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FOREWGRD

The rules and regulations contained in this handbook are the guidefines apphcable to \
employment at the City of Selma, Alabama (“City"). The City Council established by ordinance the |
personnel rules and regutations of the City and approved guidelines and procedures to implement
such policies. The City Council has undertaken that responsibility by adopting this handbook by
which personnel decisions regarding City employees shall be made.

The Mayor, as chief executive officer of the City, bears the responsibility in assuring that
the rules and regulations of the City, including departmental rules and regulations necessary fo
enforce these guidelines, are impartially and equitably administered by and through department
heads and supervisors in the City service. Public Safety (sworn officersfoertified firefighters)
departmental rules shall be considered together with this manual and interpreted as one
publication. Department heads shall ensure dissemination of the rules and compliance with all

policy statements.

All Gity policies and procedures, whether explicit or implled as established for the Csiy
personnel system are
intended fo be guidelines and not a contract of employment between the City and its employees
and should not be viewed as such. All policies and procedures are gyidelines prepared by the City.
to assist elected officials, department heads and supervisors in makmg day-to-day personnel

decisions.

These rules and regulations are not considered fo be all-inclusive; therefore, when a

situation arises, where the literal interpretation and/or application of a particular guidefine would

- create a result that is unacceptable, the City reserves the right to address such situation in a
manner that is in the best interest of the City. These guidelines are intended to be instructive and
not directive in most respects. Deviations from any particular procedure in the administration of
these guidelines from oversight (or inadvertence) which do not materially affect rights of the
employee in the administration of personnel matters is not cause for invalidating or reversing any
personnel action.

These guidelines are effective as of the date of their adoption by the City Council and wiii

remain in effect

unless and until amended or repealed by the City Council. The provisions contained in this manual
supersede all existing policies ands practices. The City reserves the right to make changes in

either policies or procedures at any time that the City deems it necessary or desirable. The City

may modify, alter, revoke, suspend, terminate, discontinue or change the language in this

handbook without prior notice.  If an employee has a work-related question not specifically covered
in this manual it should be discussed with their department head and HR Director. ~
UPDATES: Any revisions to this manual will be mailed fo you to be included in your manual and to

your department head.

EQUAL EMPLOYMENT OPPORTUNITY POLICY

The City of Selma is committed in providing equal employment opportunity. ltis our policy to
recruit, hire, train, promote, fo compensate individuals and fo administer all personnel actions in
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accordance with applicable laws without regard to race, color, religion, creed, age, sex, national
origin or ancesry, genetic history, sexual preference or disabilities.

This policy governs all aspects-of employment including selection, job assignment, transfer, -
promotion, access fo benefits and training. The City will not tolerate any unlawful discrimination,
harassment or retaliation. Any such conduct is-prohibited by City employees and vendors.
CODE OF ETHICS / CONFLICTS OF INTEREST

Every employee of the City of Selma is a publié employee. Each is enfrusted by the taxpayers of
Selma with the responsibility of carrying on business beneficial to ihe taxpayer.

Some employees will have to complete an annual questionnaire for the state Ethics Commission.
The City will submit these forms and other required information. These employees are responsible i
for filing the reports in a timely manner.

Employees cannot use City equipment to make money or gain a personal benefit. Any employee
who éhgages in the activities described above will be subject to severe disciplinary action in
addition to any prosecution by the Alabama Ethics Commission.

Employees of the City.o‘f Selma are subject to the hroy_fisions of the Ethics Law, the detisions of the
Ethics Commission and the Alabama Ethics Commission. Employees may visit the Ethics
Commission ‘s website to acquire further information of interest.

The Ethics Law states in baﬁ:

“‘No pubiic official or public employee shall use or cause to be used equipment, facilities, time,
materials, human labor,.or other public property under hisfher discretion or control for the private
benefit or business benefit of the public official, public employee, any other person... “Section 36-
25-5 © Code of Alabama 1975". .

If an employee uses city/taxpayer time, equipment, facilities, materials, his or her work time,
someone else's work time or other public property for personal gain that employee is gunlty of
violating the above quoted sectlon ;

It is against the City's policy for'employees to deal in private transactions that compete‘with the
City or to engage in any way in any other business that competes with the. City.

It is importantto the City that all employees observe high ethical standards and treat their fellow
employees fairly. Employess must not allow personal of financial relationships with clients or those
seeking business with the City fo interfere with the best interests of the City. Simitarly, personal or
family relationships within the same department will not be allowed to create the appearance of
favoritism or otherwise affect the workplace.

