issue of re-examination of a 
Member receiving catastrophic disability benefits on an 
appropriate Meeting agenda as a separate item. 

 

2. Accidental and Ordinary Disability Benefits Pursuant to A.R.S. § 38-844(E). 

 

a. In its discretion, the Local Fire Board may require Members 
receiving accidental or ordinary disability benefits to undergo 
an annual medical examination to determine whether they 
are still disabled and therefore, qualified for continued 
disability benefits. 

b. On an on-going basis, the Secretary will prepare a list of 
Members receiving accidental and ordinary disability benefits 
who may be required to undergo an annual medical 
reevaluation pursuant to Section G(2)(a) of these Rules. 
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c. At the direction of the Chair, a Subcommittee of the two elected 
Members of the Local Fire Board shall review the list of 
Members prepared pursuant to Section G(2)(b), and report the 
Subcommittee’s recommendations regarding medical 
reevaluation of such Members to the Local Fire Board. 

 

3. Medical Boards Appointed Pursuant to A.R.S. § 38-859. 
 

a. The Local Fire Board shall appoint a medical board to examine 
any Member required to obtain, or selected for, reevaluation 
pursuant to Sections G(1), (2) of these Rules. If the Member 
refuses to submit to the medical board reevaluation, the 
Member’s disability shall be considered to have ceased and 
the Member’s disability pension terminated. 
 

b. A formal report of the medical board on the results of the 
reevaluations referenced in Section G(3)(a) above shall be 
submitted to the  Local Fire Board. The Local Fire Board shall 
review any such report at the first scheduled Meeting after 
receipt of the report, and shall take any action warranted, as 
permitted by the relevant statutes. 

 

H. Rehearings 

 

1. Application for Rehearing. 

 

a. A Claimant’s application for Rehearing must be filed within sixty 
(60) days after the Claimant receives notification of the Initial 
Decision by certified mail, by attending the Meeting at which 
the Initial Decision is rendered, or by receiving benefits from 
the Plan pursuant to the Initial Decision, whichever occurs first. 

 
b. The Board of Trustee’s application for Rehearing must be filed 

within sixty (60)  days  after  the  Board  of  Trustees  receives  
a  copy  of  the  Initial Decision by certified mail. 

 
2. Rehearings Granted. The Local Fire Board will conduct a Rehearing 

of any matter upon proper and timely application by a Claimant or 
the Board of Trustees, pursuant to A.R.S. Section 38-847(H). 

 

3. Preparation of Preliminary Record. Upon receipt of a proper and 
timely application for Rehearing, the Secretary shall prepare a packet 
consisting of all documents and other tangible items of evidence 
made available to the Local Fire Board with respect to the underlying 
issues. The Secretary may obtain a written transcript of any previous 
proceedings of the Local Fire Board in connection with the matter, for 
inclusion in such packet. The Rehearing packet shall be made 
available to Local Fire Board members and shall be provided to all 
Parties to the Rehearing. This packet of materials shall constitute the 
preliminary record for the Rehearing. 
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4. Scheduling of Rehearing. When the preliminary record is complete, 
the Secretary will schedule the Rehearing for the next scheduled 
Meeting or for such other date and time as may be determined but no 
later than 90 (ninety) days after receipt of either the Claimant’s or the 
Board of Trustees’ application/request for Rehearing. Rehearings are 
not subject to the time limitations set forth in Section E(5) of these 
Rules. 

 
5. Local Fire Board Action on Rehearing. At or after the conclusion of the 

Rehearing, the Local Fire Board may vote to uphold, rescind or modify 
its Initial Decision. 

 
6. Issuance of Decision on Rehearing. When a Rehearing is held, the 

Secretary shall forward the Decision on Rehearing, Minutes of 
Rehearing and other necessary communications, as provided in 
Section C(5)(f)-(h) of these Rules. 

 

7. Finality. Pursuant to A.R.S. § 38-847, any Decision on Rehearing 
that is not inconsistent with the provisions of the Plan and the Internal 
Revenue Code shall be final, conclusive and binding on the Claimant 
and the Plan, unless a timely appeal is filed. However, the Board of 
Trustees may not implement and comply with any Decision on 
Rehearing that does not comply with the Internal Revenue Code or 
that threatens to jeopardize the Plan’s status as a qualified plan under 
the Internal Revenue Code. A final Decision on Rehearing may be 
appealed to the Maricopa County Superior Court for the State of 
Arizona within the periods specified in and the manner provided by 
A.R.S. § 12-901 et seq. and the rules adopted by the Maricopa County 
Superior and Appellate Courts of the State of Arizona.  

 

I. General Provisions Applicable to All Hearings and Rehearings 
 
1. Review of Medical Records. The Local Fire Board shall review and 

discuss any confidential medical records in executive session only, 
unless the Claimant or Member waives the confidentiality 
requirement with respect to any confidential medical records by 
completing a confidentiality waiver. 

 
2. Exclusion of Evidence. The Presiding Officer may preclude the 

presentation of argumentative, repetitious or irrelevant facts or 
questioning in any proceeding on a Claim. 

 

3. Argument and Evidence. The Presiding Officer shall rule on all 
evidentiary or procedural objections. Each Party is entitled to make 
an opening statement. The Party with the burden of proof shall 
begin the presentation of evidence, unless the Parties otherwise 
agree or the Presiding Officer determines that another order would be 
more expeditious or appropriate and would result in no material 
prejudice. The Presiding Officer shall determine the order of witness 
examinations, which shall be such as will expedite the Hearing or 

Page 82 of 114



Revised 2/21/2019 14 

Rehearing and insure the proceeding is fair. The Presiding Officer 
may, but is not required to, administer oaths to witnesses and each 
Party. Each Party is entitled to present a closing argument in the order 
determined by the Presiding Officer. Each Party is entitled to be 
represented by counsel, submit evidence, offer arguments, and 
cross examine witnesses. 

 
4. Informal Proceedings. All Hearings and Rehearings shall be 

conducted in an informal manner and without adherence to the rules 
of procedure or evidence required in judicial proceedings. The 
manner  of conducting the Hearing or Rehearing, rulings on 
evidentiary or procedural objections, and the failure to adhere to 
rules of procedure or evidence required in judicial proceedings shall 
not be grounds for reversing a Decision of the Local Fire Board, 
provided substantial evidence supports such order or Decision. 

 

5. Notice of the Truth of Widely-Known and Accepted Facts. The 
Presiding Officer may take notice of the truth of certain widely known 
and accepted facts, including generally recognized technical, 
statistical, actuarial or scientific facts within the Local Fire Board’s 
specialized knowledge. Parties shall be notified, either before or 
during the Hearing or Rehearing, of any widely known and generally 
accepted facts noticed as true, including any staff memoranda or 
data. Parties shall be afforded an opportunity to contest any material 
so noticed. The Local Fire Board’s experience, technical competence 
and specialized knowledge may be utilized in its evaluation of all 
evidence. The Local Fire Board shall be entitled to consider and rely 
on as true information furnished by the City of Glendale, 
Administrator, the Local Fire Board’s independent legal counsel or the 
Plan’s actuary. 

 

6. Failure to Appear at Hearing. In the event a Claimant (and the 
Claimant’s counsel, if any) fails to appear at a duly noticed Hearing 
or Rehearing, in its discretion, the Local Fire Board may enter a 
Decision by default or vacate the Hearing or Rehearing. If a witness 
fails to appear at a duly noticed Hearing or Rehearing, in his 
discretion, the Presiding Officer may exclude the witness’ testimony 
or reschedule the Hearing or Rehearing. 

 
7. Limitation of Issues. All Hearings and Rehearings shall be limited 

to matters referenced in the Claim and any request for Rehearing filed 
by any Party. 

 

8. Record of Proceedings. All Hearings and Rehearings shall be 
recorded by electronic means and at the Local Fire Board’s expense. 
A copy of the recorded Hearing or Rehearing will be provided to 
the Claimant and all other interested Parties upon request. Parties 
are responsible for obtaining their own transcription of a recorded 
Hearing or Rehearing, although the Local Fire Board may provide such 
a transcription in its discretion. In addition to any electronic recording 
of the proceedings, the Local Fire Board shall include all relevant 

Page 83 of 114



Revised 2/21/2019 15 

written records as part of the official record of the Hearing or 
Rehearing. 

 
9. Evidence on Claims. The Claimant and Administrator shall be 

afforded equal time to state their positions. 
 

10. Subpoenas; Depositions. To facilitate the collection and presentation 
of evidence with respect to any matter before the Local Fire Board, the 
Presiding Officer may authorize subpoenas and depositions of 
witnesses. 