Giving or soliciting a gift from citizens, clients, and/or suppliers is contrary to City policy except as
provided in this section. To protect you and the City, every employee must understand the serious
implications of accepting any monetary gift in any form or any "gifts” from any citizen, client and/or
supplier. If a"giit" is offered to you, contact your supervisor for approval. Failure to do so could
result in disciplinary action up to and including termination of your employment with the City.

You may accept greeting cards, items, services with littfe intrinsic value that are intended solely for
presentation (such as plaques, certificates, and trophies), promotional items commonly distributed




to the general public, and items or services of de minimis value. Even a gift that is de minimis in
value could be considered in appropriate and in violation of the law and this manual if the intent of
the gift was to try fo influence a City employee for the benefit of the person or entity giving the gift,

American Disabillities Act

ltis the policy of the City of Selma not to discriminate on the basis of disability against any qualified
person. To this end all decisions relating to employment including, but not limited to recruitment,
selection, training, assignment, transfer, promotion, compensation, benefits and education, will be
determined by the appiicant’s or employee's ability with consideration of any requested reasonable
accommodation. This policy is applicable to all employment policies and practices. The City also
provides reasonable accoramodation in connection with the provision of City services, programs
and activities.

The City will comply with federal and state laws concerning the employment of individuals with
disabilities. Accordingly, itis the City's policy not to discriminate against any qualified individuals
who have a disability with respect to selection and hiring, advancement, discharge, compensation,
+ fraining, or other terms, conditions, and privileges of employment. -

Further, the City will make-every effort to make a reasonable accommodation to qualified -
individuals with a disability so they can perform the essential functions of a job.

Reasonable Accommodation Definition: is an adjustment to job duties, performance methods,
and/or work setting or service delivery to meet the need of an individual, applicant or employee
with a disability. :

Examples of reasonable Accommodation:

- Making facilifies accessible and useable;

- Job restructuring;

- Modifying work schedules;

- implementing flexible leave policies;

- Reassigning fo a vacant position,

- Providing assistive equipment at City Programs;
- Modifying test, training materials and policies; or
- Providing qualified readers or interpreters.

' A request for reasonable accommodation by the employee is the first step in an informal procéss
between the individual and the City. The next step is to clarify what the individual needs and
identify the appropriate reasonable accommodation. '

Offers of employment may be conditioned on completion of a medical report to ensure that the
person is capable of performing the job's essentfal functions with reasonable accommodation, if
necessary. This medical report is given after a conditional employment offer is made and before
the commencement of employment. The City may not ask for genetic information concerning the
proposed employee and/ or his/her family members. Failure o submit or to or complete a medical
examination is viewed as rejection of the offer of employment. All information obtained by the City
concerning the medical condition or history of applicants or employees is maintained in separate
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medical files and treated as confidential records that are disclosed only as allowed according to
ADA, HIPPA and other applicable state and federal law.

All employees are required to comply with safety standards. If an applicant’s physical or medical
condition poses a direct threat to the health or safety of individuals in the workplace and this threat
cannot be eliminated by reasonable accommodation, the individual will not be hired. Current
employees who have a physical or ‘medical condition that poses a direct threat to the health or,
safety to themselves or others in the workplace may be placed on appropriate leave. All
smployees are expected to comply with the City's Drug Free Workplace Policy.

The City make reasonable accommadation for qualified individuals with known disabilities unless
doing so would result in undue hardship to the City or present other significant operational

problems. :

~ WORKPLACE RULES OF CONDUCT

- citizens of Selma and interactions with others.

..T,he following are basic guidelines that foster respect and dignify:

- Treat people with respect All employees must be treated with respect.

- What might be amusing to you may not be amusing to sgmeone else, and
may be msu]ttng and/or offensive to some other person.: Thmk before you
speak.

- Explain “Why" when you can. People may accept things better if they -
know why — rather than say “This is the way it is or this is the way we have
always done it.” .

- Recognize when someone does a good job or shows improvement in an
area. Positive feedback can and should come from all sources.

- Avoid gossiping about co-workers.

- Your extra efforts will pay off for both you and your co-warkers.
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1.1

RULE 1
GENERAL PROVISIONS

PURPOSE OF THEQI RULES. The purpose of the personnel rules is to provide g_u%ifleiines for compliance with

the City Ordinances and to provide for the administration of the City Personnel System. The rules shall provide:

a)

For the preparation and maintenance of a position classification plan for all positions in the classified
service, based upon a similarity of duties performed and responsibilities assumed, so that the same
schedule of pay is applicable to all employment positions in the same class.

For a pay plan for all employees in the classified service. The plan shall be composed of salary

grades and ranges of pay with minimum and maximum rates of compensation, intermittent steps

or rates and for premium rates as may be required for recruitment and retention of personnel.

For open competitive and promotional examinations to determine the relafive fitness of individuals
meeting the announced requirements for performance of the dufies of positions in the classified service.
Such examinations shall be announced publicly and in advance of the date fixed for closing the filing of

applications.

For the establishment of eligible lists for appointment and promotion, upon which lists shall appear the
names of successful candidates.. The duration of eligible lists shall normally be for a period of

" two (2) years.

e) For rejection of candidates who fail to meet announced job requirements or who are found lacking in

conduct or character; or for any other reasen deemed just and applicable.

For a probationary period of one (1) year before appoiniment is complete and regular status is
conferred on the probationary employee.

Forprowsmnal emergency, temporary, seasonal, and p@rt -time employmentw;th;n the

- provisions of these rules.

For the preparation and maintenance of individual personnel records of all employegs in the
classified service.

For imposition of disciplinary measures of dismissal, demotion, and suspension without pay, and for
provisions for appeal from such actions as set forth in these rules.

|
For establishing procedures governing layoffs and grievances.
For hours of work and hol\idays and for vacation, sick, and special leave with or witho_‘ut\pay.

For the examination and certification of public payrolls by the Human Resources Dwector to assure
adherence to these rules nd regulations.

For the prohibition of political activity on the part of any employee in the Classified Service under certain
circumstances as set forth herein.




1.2

1.3

14

n) Fdr other rules, regulations, and directives which shall aid in the administration of the City Personnel
System. '

THE PERSONNEL BOARD. The Personnel Board shall be appointed by the City Couricil of the City of

Selma. The Personnel Board shall consist of five (5) members, and shall elect its own Chairman.  Such
appointments shall be for a term of four (4) years. No member of the Personnel Board, at the time of
appointment, nor, for three (3) years prior to appointment, shall have held public office or political party office,
nor have been a candidate for public office. Vacancies during unexpired terms shall be filled in the same

manner as regular appointments

DUTIES OF THE PERSONNEL BOARD. in addition to the duties set forth elsewhere in the
Personnel Rules, the Personnel Board shall:

a) Meet in regular session at least monthly and at other times as necessary to transact the
business of the Personnel Board. :

by = Recommend to the Mayor and City Council such policies, rules and regulations as are necessary to
carry out the provisions of the law and to develop a comprehensive personnel system,

¢)- - Hearand render decisions relative to employee discipline and related matters set forth in tﬁese
Personnel Rules. S T .

d} Conduct inquiries and investigate the force and effect of these rules and the operation of the
City Perscnnel System. ‘

) Transact such other business within the purview of the Personnel Board and within the scope and
intent of these rules. -

DIRECTOR OF HUMAN RESOURCES. The Mayor shall appoint the Human Resources Director ("Director”),
unless otherwise provided by State law. The Director shall be experienced in the field of municipal and
personnel administration and shall administer an efficient and economical merit system in - accordanee with the
rules, and shall carry out the policies established by City government. Any act of the Director complained of
shall be subject to review by the Board, In addition to the duties and responsibilities set forth elsewhere in

these rules, the Director shall:

a)  Serve as Secretary fo the Board (or designate an employee within the department to do the
same) and also serve as the Executive Officer. ,
i
b) Assist the Mayor and department heads with appointments, rewards, removals andfor disciplinary
matters in accordance with applicable personnel rules. ' g
c) Prepare for approval of the Mayor, City Council and Personnel Board such directives, rules and -
regulations as are needed to carry out the provisions of the rules, including, but not limited to, rules
governing examinations, recruitment, appointments, suspensions, dismissals, certifications, layoffs,
sick, vacation, and other types of leaves, reinstatements, promotions, demotions, transfers, salaty
classifications and other rules as deemed necessary.




d) Determine the effectiveness of the Personnel System and compliance with the rules, by studies and
inquiries as necessary, and fo report such findings along with recommendations to the Mayor,
City Council and the Personnef Board.

e) " Maintain an official roster for all positions and incumbents in the classified service, and personnel
~{ransactions affecting the employees. ‘

Establish and administer, subject to approvéi of the Mayor and City Council, plans for the
classification and compensation of positions in the classified service.

g) Promote and assist in the establishment of such other programs for general employee career
development. ' :

15  STATUS OF PRESENT AND FUTURE EMPLOYEES, The service of City employees shal be divided info two
" categories, as follows: ‘ e

A. The Classified Service;

The CIassifiedeervice includes all employees ‘Eo!ding regular positions in the City except those
employees in the Unclassified Setvice as defined in these rules.