 
11. Consultation among Members. The Presiding Officer may consult on 

the record with the other members of the Local Fire Board. The 
Local Fire Board may consult in executive session with the Local 
Fire Board’s legal counsel so long as all requirements of the Open 
Meeting Law are satisfied. The Local Fire Board may also go into 
executive session for any lawful reason, including the need to 
preserve the confidentiality of medical information. However, all 
Decisions of the Local Fire Board shall be made in open, public 
session of the Local Fire Board. 

 
12. Bifurcation of Issues/Hearing. In connection with any Claim, the 

Presiding Officer is empowered to bifurcate (i.e., separate into two 
or more) issues presented to the Local Fire Board for resolution, or 
set multiple Hearings or Rehearings in a single case. 

 
13. Submission of Evidence.  The Claimant must submit to the Secretary 

within ten (10) working days of the Hearing or Rehearing any 
documents the Claimant wishes to introduce into the record, 
including doctor reports and other written evidence. Documents 
received by the Secretary less than ten (10) working days before a 
Hearing or Rehearing may cause a delay in the Hearing or Rehearing. 
Information and documents presented on the date of the Hearing or 
Rehearing will be reason for the Presiding Officer to call for a motion 
to continue the Hearing or Rehearing to a later date. 

 
14. Public Participation. The Open Meeting Law governs  public  

participation in Hearings and Rehearings. 
 

15. No Rehearing on Remand.  A Hearing before the Local Fire Board 
on a matter remanded  from  the Maricopa County Superior  Court  
is  not  subject  to  a Rehearing before the Local Fire Board.  However, 
the Local Fire Board may consider new evidence or review items 
remanded by the Maricopa County Superior Court. 
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The undersigned Chair and Secretary of the City of Glendale Local Fire Board certify 
that the foregoing Rules were duly adopted by the Board at a meeting duly called 
and held on the date specified below. 

 

 

                              

Charles Erickson, Board Chair Jim Brown, Board Secretary 
 

  February 27, 2019       February 27, 2019                                                           

Dated Dated 
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City of Glendale 
Public Safety Personnel Retirement System 

Local Police Board Rules 
Adopted Pursuant to A.R.S. § 38-847(F) 

 
Adopted by the City of Glendale Local Police Board at a public meeting 

held on February 27, 2019 
 
 

A. Definitions 
 
1. “A.R.S.” means Arizona Revised Statutes. 

 

2. “Administrator” means the Administrator of the Plan (including any 
persons authorized by the Administrator to act for the Administrator) 
acting for the benefit of the Board of Trustees as more particularly 
described in A.R.S. § 38-848(L). 

 

3. “Board of Trustees” has the meaning ascribed to that term in A.R.S. § 
38-842(8). 

 

4. “Claim” means any request for relief under the Plan involving all 
questions of eligibility and service credits, which is properly before a 
Local Police Board for Decision, pursuant to A.R.S. § 38-847(D). 

 

5. “Claimant” has the meaning ascribed to that term in A.R.S. § 38-842(11). 
 

6. “Decision” means (i) a separate written document setting forth the Local 
Police Board’s action resolving a Claim; or (ii) any orders issued by the 
Local Police Board relating to a Claim, including orders denying a 
request for Rehearing or further relief. As required by A.R.S. § 38-
847(G), a Decision shall contain, at a minimum, (a) the name of the 
member affected by the Local Police Board’s action; (b) a description of 
the action taken; and (c) an explanation of the reasons supporting the 
Local Police Board's action. 

 

7. “Decision on Rehearing” means a Decision issued by the Local Police 
Board after a Rehearing. 

 

8. “Employee” has the meaning ascribed to that term in A.R.S. § 38-842 
(27). 

 

9. “Employer” has the meaning ascribed to that term in A.R.S. § 38-842(28) 
and means the City of Glendale. 
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10. “Hearing” means the Local Police Board’s initial public Meeting 
concerning a Claim, which is conducted in accordance with the Open 
Meeting Law and these Rules. 

 

11. “Initial Decision” means the first Decision on a Claim issued by the Local 
Police Board. 

 

12. “Local Police Board” means the public body described in A.R.S. § 38-
847. 

 

13.  “Meeting” is a gathering of a quorum of the Local Police Board to 
conduct business and to hold Hearings and/or Rehearings, which is 
conducted in accordance with the Open Meeting Law and these Rules. 

 

14. “Member”  has  the  meaning  ascribed  to  that  term  in  A.R.S.  §  38-
842(31). 

 

15. “Minutes” means the written official record of the proceedings, 
including the testimony of witnesses. 

 
16. “Non-Routine Claim” means any Claim that is not a Routine Claim, 

including, but not limited to, Claims for the following: (i) a “killed in 
the line of duty” survivor pension; (ii) an accidental disability pension; 
(iii) a catastrophic disability pension; 
(iv) an ordinary disability pension; (v)  a temporary disability pension; 
or  (vi) determinations for plan membership concerning whether the 
Employee is or was regularly assigned to hazardous duty. 

 
17. “Notice” means a written Notice of Hearing or Rehearing, as 

applicable, which includes, at minimum: (i) a statement of the time, 
place and nature of the Hearing or Rehearing; (ii) a statement of the 
legal authority and jurisdiction under which the Local Police Board will 
be conducting the Hearing or Rehearing; (iii) a reference to the 
particular section(s) of the Arizona Revised Statutes (and/or any other 
applicable rules) involved in the particular matter presented for 
Decision; and (iv) a short and plain statement of the matters asserted 
by the Claimant or issues to be considered at the Hearing or Rehearing. 

 
18. “Open Meeting Law” is the body of laws described in Title 38, Ch. 3, 

Article 3.1 of the Arizona Revised Statutes, which requires that public 
bodies, such as the Local Police Board, hold its meetings and conduct 
it activities in public, except in those limited circumstances described 
in A.R.S. § 38-431.03. 
 

19. “Party or Parties” means the Claimant, Local Police Board and Board of 
Trustees. 

 

20. “Plan” or “PSPRS” means the Public Safety Personnel Retirement 
System, as described in A.R.S. § 38-841 et seq. 
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21. “Pre-Membership Physical” means a medical examination of an 
Employee before the Employee joins the Plan, for the purpose of 
identifying physical or mental conditions or injuries, which existed or 
occurred prior to the Employee’s date of membership in the Plan, 
pursuant to A.R.S. § 38-859(A)(1). 

 
22. “Presiding Officer” means the Chair or Acting Chair of the Local 

Police Board, who presides over any Meeting, Hearing or Rehearing. 
 

23. “Rehearing” means a public Meeting before the Local Police Board that 
is conducted in accordance with the Open Meeting Law and these 
Rules, to consider a Claimant’s or the Board of Trustee’s request that 
the Local Police Board reconsider its Initial Decision, as provided by 
A.R.S. § 38-847(H). 

 

24. “Routine Claim” means a Claim for any of the following: (i) a normal 
retirement pension; (ii) an early retirement pension; (iii) a normal 
survivor pension; (iv) a determination of eligibility for Plan membership 
other than that involving whether the Employee is or was regularly 
assigned to hazardous duty; (v) a survivor’s pension that is not a 
“killed in the line of duty” survivor’s pension; (vi) request for service 
credit; and (vii) initiation or termination of Deferred Retirement Option 
Plan participation. 

 
25. “Rules” means these Rules authorized by A.R.S. § 38-847(F). 

 

26. “Secretary” means the person so designated by the Local Police Board 
pursuant to A.R.S. § 38-847(M), who is charged with keeping a record 
and preparing agendas, Minutes and Decisions of all Hearings and 
Rehearings of the Local Police Board. 

 
27. “Subcommittee” means a group of no more than two Local Police 

Board members appointed by the Board Chair to undertake Local Police 
Board business. 

 

B. Purpose and Scope of Procedures 
 
1. Board Responsibility. Pursuant to A.R.S. § 38-847(D), the Local Police 

Board is responsible for deciding all questions of eligibility and service 
credits, and determining the amount, manner and time of payment of 
any benefits under the Plan. The Board of Trustees cannot pay any 
benefits under the Plan without the direction and approval of the Local 
Police Board. 

 
2. Scope. These Rules govern all Claims before the Local Police Board 

for Decision, effective for any Claims brought, and any Hearing and 
Rehearing held, after the effective date of adoption of these Rules by 
the Local Police Board.  If PSPRS promulgates revised Model Rules for 
Local Boards and a conflict exists with these Rules, the revised Model 
Rules shall prevail. 
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3. Conflict. These Rules are authorized by A.R.S. § 38-847(F) and 
supplement all authority of the Local Police Board specified in that 
statute. Should any of these Rules conflict with any provision of 
A.R.S. § 38-847, Revised Model PSPRS Rules or any other Arizona 
law, the provisions of Arizona law shall control. 

 
4. Amendment.  These Rules may be amended by a majority vote of the 

Police Board at a public meeting. 
 

C. Composition of the Board and Conduct of Meetings 

 
1. Composition. The membership of the Local Police Board is set forth 

in A.R.S. § 38-847(A). 
 