B. The Unclassified Service shall include: (Ordinaribe COS 018-1/02)

a) Members of the City governing body and other elected officials;
b) .Members of "ap}‘aoin.ted boards and commissions and Municipal Judges;

c) Employees serﬁhg in continuous, full-time positions in the City but who have not yet
safisfactorily completed the one (1) year probationary service;

d) Personnel employed to work less than forty (40) hours pe-r week;

€} Volunteer personne! who receive no fegju]ar compensation from the City;

f) Temporary positions scheduled for less than-one (1) year duration, unless specifically
covered by action of the Mayor or the City Council;

g)  Persons performing work under contract for the City who are not reflected on the City’s
' official payroll as employees; and

h) Al positions appointed by the Maybg or Gity Councit.

Nothing contained herein shall be construed as precliding the Mayor and the City Council from filling any
excepted positions in the manner in which positions in the classified service are filled.

151 Status at time of adoption - All classified employees who have served in their regular positions for
twelve (12) months immediately prior to the effective date of these rules shall be deemed io have
regular, civil service status. Employees with less than twelve (12) months of continuous full-time




—

service upon adoption date shall be considered probationary employees until completion of twelve (12) -
months of satisfactory, continuous full-time service.

1.5.2  Future Employees — The employment of all employees hired or appomted subsequent to the date of adoption of
these ru[es shall be in accordance with these rules. :

16  PUBLIC RECORDS. All public record requests must be submitted, in wr:tmg, to the Director. Records
subject to inspection may be reviewed in a manner prescribed by the Director, taking into account
confidentiality, convenience and related factors.

17  AMENDMENTS TO THE RULES. The City Council and Personnel Board may from time to time amend the
rules. No amendments to the rules shall be made nor shall any rule be promuigated at the same at whlch

it is proposed. - -

18  LEGAL SERVICES FOR THE PERSONNEL BOARD AND HUMAN RESOURCES DIRECTOR . In any legal
matters, the Ciiy Attorney’s Office shall provide counsel and legal representation to the Board and the Director,

19 DEPARTMENTAL RULES AND.REGULATI@NS. Depariment heads are authonzed toadoptand - - -
- implement rules and regulations for the information and guidance of the members of their respective
departments, which rules ahd regulations shall be consistent with Personnel Rules for the Classified
Service of the City, as amended from time to ime. In the event of any conflict hetween stich :
departmental rules and regulations and these Personnel Rules for the Classified Service of the City, the i

[atter shall take precedence

1.10 PERSONNEL ADM]NISTRATION The Director is responSiblefor assisting the Mayor, department heads
and supgrvisors in performing those administrative tasks required by these rules.

1.10:1 Department Head Responsibility. Depariment heads have the responsibility for fair and equitable
personnel administration within their respective departments as directed by the Mayor and these rules.
Department heads shall also ensure that employees abide by such rules.

1.10.2 Employee Responsibility. - It shall be the responsibility of all employees to faniliarize themselves with City
personnel policies and procedures and department rules, regulations and procedures and to comply with ~ them.
If an employee has a question about any personnel policy or procedure or any departmental rule, regulation or
procedure, or any subsequent revisions, it is the employee's responsibility to seek guidance from supervisory: -
personnel. An employee may not use hisfher lack of awareness, knowledge, or understanding as an excuse to
violate rules or procedures, or to express non-conforming conduct. Employees are encouraged to submit
suggestions for changes and improvements in personnel polic{es and procedures fo the Director.
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2.2

2.3

RULE 2
THE CLASSIFICATION PLAN

PURPOSE OF THE CLASSIFICATION PLAN. The Classification Plan provides an inventory of all

posiiions in the' Classified Service and an accurate description and spacifications for each class of
work. The plan standardizes fifles, refiectmg a definite range of duties and responsibilities throughout

the Classified Service.

COMPOSITION OF THE CLASSIFICATION PLAN. The Classification Plan shall consist of:

a) A grouping in class of positions which are approximately equal in difiiculty and responsibility,
which cali for the same general qualifications, and the same range of pay under Slml|al‘ working

conditions.

b)  Class titles descriptive of the work of the class, which shall be used in all human resources,
accounting, budget, and related records. No person shali be employed in a position in the Classnﬂed
Service under a fitle not included it the Classification Plan. -

¢)  Writtenjob speciﬁcation_s for each class of positions consisting of:” A descriptive title; a brief overall
description of the kind and level of work examples of typical duties performed in positions in the
class; qualification requirements setting forth the necessary experience, education, license or other
special requirements, and the required knowiedge skills and abilities needed in order to periorm

the work.

d) An allocation list showing the class title of each position in the Classified Service as identified by the
name of the incumbent.

‘ e)  The Classification Plan is fo be used as a guide in recruiting and examln[ng candidates for employrnent

-and determmlng wage surveys and job analysis.

ADOPTION OF THE CLASSIFICATION PLAN, After the study of posmons comptising the Ctassmed Service,
the Director shall present the proposed plan to the Personnel Board, Mayor and City Council for adoption
Copies of the allocation and appropriate job specifications shall be provided to depariment heads and

employees or their representatives upon request.

MAINTENANCE OF THE CLASSIFICATION PLAN. The Director shall be charged with the responsibility for’
maintaining the Classification Plan to reflect the duties performed by each employee in the Cassified Service. It

shall be the duty of the Director to:

a) Recommend establishment of new position classes and the deletion or revision of existing classes
in the Classification Plan.

b) Review the duties and responsibilities of each new position established-and allocate the position fo the
appropriate position class. Department heads should submit to the Director, in writing, a job description
describing in detail the duties of each new position established in order that the duties and
responsibilities may be studied and the proper classification determined.
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Make periodic studies of positions, in conjunction with department heads, in order to determine changes
in duties and responsibilities, and recommend allocation or reclassification of positions. Classification
studies may be made at the request of the employee, department or on the initiative of the Director.
Changes in duty assignments must be more than temporary in nature and the incumbent must be
performing the duties for a sufficient duration to justify a study. If needed, the Director, at his or her
discretion, will ensure the job is evaluated/re-evalliated and will submit a recommended pay grade
assignment through the Mayor to the City Council for approval.

Upon approval by the City Council, the appropriate schedule (s} of the classification plan will be
updated by the Human Resources Department.

Direct the periodic grading and classifying of all positions in the Classified Service.

Provide for employees and department heads affected by classification and reclassification
a reasonable opportunity fo be heard by the Director, Personnel Board and Mayor.

Employees should remember that job descriptions do not necessatrily cover every task or duty that
might bé assigned, and that additional responsibilities may he assigned as necessary. Contact the
supervison and/for department head if you have any questions o0r concerns about your jeb deseription -

Employees are expected to comply with any revised or rewritten job descrrptren for therr position. All
employees will be expected to help ensure that their job descriptions are accurate and current, reflecting

work being done.

Each job description states whether the position is “Exempt” or “Non Exempt”. Non exempt employees
are subject to all provisions of the Fair Labor Standards Act particularly relating to Overtime and /or
Compensafory time {Comp Time).

All employeee, regardless of their classification, are expected, as an essential function of their jobs to:

- . Altend work on a regular and predictable basis. .

Complete assigned tasks in a safe manner and in a constant state of alertness.
Uphold City policies, including harassment, discrimination, retaliation policies, etc.
- Work ina cooperative manner with department heads, managers, stpervisors, co-workers,

- clients, and the public.
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3.1

3.2

RULE 3

THE PAY PLAN

PURPOSE OF THE PAY PLAN. The Pay Plan shall provide the basis of compensation for
employees in the Classified Service p_ased on:

a) Varying degrees of difficulty and responsibility among the several classes of work.

b) Prevailing rates of pay and fringe benefits for similar employment in private industry
and other public jurisdictions in the area and state. '

c} Ability to recruit and retain employees.
d) Financial condition of the City. -

COMPOSITION OF THE PAY PLAN The Pay Plan shall contam

a) Specific provasmns for admmlstermg the plan.

b} A basic salary grade and range of pay for each position class in the Classmcatlon Plan,
consisting of minimum, maximum and intermediate rates of pay.

c) The basis of pay, indicating the number of weekly work hours in genera! apphcatson to the
Classified Service or exceptions thereto. .