2. Chair. The provisions for electing a Chair are found in A.R.S. § 38-
847(A).  The Mayor or a designee shall serve as Chair of the Local 
Police Board. 

 
3. Secretary. Pursuant to A.R.S. § 38-847(M), the Local Police Board shall 

designate a Secretary who may, but need not, be a member of the Local 
Police Board.  If a vacancy occurs for the Secretary, the Local Police 
Board shall designate a new Secretary at the next Local Police Board 
meeting after the vacancy occurs. 

 
4. Quorum. A quorum consists of a majority of the statutory 

membership of the Local Police Board. A.R.S. § 1-216(B). For a Local 
Police Board comprised of five (5) members, a quorum for the purpose 
of doing any business is generally three (3) members. 

 
5. Meetings, Minutes and Decisions. Meetings are generally held on the 

fourth Wednesday of the month from January through October and the 
third Wednesday of the month in November and December, but can be 
held at any time upon the call of the Chair, any two members of 
the Local Police Board, or the Secretary of the Local Police Board, with 
appropriate notice to the members of the Local Police Board and the 
public.  The Local Police Board shall meet at least twice a year. 
 

a. Meetings are held at Glendale City Hall, 5850 W. Glendale Ave., 
Glendale, AZ 85301, 4th Floor Conference Room. 

b. The Secretary shall provide an agenda to the Local Police 
Board members in advance of any Meeting, describing the 
business to be addressed at such Meeting. The content of the 
agenda shall comply with the Open Meeting Law. 

c. Notice of all Meetings of the Local Police Board shall be given, 
and all Meetings and any executive sessions shall be 
conducted, in conformance with the Open Meeting Law. 
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d. Provided the quorum is met, a majority vote of Local Police 
Board members present and eligible to vote shall govern any 
action taken. 

e. Local Police Board members not present in person may attend 
by telephone or other electronic means permitting meaningful 
participation in accordance with the Open Meeting Law. 

f. The Secretary shall cause appropriate Minutes to be taken of 
Local Police Board Meetings, and an electronic recording may 
be made of Meetings to facilitate preparation of such Minutes. 

g. Such electronic recording will be maintained in accordance with 
the City of Glendale’s record retention schedule. 

h. The Secretary shall forward to the Board of Trustees (in 
care of the Administrator) a copy of each Local Police Board 
meeting minutes which include the Decision(s) on a Claim no 
later than twenty (20) business days after the Local Police 
Board takes action on such Claim, pursuant to A.R.S. § 38- 
847(G). Decisions shall be sent by certified mail to the 
Administrator as required by A.R.S. § 38-847(H)(2). As required 
by A.R.S. § 38-847(G), a Decision shall contain, at minimum: 
(i) the name of the member affected by the Local Police Board’s 
action; (ii) a description of the action taken; and (iii) an 
explanation of the reasons supporting the Local Police Board's 
action, and (iv) all documents submitted to the Local Police 
Board for the action taken including the reports of a medical 
board. 

i. Unless the Claimant is present at a Meeting at which the 
Local Police Board announces its Decision on a Claim, at the 
same time that the Secretary forwards the Decision to the 
Administrator, the Secretary shall forward the Local Police 
Board’s Decision to the Claimant via certified mail, pursuant 
to A.R.S. § 38-847(H)(1). 

j. The Secretary shall forward all other Minutes to the Board of 
Trustees, in care of the Administrator, within twenty (20) days 
after each Local Police Board Meeting, and forward all 
necessary communications to the Board of Trustees, in care of 
the Administrator, pursuant to A.R.S. § 38-847(M). 

 
6. Documentation. In a location separate from any Personnel or 

Department files, the Local Police Board Secretary shall maintain files 
for each Claimant, containing public and confidential documents 
presented to the Local Police Board. 
 

7. Parliamentary Procedure.  In matters of procedure not covered by law 
or these rules and where no conflict exists, the Local Police Board shall 
be guided by Robert’s Rules of Order. 
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8. Independent Legal Counsel.  In accordance with A.R.S. § 38-847(N), 

the Local Police Board shall be represented by independent legal 
counsel who shall be independent of the City of Glendale and any 
employee organization or member.  Independent legal counsel shall be 
selected in accordance with the City Attorney’s procurement for 
selecting Outside Legal Services.  Independent legal counsel shall be 
paid by the City of Glendale. 

 

D. Pre-Membership Physical 
 

1. Examination. Pursuant to A.R.S. § 38-859(A)(1), the Local Police Board 
shall contract with a physician or clinic to conduct a Pre-Membership 
Physical of Employees, for the purpose of identifying physical or 
mental conditions or injuries, which existed or occurred prior to an 
Employee’s date of membership in the Plan. The physician or clinic 
conducting a Pre-Membership Physical may be the regular employee 
or contractee of the City of Glendale. 

 
2. Appointment. The City of Glendale or the Secretary shall coordinate 

appointments for the Employee’s Pre-Membership Physical. 
 

3. Report. The physician or clinic retained to conduct an Employee’s 
Pre-Membership Physical shall provide a written report of the results 
of the Pre-Membership Physical to the Secretary within 10 days after 
the examination. The Secretary shall file the report as a permanent 
record, as required by A.R.S. § 38- 859(E). 

 

4. No Pre-Existing Condition. If the physician or clinic’s report on an 
Employee with respect to his pre-membership condition concludes 
that the Employee has no pre-existing condition, the Secretary shall 
file the report as a permanent record, as required by A.R.S. § 38-
859(E). 

 
5. Finding of Pre-Existing Condition. If the physician or clinic’s report on 

an Employee with respect to his pre-membership condition concludes 
that the Employee has a pre-existing condition: 
 

a. The Secretary shall notify the Employee that the physician or 
clinic has reported that the Employee has a pre-existing 
condition. The Employee shall have 30 days to submit 
additional documentation or comments to the Secretary before 
the physician or clinic’s report is placed on an agenda for the 
Local Police Board’s consideration. 

b. Reports concerning an Employee’s pre-existing condition shall 
be placed on the Meeting agenda for recognition by the Local 
Police Board. 
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c. The Secretary shall provide the Local Police Board with any 
additional documentation or comments submitted by an 
Employee regarding a physician or clinic’s conclusion that an 
Employee has a pre-existing condition. 

d. The Local Police Board shall review the physician or clinic’s 
report and any additional documentation submitted by the 
Employee at a Meeting. After review of the relevant documents, 
the Local Police Board will take any action the Local Police 
Board deems necessary and appropriate. 

e. The Secretary shall file all reports concerning an Employee’s 
pre-existing condition(s) as a permanent record, as required 
by A.R.S. § 38-859(E), along with any additional 
documentation and comments provided by the Employee, and 
appropriate records of any actions or determinations by the 
Local Police Board with respect to the same. In the event a 
Member whose Pre-Membership Physical revealed a pre-
existing condition applies for an accidental, catastrophic, 
ordinary, or temporary disability pension, all such documentation 
related to the Member’s pre-existing condition will be presented 
to the Local Police Board. If the Local Police Board determines 
that a Member’s disability resulted from a physical or mental 
condition or injury, which existed or occurred prior to the 
Member’s date of membership in the Plan, the Member shall 
not qualify for an accidental, catastrophic, ordinary, or 
temporary disability pension. 

 

E. Initial Decision 
 

1. Submitting Claims. A Claimant may request that the Local Police Board 
issue an Initial Decision by presenting an application for benefits or 
service credit to the Secretary, using the prescribed Plan forms. 

 
2. Content of Claims. If desired, a Claimant may supplement the 

application for benefits or service credit by submitting a letter to the 
Secretary. In order for any supplemental letter to be considered by 
the Local Police Board, such letter shall set forth: (i) the name and 
address of the Claimant; (ii) the name and address of the Claimant’s 
attorney, if applicable; (iii) a brief statement of the facts forming the 
basis of the Claim, including any evidence relevant to the Local Police 
Board’s Decision on the Claim; and (iv) the precise relief sought by 
the Claimant from the Local Police Board. 

 

3. Routine Claims; Consent Agenda. The Local Police Board may 
authorize its Secretary to determine whether a Claim is to be treated 
by the Local Police Board as Routine or as Non-Routine, and to present 
Routine Claims as a “Consent Agenda” item. Ordinarily, the Secretary 
does not provide Notice of a Hearing to Claimants for Routine Claims 
on the Consent Agenda, because the Local Police Board generally 
approves Consent Agenda items summarily. If a Routine Claim on the 
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Consent Agenda warrants discussion by the Local Police Board, the 
Claim may be deferred to a future Hearing in order to provide Notice to 
the Claimant. 

 
4. Non-Routine Claims. All Non-Routine Claims are subject to this Section 

E concerning an Initial Decision. However, more detailed procedures 
for certain Non-Routine Claims, specifically disability benefit 
applications and reexamination of disability recipients, are set forth in 
Sections F and G of these Rules. Other Non-Routine Claims shall be 
placed on the agenda for consideration by the Local Police Board, after 
appropriate Notice to the Claimant. 

 
5. Deadline for Scheduling a Hearing on Routine and Non-Routine Claims. 

 
a. Hearings are held at Meetings as provided by Section C(5) 

of these Rules. 

b. Unless the Claimant and all other parties to the Claim 
otherwise agree, the Local Police Board shall commence a 
Hearing on a Routine or Non-Routine Claim within ninety (90) 
days of its receipt of a Claim, pursuant to A.R.S. § 38-847(D)(3). 

c. If the Local Police Board does not commence a Hearing on a 
Claim within ninety (90) days of its receipt of the Claim: 

i. The Claimant shall notify the Administrator and 
Secretary by letter sent by certified mail that the Local 
Police Board has failed to convene a Hearing within 
ninety (90) days of the filing of a Claim. 

ii. As provided by A.R.S. § 38-847(D)(3), the relief 
demanded by the Claimant is deemed granted and 
approved by the Local Police Board. The granting and 
approval of this relief is considered final and binding 
unless a timely request for Rehearing or appeal is 
made, or unless the Board of Trustees determines that 
granting the relief requested would violate the Internal 
Revenue Code or threaten to impair the Plan's status 
as a qualified plan under the Internal Revenue Code. 
If the Board of Trustees determines that granting the 
requested relief would violate the Internal Revenue 
Code or threaten to impair the Plan's status as a 
qualified plan, the Board of Trustees may refuse to 
grant the relief by issuing a written determination, sent 
certified mail to the Local Police Board and the Claimant. 
The written determination issued by the Board of 
Trustees is subject to judicial review pursuant to Title 12, 
Chap. 7, Article 6. 

iii. As provided in A.R.S. § 38-847(H), the Board of 
Trustees may request a Rehearing within sixty (60) 
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days after receiving notice from the Claimant by letter 
sent by certified mail that the Local Police Board has 
failed to convene a Hearing within ninety (90) days of 
the filing of a Claim. However, if the relief deemed 
granted and approved by the Local Police Board 
violates the Internal Revenue Code or threatens to 
jeopardize the Plan's status as a qualified plan under 
the Internal Revenue Code, no limitation period for  the 
Board of Trustees to seek a Rehearing applies. 

 
6. Issuance of Decision. When a Hearing is held within the deadlines 

set forth in Section E(5) of these Rules, the Secretary shall forward 
the Decision, Minutes and other necessary communications, as 
provided in Section C(5)(f)-(j) of these Rules. 

 
7. Finality of Decision. Pursuant to A.R.S. § 38-847, any Decision that 

is not inconsistent with the provisions of the Plan and the Internal 
Revenue Code shall be final, conclusive and binding on the Claimant 
and the Plan, unless a timely application for a rehearing is filed as 
provided in Section H of these Rules, or an appeal is filed. However, 
the Board of Trustees may not implement and comply with any 
Decision that does not comply with the Internal Revenue Code or that 
threatens to jeopardize the Plan’s status as a qualified plan under 
the Internal Revenue Code, and under such circumstances, no 
limitation period for the Board of Trustees to seek a rehearing of a 
Decision applies. A final decision may be appealed to the Maricopa 
County Superior Court for the State of Arizona within the periods 
specified in, and the manner provided by, the Arizona Revised Statutes 
A.R.S. § 12-901 et seq. and the rules adopted by the Maricopa 
County Superior and Appellate Courts of the State of Arizona. 

 

F. Disability Benefit Applications 
 

1. Disability Application. Upon presentation of a properly completed 
application for any of the disability pensions authorized by law, the 
Secretary will determine whether the Claimant has provided complete 
documentation supporting  the Claim referenced in the application. If 
the information is incomplete, the Secretary shall request that the 
Claimant provide additional documentation and may assist the 
Claimant in identifying deficiencies or incomplete items in the 
application. The Secretary shall also obtain from the City of Glendale 
any documentation contained in workers’ compensation records. A 
confidential packet of medical information on the Claimant shall be 
prepared for distribution to Local Police Board members. When the 
Claimant’s application is complete, the Claim shall be placed, as a 
separate item, on the agenda for a Meeting, pursuant to Section E(5) 
of these Rules. 

 
2. Initial Hearing. At the initial Hearing on a Claim for disability benefits, 

the Local Police Board will determine whether the medical and other 
documentation submitted is sufficient for the Local Police Board to 
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conclude that the statutory prerequisites are satisfied by the Claimant. 
If the statutory prerequisites are satisfied, pursuant to 
A.R.S. § 38-859(A), the Local Police Board shall direct that a medical 
board be appointed to conduct an examination of the Claimant and to 
report to the Local Police Board the results of that examination.   If 
the statutory prerequisites are not satisfied, the Local Police Board 
may deny the Claim based on a lack of evidence, either medical or 
otherwise, such as the Claimant’s continued work status or the 
Claimant’s performance of a reasonable range of duties. In the 
alternative, the Local Police Board may continue the Hearing on the 
matter to a date and time when any additional documentation 
requested by the Board is available. 

 

3. Independent Medical Board. Pursuant to A.R.S. § 38-859(B), medical 
boards appointed pursuant to A.R.S. § 38-859(A)(2)-(5) shall be 
composed of a designated physician or a clinic other than a regular 
employee or contractee of the City of Glendale.  The Local Police Board 
shall review the Independent Medical Board every three (3) years unless 
the Local Police Board determines a review of the Independent Medical 
Board should occur earlier. 

 

4. Mental Examinations. In the event of a psychological disability 
application, the medical board will consist of a doctor of medicine who 
is a psychiatrist or has a specialty in psychiatry. The psychiatrist shall 
issue a report containing his/her conclusions to the Local Police Board. 

 
5. Prompt Hearing. If a medical board is appointed, the Secretary shall 

reconvene the Hearing at the first feasible Meeting after the Local 
Police Board members’ receipt of the medical board’s report, unless the 
Claimant requests in writing otherwise. 

 

6. Disability Findings. Pursuant to A.R.S. § 38-859(C), a finding of 
disability shall be based on medical evidence provided by the medical 
board appointed by the Local Police Board. The Local Police Board 
shall resolve material conflicts in the medical evidence. If required, 
the Local Police Board may employ other physicians or clinics to report 
on special cases. With the approval of the Local Police Board, a 
physician or clinic employed by the Local Police Board may employ 
occupational specialists to assist the physician or clinic in rendering an 
opinion. 

 

7. Approval of Disability Claim. If a Claim for disability benefits is approved 
by the Local Police Board, the Secretary will obtain City of Glendale 
certification of the Claimant’s employment termination date and 
indicate the determination of the Board on the disability pension on 
proscribed Plan forms. If the Board Secretary cannot obtain certification 
of the termination of the Claimant’s employment within forty-five (45) 
days after the Local Police Board’s approval, the Claimant’s 
application for disability benefits will be considered withdrawn. Until 
such time as the Claimant has terminated employment with the City 
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of Glendale, the Local Police Board shall not consider any further 
Claim by the Claimant for disability benefits. 

 
8. Denial of Disability Claim. If a Claim for disability benefits is denied by 

the Local Police Board, and the Claimant is not present at the Meeting, 
the Secretary will notify the Claimant in writing by certified mail of the 
Decision of the Board, the reasons for the Decision, and the Claimant’s 
rights to a Rehearing. 

 

G. Reexamination of Disability Recipients 

 

1. Catastrophic Disability Benefits Pursuant to A.R.S. § 38-844(F) 

 

a. Sixty (60) months after approval of a Catastrophic Disability, 
the Local Police Board must undertake a re-evaluation of a 
Member receiving catastrophic disability benefits to determine 
whether the Member remains qualified for such benefits, as 
specified in A.R.S. § 38-844(F). 

b. After the initial sixty (60) month review, the Local Police Board 
is empowered to undertake an annual reevaluation of 
Members receiving catastrophic disability benefits, who, had 
they remained in employment, would not have attained 25 
years of service. 

c. On an on-going basis, the Secretary will prepare a list of 
Members receiving catastrophic disability benefits who may be 
required to undergo an annual reevaluation pursuant to 
Section G(1)(b) of these Rules. 

d. At the direction of the Chair, a Subcommittee of the two elected 
members of the Local Police Board shall review the list of 
Members prepared pursuant to Section G(1)(c), and report the 
Subcommittee’s recommendations regarding medical 
reevaluation of such Members to the Local Police Board. 

e. The Secretary shall place the issue of re-examination of a 
Member receiving catastrophic disability benefits on an 
appropriate Meeting agenda as a separate item. 

 

2. Accidental and Ordinary Disability Benefits Pursuant to A.R.S. § 38-844(E). 

 

a. In its discretion, the Local Police Board may require Members 
receiving accidental or ordinary disability benefits to undergo 
an annual medical examination to determine whether they 
are still disabled and therefore, qualified for continued 
disability benefits. 

b. On an on-going basis, the Secretary will prepare a list of 
Members receiving accidental and ordinary disability benefits 
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who may be required to undergo an annual medical 
reevaluation pursuant to Section G(2)(a) of these Rules. 

c. At the direction of the Chair, a Subcommittee of the two elected 
Members of the Local Police Board shall review the list of 
Members prepared pursuant to Section G(2)(b), and report the 
Subcommittee’s recommendations regarding medical 
reevaluation of such Members to the Local Police Board. 

 

3. Medical Boards Appointed Pursuant to A.R.S. § 38-859. 
 

a. The Local Police Board shall appoint a medical board to 
examine any Member required to obtain, or selected for, 
reevaluation pursuant to Sections G(1), (2) of these Rules. If 
the Member refuses to submit to the medical board 
reevaluation, the Member’s disability shall be considered to 
have ceased and the Member’s disability pension terminated. 
 

b. A formal report of the medical board on the results of the 
reevaluations referenced in Section G(3)(a) above shall be 
submitted to the  Local Police Board. The Local Police Board 
shall review any such report at the first scheduled Meeting 
after receipt of the report, and shall take any action 
warranted, as permitted by the relevant statutes. 

 

H. Rehearings 

 

1. Application for Rehearing. 

 

a. A Claimant’s application for Rehearing must be filed within sixty 
(60) days after the Claimant receives notification of the Initial 
Decision by certified mail, by attending the Meeting at which 
the Initial Decision is rendered, or by receiving benefits from 
the Plan pursuant to the Initial Decision, whichever occurs first. 

 
b. The Board of Trustee’s application for Rehearing must be filed 

within sixty (60)  days  after  the  Board  of  Trustees  receives  
a  copy  of  the  Initial Decision by certified mail. 

 
2. Rehearings Granted. The Local Police Board will conduct a 

Rehearing of any matter upon proper and timely application by a 
Claimant or the Board of Trustees, pursuant to A.R.S. Section 38-
847(H). 

 

3. Preparation of Preliminary Record. Upon receipt of a proper and 
timely application for Rehearing, the Secretary shall prepare a packet 
consisting of all documents and other tangible items of evidence 
made available to the Local Police Board with respect to the 
underlying issues. The Secretary may obtain a written transcript of 
any previous proceedings of the Local Police Board in connection with 
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the matter, for inclusion in such packet. The Rehearing packet shall 
be made available to Local Police Board members and shall be 
provided to all Parties to the Rehearing. This packet of materials 
shall constitute the preliminary record for the Rehearing. 

 

4. Scheduling of Rehearing. When the preliminary record is complete, 
the Secretary will schedule the Rehearing for the next scheduled 
Meeting or for such other date and time as may be determined but no 
later than 90 (ninety) days after receipt of either the Claimant’s or the 
Board of Trustees’ application/request for Rehearing. Rehearings are 
not subject to the time limitations set forth in Section E(5) of these 
Rules. 

 
5. Local Police Board Action on Rehearing. At or after the conclusion of 

the Rehearing, the Local Police Board may vote to uphold, rescind or 
modify its Initial Decision. 

 
6. Issuance of Decision on Rehearing. When a Rehearing is held, the 

Secretary shall forward the Decision on Rehearing, Minutes of 
Rehearing and other necessary communications, as provided in 
Section C(5)(f)-(h) of these Rules. 

 

7. Finality. Pursuant to A.R.S. § 38-847, any Decision on Rehearing 
that is not inconsistent with the provisions of the Plan and the Internal 
Revenue Code shall be final, conclusive and binding on the Claimant 
and the Plan, unless a timely appeal is filed. However, the Board of 
Trustees may not implement and comply with any Decision on 
Rehearing that does not comply with the Internal Revenue Code or 
that threatens to jeopardize the Plan’s status as a qualified plan under 
the Internal Revenue Code. A final Decision on Rehearing may be 
appealed to the Maricopa County Superior Court for the State of 
Arizona within the periods specified in and the manner provided by 
A.R.S. § 12-901 et seq. and the rules adopted by the Maricopa County 
Superior and Appellate Courts of the State of Arizona.  

 

I. General Provisions Applicable to All Hearings and Rehearings 
 
1. Review of Medical Records. The Local Police Board shall review 

and discuss any confidential medical records in executive session 
only, unless the Claimant or Member waives the confidentiality 
requirement with respect to any confidential medical records by 
completing a confidentiality waiver. 

 
2. Exclusion of Evidence. The Presiding Officer may preclude the 

presentation of argumentative, repetitious or irrelevant facts or 
questioning in any proceeding on a Claim. 

 

3. Argument and Evidence. The Presiding Officer shall rule on all 
evidentiary or procedural objections. Each Party is entitled to make 
an opening statement. The Party with the burden of proof shall 
begin the presentation of evidence, unless the Parties otherwise 
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agree or the Presiding Officer determines that another order would be 
more expeditious or appropriate and would result in no material 
prejudice. The Presiding Officer shall determine the order of witness 
examinations, which shall be such as will expedite the Hearing or 
Rehearing and insure the proceeding is fair. The Presiding Officer 
may, but is not required to, administer oaths to witnesses and each 
Party. Each Party is entitled to present a closing argument in the order 
determined by the Presiding Officer. Each Party is entitled to be 
represented by counsel, submit evidence, offer arguments, and 
cross examine witnesses. 

 
4. Informal Proceedings. All Hearings and Rehearings shall be 

conducted in an informal manner and without adherence to the rules 
of procedure or evidence required in judicial proceedings. The 
manner  of conducting the Hearing or Rehearing, rulings on 
evidentiary or procedural objections, and the failure to adhere to 
rules of procedure or evidence required in judicial proceedings shall 
not be grounds for reversing a Decision of the Local Police Board, 
provided substantial evidence supports such order or Decision. 

 

5. Notice of the Truth of Widely-Known and Accepted Facts. The 
Presiding Officer may take notice of the truth of certain widely known 
and accepted facts, including generally recognized technical, 
statistical, actuarial or scientific facts within the Local Police Board’s 
specialized knowledge. Parties shall be notified, either before or 
during the Hearing or Rehearing, of any widely known and generally 
accepted facts noticed as true, including any staff memoranda or 
data. Parties shall be afforded an opportunity to contest any material 
so noticed. The Local Police Board’s experience, technical 
competence and specialized knowledge may be utilized in its 
evaluation of all evidence. The Local Police Board shall be entitled to 
consider and rely on as true information furnished by the City of 
Glendale, Administrator, the Local Police Board’s independent legal 
counsel or the Plan’s actuary. 

 

6. Failure to Appear at Hearing. In the event a Claimant (and the 
Claimant’s counsel, if any) fails to appear at a duly noticed Hearing 
or Rehearing, in its discretion, the Local Police Board may enter a 
Decision by default or vacate the Hearing or Rehearing. If a witness 
fails to appear at a duly noticed Hearing or Rehearing, in his 
discretion, the Presiding Officer may exclude the witness’ testimony 
or reschedule the Hearing or Rehearing. 

 
7. Limitation of Issues. All Hearings and Rehearings shall be limited 

to matters referenced in the Claim and any request for Rehearing filed 
by any Party. 

 

8. Record of Proceedings. All Hearings and Rehearings shall be 
recorded by electronic means and at the Local Police Board’s 
expense. A copy of the recorded Hearing or Rehearing will be 
provided to the Claimant and all other interested Parties upon 
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request. Parties are responsible for obtaining their own transcription of 
a recorded Hearing or Rehearing, although the Local Police Board may 
provide such a transcription in its discretion. In addition to any 
electronic recording of the proceedings, the Local Police Board shall 
include all relevant written records as part of the official record of the 
Hearing or Rehearing. 

 
9. Evidence on Claims. The Claimant and Administrator shall be 

afforded equal time to state their positions. 
 

10. Subpoenas; Depositions. To facilitate the collection and presentation 
of evidence with respect to any matter before the Local Police Board, 
the Presiding Officer may authorize subpoenas and depositions of 
witnesses. 

 
11. Consultation among Members. The Presiding Officer may consult on 

the record with the other members of the Local Police Board. The 
Local Police Board may consult in executive session with the Local 
Police Board’s legal counsel so long as all requirements of the 
Open Meeting Law are satisfied. The Local Police Board may also go 
into executive session for any lawful reason, including the need to 
preserve the confidentiality of medical information. However, all 
Decisions of the Local Police Board shall be made in open, public 
session of the Local Police Board. 

 
12. Bifurcation of Issues/Hearing. In connection with any Claim, the 

Presiding Officer is empowered to bifurcate (i.e., separate into two 
or more) issues presented to the Local Police Board for resolution, or 
set multiple Hearings or Rehearings in a single case. 

 
13. Submission of Evidence.  The Claimant must submit to the Secretary 

within ten (10) working days of the Hearing or Rehearing any 
documents the Claimant wishes to introduce into the record, 
including doctor reports and other written evidence. Documents 
received by the Secretary less than ten (10) working days before a 
Hearing or Rehearing may cause a delay in the Hearing or Rehearing. 
Information and documents presented on the date of the Hearing or 
Rehearing will be reason for the Presiding Officer to call for a motion 
to continue the Hearing or Rehearing to a later date. 

 
14. Public Participation. The Open Meeting Law governs  public  

participation in Hearings and Rehearings. 
 

15. No Rehearing on Remand.  A Hearing before the Local Police 
Board on a matter remanded  from  the Maricopa County Superior  
Court  is  not  subject  to  a Rehearing before the Local Police Board.  
However, the Local Police Board may consider new evidence or review 
items remanded by the Maricopa County Superior Court. 
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The undersigned Chair and Secretary of the City of Glendale Local Police Board 
certify that the foregoing Rules were duly adopted by the Board at a meeting duly 
called and held on the date specified below. 

 

 

                              

Charles Erickson, Board Chair Jim Brown, Board Secretary 
 

  February 27, 2019       February 27, 2019                                                           

Dated Dated 
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Staffing Services / Public Safety
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HR SOP 1.1.1 
PSPRS Local Boards (Fire and Police)

1. Purpose

To provide consistent and efficient administrative support to the local boards of the 
Public Safety Retirement System.

2. Responsibilities

The Senior Human Resources Analyst (local board secretary) in Public Safety and 
Senior Human Resources Analyst in HR/Benefits (Sr Benefits Analyst) are responsible 
for providing administrative assistance to the local board which includes but is not 
limited to scheduling local board meetings, researching pension issues and assisting 
employees entering into the DROP program or retiring under normal retirement or 
through disability from the system.  

3. Procedure

Local Board Process
A. Meeting Schedule – Local board meetings are scheduled for every third

Thursday of the month unless prevented by a holiday. If that occurs, the 
meetings will be on the fourth Thursday of the month. Local board secretary 
sends meeting request for the calendar year to the members for each board.

B. Agenda – The local board secretary develops the board agenda each month for 
each local board with Sr. Benefits Analyst input based on inductions, DROP 
applications, retirements, service transfers and special items requested by the 
Board.

C. Motion Guide – The local board secretary prepares a motion guide based on 
agenda to assist the board members with voting during the meeting.

D. Meeting Packet – The local board secretary emails meeting packet material,
which includes agenda and draft meeting minutes (in Word format), 7 days prior 
to meeting (Thursday before) along with reminder of meeting (BCC: all board 
members, board attorney CC:, eScribers and Sr. Benefits Analyst). The exception 
to this is for IME reports for disability retirements, the material must be sent to 
Board members for review 10 business days prior to the meeting.
Per the February 22nd, 2016 Boards and Commissions Annual Refresher meeting, 
the PSPRS local board meetings are exempt from posting meeting packets.

E. Posting – The local board secretary posts agenda and adds calendar event on 
the City of Scottsdale website by Thursday prior to meeting using Council Boards 
& Commission Document Posting Procedure document and AR 121 – Legal 
Postings which have instructions and guidelines for posting. Agenda must be 
posted 5 business days prior to the meeting.
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F. Member Binders – The local board secretary prepares binders for board 
members.  The binders contain all paperwork for meeting agenda.

1. Agenda
2. Motion guide
3. DROP applications
4. Service transfer letters as well as spreadsheet
5. Document with inductees
6. Retirement paperwork
7. Any other agenda item(s)

G. PSPRS Folders
Local board secretary keeps a hard copy of everything submitted to the local 
board.  Items from each meeting will be in a separate folder labeled by 
Date/Type of meeting and kept per the records retention guidelines. An electronic 
copy of the documents is also kept in DM labeled in the same manner.

H. Approved Meeting Minutes
1. After the meeting, the local board secretary adds Approved and the date of 

the approval meeting to the header of minutes that were approved during the 
meeting and posts approved regular meeting minutes to the City of 
Scottsdale website using Council Boards & Commission Document Posting 
Procedure document and AR 121 – Legal Postings which have instructions and 
guidelines for posting.

2. Meeting minutes must be posted within 2 business days after being approved.
I. Marked Agenda

1. After meeting, the local board secretary receives an email from eScribers with 
marked agenda.  

2. Local board secretary posts the marked agenda to the City of Scottsdale 
website within 3 business days after the meeting using Council Boards & 
Commission Document Posting Procedure document and AR 121 – Legal 
Postings which have instructions and guidelines for posting.

3. Link is updated to go to Marked Agenda (do not post in addition to the 
original agenda)

J. Revised Agenda
If any changes are made to the agenda after being posted, local board secretary 
must post revised agenda using Council Boards & Commission Document Posting 
Procedure document and AR 121 – Legal Postings which have instructions and 
guidelines for posting. Revised agenda must clearly state what was changed. 

K. Cancellation Notices –
1. If meeting is cancelled after being posted and notice is sent to the local board 

members, the local board secretary prepares cancellation notice (AR 121 –
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Legal Postings contains an example) and posts to the City of Scottsdale 
website using Council Boards & Commission Document Posting Procedure 
document and AR 121 – Legal Postings which have instructions and guidelines 
for posting.

2. The local board secretary then sends the cancellation notice to the local board 
members, eScribers and board attorney via outlook meeting calendar and 
also by email.

3. If meeting is cancelled prior to posting, the local board secretary sends a 
calendar notification to Board members notifying them of cancellation. Also 
notifies eScribers.

L. Draft Meeting Minutes
1. Local board secretary receives meeting minutes from eScribers and reviews 

for accuracy and lets company know of any changes.
2. Local board secretary provides to board members at the next local board 

meeting for approval.
3. Local board secretary provides electronic copy to Sr. Benefits Analyst as soon 

as received.
M. Mailing to PSPRS –

Once marked agenda, approved meeting minutes and draft meeting minutes 
are received from eScribers, the local board secretary mails the documents by 
certified mail along with a cover letter (template) to Public Safety Personnel 
Retirement System office within 20 calendar days of meeting.  Local board 
secretary keeps copy of letter and attachments in electronic personnel file and 
PSPRS binder.

N. Pre-Employment Medicals

1. Local board secretary attaches cover form to pre-employment medicals 
and includes any pre-existing conditions on forms before signing.

2. Local board secretary ensures that local board members have the 
opportunity to review pre-employment medical reports 10 business days 
prior to meeting inducting employee into PSPRS system.

3. Following meeting approving induction, local board secretary does the 
following:
a. Pre-existing conditions –

Prepares cover letter (template), makes copy of the pre-
employment medical report, prints Arizona Revised Statutes 38-
844. Requirements for retirement benefits and disability pensions 
and 38-859. Medical boards; purposes; composition; medical 
examinations and mails by certified mail to employees with pre-
existing conditions. Local board secretary then scans and saves 
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separately letter and pre-employment medical report into 
employee’s DM medical file under Retirement into correct sub-
folders. 

b. No pre-existing conditions –
o Local board secretary scans and saves pre-employment medical 

report into employee’s electronic medical file under Retirement 
into correct sub-folder.

O. Service Transfers
1. Once local board secretary receives document with service transfer, they 

email PSPRS to request employer reserve amount. 
2. Local board secretary updates spreadsheet with service transfer information.  

Local board secretary adds current information at the top of the spreadsheet; 
adds the month at the top and saves under that month’s meeting folder for 
the corresponding local board (ie. Police or Fire). Main spreadsheet is also 
saved with information.

3. Local board secretary scans and saves service transfer document into 
employee’s electronic medical file under Retirement into correct sub-folder.

P. DROP Paperwork
1. Employee contacts Sr. Benefits Analyst /Sr. HR Analyst to enter into the 

DROP program.
2. Sr. Benefits Analyst sends email to Payroll requesting DROP calculation for 

employee.
3. Sr. Benefits Analyst meets with employee to go over calculation and have 

employee sign paperwork.
4. Sr. Benefits Analyst sends email to local board secretary to include in agenda.
5. The local board secretary works with the Sr. Benefits Analyst to ensure that 

the required forms are signed by the local board secretary following the 
meeting that approves any application.

6. Sr. Benefits Analyst drafts cover letter and sends letter along with signed 
paperwork to PSPRS along with draft meeting minutes by certified mail.  

7. Sr. Benefits Analyst sends copy of letter and paperwork to employee for their 
records by certified mail or secure mail. 

8. Sr. Benefits Analyst scans letter and all DROP forms, including personal 
documents, i.e. birth certificate, into employee’s electronic medical file under 
Retirement under correct sub-folder.

Q. PSPRS Retirement Paperwork
1. Sr. Benefits Analyst sends email to local board secretary to include in agenda.
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2. The local board secretary works with the Sr. Benefits Analyst to ensure that 
the required forms are signed by the local board secretary following the 
meeting after retirement is approved.

R. Disability Retirements
1. Handled by Sr. Benefits Analyst per Local Board of the Public Safety Personnel 

Retirement Systems Hearing Rules for Disability Retirement Pension 
Applications.

2. Sr. Benefits Analyst sends email to local board secretary to include in agenda.
3. The local board secretary works with the Sr. Benefits Analyst to ensure that 

the required forms are signed by the local board secretary following the 
meeting after retirement is approved.

S. Invoices
1. eScribers – The local board secretary reviews and approves invoices for 

payments.  Once approved the local board secretary forwards the invoice to 
HR Management Analyst for processing and payment.

2. Board Attorney – The local board secretary along with Sr. Benefits Analyst
receives invoice from one of the City Attorneys for review and concurrence of 
services listed.

T. Election Process – SRC 2-367 & 2-368
1. Local board secretary contacts chief (police/fire, whichever is appropriate) 

requesting that they appoint three persons as a board of elections to conduct 
and oversee selection.

2. Local board secretary prepares and sends email to Scottsdale Police/Fire 
(whichever is appropriate) Department sworn employees notifying them of an 
upcoming election and the voting process.

3. After the deadline, local board secretary works on setting up an online ballot 
for appropriate department sworn employees to cast their vote through an 
electronic system.

4. Local board secretary prepares and sends email to Scottsdale Police/Fire 
Department (whichever is appropriate) notifying them of ballot and deadline 
to cast their vote.

5. Local board secretary reviews results with appointed board of elections.
6. Local board secretary emails appropriate chief to notify them of the results.
7. Local board secretary prepares and sends email to appropriate department’s 

sworn employees notifying them of ballot results.
8. Local board secretary adds item to agenda to give information to the board.
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9. Local board secretary updates Board Member Term Limits Spreadsheet and 
the PSPRS Local Board Update Form for each Board and sends the Local 
Board Update Form to PSPRS.

T. Annual Report
1. Local board secretary receives notification from City Clerk’s personnel 

approximately 2-3 days prior to the end of the year reminding to complete 
annual report for each board and they provide format for the report.  Report 
should be presented to the Board in the first meeting of the following year (ie. 
2014 report would be included in 2015 January meeting agenda). Annual 
report requires the following information for the previous year:

a. Number of meetings held
b. Major topics of discussion / action taken
c. Current member attendance – each member must be listed along with 

their title, the number of meetings they attended for the year along with 
their service dates.

d. Subcommittees
e. Ethics Training – local board secretary can request from City Clerk’s office
f. Reviewed Bylaws/City Code
g. Anticipated Key Issues
h. Upcoming Opportunities, Challenges or Outcomes
i. Board Purpose

2. Local board secretary reviews local board meeting minutes for each of the 
boards and fills out the annual report spreadsheet each month.

3. Local board secretary prepares annual report document for each of the 
boards.  The template for the annual report is sent out by City Clerk. 
Secretary then includes in each boards’ agenda to get approved.  After the 
meeting where the board approves annual report, local board secretary sends 
approved annual report to designated City Clerk personnel.

4. References

Arizona Revised Statutes Title 38, Chapter 5, Article 4
Scottsdale Revised Code Division 15
PSPRS website
AR 121 – Legal Postings
Council, Boards & Commission Document Posting Procedure
Ordinance NO. 3675
Public Safety Personnel Retirement System Board Bylaws
Arizona Public Safety Personnel Retirement System Joinder Agreement 
(Police)
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Public Safety Personnel Retirement System of the State of Arizona Joinder 
Agreement (Fire)
City of Scottsdale Public Safety Personnel Retirement Board webpage
Public Safety Personnel Retirement Systems Hearing Rules for Disability 
Retirement Pension Applications

5. Definitions 

A. Document Management (DM) – Electronic personnel filing system. 
B. DROP – Deferred Retirement Option Plan
C. Electronic Personnel or Medical Files are also referred to as “Document 

Management” (DM) or “Total Content Management” (TCM).
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PROCEDURES OF THE 

SEDONA POLICE DEPARTMENT LOCAL RETIREMENT BOARD 

 
Under the Authority of ARS 38-847, the Sedona Police Department Local Retirement 
Board adopts the following procedures as a guideline for the presentation and 
resolution of system claims and issues. 
 

I. Composition. Pursuant to statute, the board is composed of the Mayor or his/her 
designee, two members elected by secret ballot by members of the department, 
and two citizens who are appointed by the Mayor with approval of the City 
Council. A board secretary shall be selected by members of the board and shall 
be a City of Sedona staff member. 

II. Chairperson. The Mayor or the Mayor’s designee shall serve as chairperson. The 
chairperson may in his/her absence, designate an alternate to act as 
chairperson. In the absence of the chairperson or the chairperson’s designee, an 
acting chairperson shall be elected by a majority vote of the local board. 

III. Quorum. A quorum for the purpose of doing any business by the board shall be 
three members. While not required, it is preferred that a quorum include at least 
one of the members elected by secret ballot by the members of the department. 

IV. Meetings. Meetings are generally held at 10:00 a.m. on the first Thursday of the 
month, but can be held at any time upon the call of the chairperson, any two 
members of the board, or the secretary for the board. The board will meet at 
least twice yearly. The board secretary shall provide an agenda to board 
members in advance of any meeting. Meetings are held in the Vultee Conference 
Room or such other location as may be designated from time to time. Notice of 
all meetings of the board shall be given, and all meetings and any executive 
sessions shall be conducted in conformance with Arizona’s open meeting law, 
ARS 38-431 et seq. A majority vote of board members present and eligible to 
vote shall govern any action taken, provided that the consent of three board 
members is required for lawful action. Board members not present in person may 
attend by telephone or other electronic means permitting meaningful 
participation. The board secretary shall cause appropriate minutes to be taken of 
board meetings, and an electronic recording may be made of meetings to 
facilitate preparation of such minutes. Unless otherwise directed by the board, 
such electronic recording will be retained for one year after the date of the 
meeting and after minutes have been transcribed and approved, and will be 
destroyed no less than one year after approval of the minutes. The board 
secretary will cause a certificate of destruction to be prepared and retained by 
the board. The board secretary will provide Notice of Results of the board action 
to the public as required by Arizona’s open meeting law. The board secretary will 
also provide notice of results to the fund administrator in accordance with law. 

V. Documentation. The board secretary shall maintain files containing public and 
confidential documents presented to the board. The board secretary shall 
maintain files containing public and confidential documents pertaining to plan 
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membership for each member, in a location separate from any employment or 
department files. 

VI. Initial Membership—Notation of Pre-existing Conditions. The board shall contract 
with a physician or clinic to conduct pre-membership medical examinations for 
the purpose of identifying physical conditions or injuries, which existed or 
occurred prior to the member’s date of membership in the Public Safety 
Personnel Retirement System (PSPRS). The physician or clinic may be the 
contractee of the City of Sedona.  

The police department or the board secretary shall coordinate appointments for 
the pre-existing condition examinations. This examination may be done in 
conjunction with the pre-employment physical. 

The contracted physician shall report the results of the pre-existing condition 
examination to the board secretary within 10 business days after the 
examination. 

If the physician or clinic does not report a pre-existing condition, the board 
secretary shall file the report for possible future reference by the board. 

If a pre-existing condition is reported by the physician or clinic: 

A. The board secretary shall notify the individual a pre-existing condition has 
been reported by the physician or clinic and provide opportunity for the 
individual to submit additional documentation or comments. The individual 
shall be provided no less than 30 days to submit the additional 
documentation or comments prior to including the item on a board 
agenda. 

B. The board secretary shall notify the board of individuals having been 
identified as having a pre-existing condition by including the individuals’ 
names in an appropriately titled agenda item. 

C. The board secretary shall provide the board with any additional 
documentation or comments submitted by any individuals regarding the 
pre-existing condition report. 

D. The board shall review the agenda item at board meetings and will 
typically accept the information by consensus, but may discuss and take 
any action deemed necessary and appropriate. 

E. The board secretary shall file the pre-existing condition report, any 
additional documentation and comments, and note any action taken by 
the board for future reference by the board. 

The pre-existing condition report, any additional documentation and comments, 
and notation of any actions taken by the board, pursuant to this section, will be 
presented to the board when considering applications for accidental, 
catastrophic, or ordinary disability pensions. No member shall qualify for an 
accidental, catastrophic, or ordinary disability pension if the board determines 
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the member’s disability resulted from a physical condition or injury, which existed 
or occurred prior to the member’s date of membership in PSPRS. 

VII. Presentation of Member Claims and Issues. Claims and issues or other 
information may be presented to the board at the Human Resources office by 
way of properly completed application form, written correspondence, or referral 
from the fund administrator. The board secretary shall have discretion to initially 
determine whether a member claim/issue or information so presented is to be 
treated by the board as routine or as non-routine. 

VIII. Routine Matters—Claims. Routine claims such as normal pension applications, 
DROP entry, DROP exit, etc. will be included on the consent agenda of the board 
for the next regularly scheduled meeting following necessary reconciliation of 
department/fund administrator records, but in no event later than 90 days after 
receipt of the claim, unless the claimant requests or agrees to a later date. The 
board will not ordinarily provide notice of inclusion on the consent agenda to 
individual claimants, since treatment as routine contemplates summary approval. 
Board members may, by action at the meeting at which a routine matter is on 
the agenda, remove matters from the consent agenda for separate treatment for 
reasons including the potential conflict of interest of a voting member on the 
matter, or for other reasons. If a matter is removed from the consent agenda for 
discussion, the matter may be separately considered or may be deferred to the 
agenda of a future scheduled meeting if notice to the affected member is 
necessary. 

IX. Non-Routine Matters—Disability Benefit Applications. Upon presentation of a 
properly completed application for any of the disability pensions authorized by 
law, the board will determine whether the termination meets the requirements of 
ARS 38-844.  

Upon presentation of a properly completed application for any of the disability 
pensions authorized by law, the board secretary may secure from the city’s 
human resources department any medical documentation contained in relevant 
workers compensation records. Upon receipt of the member’s documentation 
and any other relevant documentation, a packet of information shall be prepared 
for distribution to board members, and the matter shall be placed, as a separate 
item, on the agenda for the next scheduled meeting of the board, permitting 
such distribution. 
 

A. Unless the claimant requests or agrees otherwise, the board shall 
commence hearing on a disability application at a meeting held within 90 
days of receipt of the completed disability application. 

B. The board shall review and discuss any confidential medical records in 
executive session only, unless the applicant waives the confidentiality 
requirement with respect to any confidential medical records by 
completing a confidentiality waiver. If a medical record concerning an 
applicant’s mental health or psychological issues is received from a source 
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other than the applicant such as the workers compensation program, the 
applicant will be directed to contact the other source to arrange to receive 
a copy of the report. 

C. At the initial hearing on a disability benefit application, the board shall 
ascertain whether the medical and other documentation submitted is 
sufficient for the board to conclude that the statutory prerequisites for the 
benefits claimed can be satisfied by the applicant. If not, the board may 
deny the application or continue hearing on the matter to a date and time 
when any additional documentation requested by the board or its 
members is available. If so, the board shall direct that a medical board be 
appointed to conduct the examination of the applicant directed by the law 
and to report to the board the results of that examination. The medical 
board for this purpose shall be composed of a designated physician or a 
clinic other than a regular employee or contractee of the City of Sedona. If 
the medical board is to assess mental health or psychological issues, the 
medical board will be requested to indicate if the report of the results of 
the examination should be provided to the applicant or to the applicant’s 
mental health caregiver. 

D. If a medical board is appointed by the board, the board shall reconvene 
hearing on the matter at the first scheduled meeting after receipt of the 
report of the medical board, permitting its distribution, unless the 
applicant requests otherwise. 

E. There shall be no limit on the board’s ability to accept and review relevant 
medical evidence, but board action on a disability benefit application for 
which a medical board has been appointed shall be based on medical 
evidence by the medical board appointed by the board. The board shall 
resolve material conflicts in medical evidence. If required, the board may 
employ additional physicians or clinics to report on the matter. 

F. Upon approval of a disability benefit application, the board secretary shall 
secure employer certification of the applicant’s employment termination 
date and verify the qualification of the individual for the disability pension 
on System forms provided for such purposes. If the board secretary 
cannot obtain certification of the termination of the applicant’s 
employment, the application will be considered withdrawn, consistent with 
board policy, and the board will entertain no further application for 
disability benefits until the applicant has terminated employment. 

G. Upon denial of a disability benefit application, the board secretary shall 
contact the applicant and notify the applicant of the decision of the board, 
the reason(s) for the decision of the board, and the rights of the applicant 
under the System statute to request reconsideration. 

X. Non-Routine Matters—Re-examination of Disability Benefit Recipients. By law, 
the board must undertake a periodic re-examination of catastrophic disability 
benefit recipients before they would have reached 25 years of service had they 
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remained in employment. Additionally, the board is empowered to undertake a 
re-examination of recipients of other disability benefits before their normal 
retirement date, but no more often than yearly. The board secretary shall place 
the issue of re-examination of catastrophic disability benefit recipients on an 
appropriate meeting agenda as a separate item, and shall yearly place the issue 
of other disability benefit recipients on a meeting agenda for the board. The 
board secretary will prepare a list of relevant other disability benefit recipients, 
and at the direction of the chairperson, the board, or subcommittee of the 
elected board members shall review this list. The board shall determine whether 
catastrophic disability recipients are due for re-examination and whether other 
disability benefit recipients should be re-examined. A medical board shall be 
appointed for any benefit recipient selected for re-examination, and a benefit 
recipient selected for re-examination shall submit to the re-examination. A formal 
report of the medical board on the results of the re-examination shall be 
submitted to the board. The board shall review any such report at the first 
scheduled meeting after receipt of the report, permitting its distribution, and 
shall take any action warranted. 

XI. Non-Routine Matters—Other. As such other non-routine matters arise which call 
for board action, the board secretary shall place them on a board agenda. The 
board may take action based on the information presented to it or may defer the 
matter to a future meeting to request additional information it deems necessary 
for appropriate action. 

XII. Finality. Any action by a majority vote of the members of the board, which is not 
inconsistent with the provisions of the system statute, shall be final, conclusive, 
and binding upon all persons affected thereby, unless a timely application for 
rehearing or appeal is filed as provide in ARS Section 38-847. 

XIII. Rehearing. Upon proper application by a claimant or the fund manager under 
ARS Section 38-847(H), the board will conduct a rehearing of any matter as to 
which its action, absent such application, becomes final. 

A. Preparation of Preliminary Record. Upon receipt of a proper application for 
rehearing, the board secretary shall prepare a packet consisting of all 
documents and other tangible items of evidence made available to the 
board with respect to the underlying issues and may obtain for inclusion in 
such packet a verbatim transcript of any previous proceedings of the 
board in connection with the matter. The rehearing packet shall be made 
available to board members and shall be provided to all others who are 
party to the rehearing. This packet of materials shall constitute the 
preliminary record for the rehearing.  

B. Scheduling of Rehearing. When the preliminary record is complete the 
board secretary shall schedule the rehearing for the next scheduled 
meeting of the board or for such other date and time as may be 
determined. 
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C. Review of Medical Records. The board shall review and discuss any 
confidential medical records in executive session only, unless the applicant 
waives the confidential requirement with respect to any confidential 
medical records by completing a confidentiality waiver. 

D. Board Action on Rehearing. At the conclusion of any rehearing, the board 
may vote to uphold its earlier action, or may vote to rescind or modify 
such action. The board secretary shall notify the parties to the rehearing 
of the action of the board and the reasons therefore.  

E. Finality. The board action on rehearing shall be considered final, 
conclusive, and binding on all persons affected thereby, subject only to 
judicial review contemplated by the system statute. 

XIV. Board Authority. The board chairperson shall conduct all hearings/re-
hearings/proceedings with respect to non-routine matters in an informal manner. 
Matters with the potential for judicial review shall be recorded so that the 
preparation of a verbatim transcript, if necessary, is possible. At any hearing/re-
hearing/proceeding with respect to a non-routine matter, a party or a party’s 
representative(s) will be permitted a reasonable amount of time to present 
evidence and/or argument to the board. The board may continue any board 
proceeding for purposes of gathering additional information or for other proper 
purpose. 

During the consideration of any matter before the board, the board may choose 
to take evidence under oath, but is not required to do so. To facilitate the 
collection and presentation of evidence with respect to any matter before the 
board, it may authorize depositions of relevant witnesses, and may compel 
attendance of witnesses at such depositions or before the board by way of such 
subpoena powers as may be conferred upon it by law. 

XV. These procedures may be amended or revoked, and may be suspended in the 
interest of prompt and efficient implementation of the system, by majority vote 
of the member of the board. They shall be construed in a manner consistent with 
the system statute. 

The undersigned chairperson and secretary of the Sedona Police Department Local 
Retirement board certify that the foregoing procedures were duly adopted by the board 
at a meeting duly called and held on the date specified below. 
 
SEDONA POLICE DEPARTMENT LOCAL RETIREMENT BOARD 
 
 
              
Chairperson      Board Secretary 
 
 
Date adopted:  
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