3.3 ADOPTION AND AMENDMENTS TO THE PAY PLAN. The Director shall prepare

or cause fo be prepared the necessary studies for development of a comprehensive Pay Plan for
presentation to the Mayor and City Council. Subsequent amendments to the plan shail be recommended by
the Director based on factors set forth in Rule 3.1 and Rule 3.2. Such recommendation will be submitted to
the Mayor and City Council. Final adoption of amendments shall be the responsibility of the City- Councn
except that no change shall be made to the grade level or to less than all positions of a given class’ The City
Council may raise or lower the entire pay scale for the Classified Service on a uniform percentage depending

on, the financial condition of the City.

34  ADMINISTRATION OF THE PAY PLAN. Each employee in the Classified Service shall be paid

at one (1) of the rates set forth in the Pay Plan for the classification in which he or she serves in
accordance with the rules and any special provisions for administering the Pay Plan authorized

by the Board, Mayor and City Council.

a) MINIMUM RATE. New hires to the classified shall be at the beginning rate of the salary Lo
range for the classification to which the appointment is made. The Mayor, upon o
recommendation of the Director, may authorize appointment above the minimum
rate when there is a lack of available candidates willing to accep the minimum rate, or
when a former safisfactory employée is re-employed in the cladsification he or she formerly
held.

b) SALARY ADVANCEMENT. Advancement within established ranges shall be based upon

satisfactory performance on the job and shall be in accordance with the rules. An
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efficiency rating reflecting satisfactory performance shall be required for advancement. With the
approvai of the department head, Director and the Mayor, advancement from the first to the second siep
in the range shall be allowed for full-time regular employees after the completion of one (1) year of
satisfactory continuous full-time service. Employees with continued satlsfactory service shall be ehglble
for future annual increases until such time as the maximum rate for the range is reached.

A

¢) SALARY RATE IN PROMOTION, TRANSFER, DEMOTION, SEPARATION, QVERTIME

AND THE EBUCATION INCENTIVE PROGRAM

In the event a classified employee is promoted, transferred or demoted, or separated, efc,
his or her rate of pay shall be determined as follows:

1)

PROMOTIGN. Upon promotion, the employee’s regular base pay shalf determine the
new rate in the promotional class. The new rate shall be set to (a) allow a one (1)
step increase above the former rate, unless otherwise recommended by the '
department head and approved by the Mayor; or (b) the new rate shall be the entry
rate for the promotional class, whichever increase is greater. Upon the date of
promotion; an employee begins a new six.(6) month working test petiod (Probation).
Position Change: An employee serving an initial probationary work testing period
shall not be eligible for promotional and/or in-house vacancies in the Classiiied
Service until satisfactorily completing this initial probationary working test period.

DEMOTION. Upon demotion, the employes's pay shall be reduced to the salery:'
prescribed for the class and grade to which the employee is demoted. The particular

‘rate shall be determined by the employee’s period of employment in the Classified Service. inno

event shall the employee's salary exceed the maximum rate of the new classification. An employee
downgraded as a result of a classification error shall have his/her present rate retained. No further
increases will be granted to the employee while occupying the same classification until the
maximum rate for the class is raised past the rate the incumbent is presently receiving. An
employee demoted without prejudice shall be placed on probationary stafus if requested by the
department head and approved by the Director. _

TRANSFER. When an employee is ransferred from one {1) department to dnother in

the same classification, the employee's step in the pay range remains unchanged. Transfer shall
mean the intra-governmental movement of an employee within a class or between two (2) separate
but related classes wherein the maximum pay for those classes is equal. All transfers must be
approved by the department heads concerned, the Director and the Mayor.

SEPARATION. Upon separation, an employee resigning in good standing shall be

paid for the.number of days worked, any accumulated overtime, and up to eighty (80) hours of
paid for unused vacation time, except as noted for public safety employees. . The unused vacation
allotment for sworn public safety employees in the Classified Service is as follows: Fire — 112
hours; Police — 84 hours. In the event of dismissal, accumulated vacation time shall be forfeited.

Qvertime Pay/Compensatory Time. Any requests for overtime/compensatory:time must have
advance approval. Proper entry and ceriification on the payroll by the departmient head and the
Payroll Department is required, Department heads must keep accurate records of all time used.
Employees may be required to work overtime from time to time when specifically instructed to do




50 by his immediate supervisor. Employee may elect to receive payment in lieu of compensatory
time (“Comp Time") at a regular rate of one and one-half times their regular rate of pay for all hours
worked in excess of {40) forty hours in a workweek. Special rules apply for Public Safety who

abide by specific FLSA provisions.

Compensator{f_ Time _
Accumulated comp time must be taken within (15} fifteen days as approved by the department

head and cannot be taken in conjunction with vacation.

6} Other Paid Incentives. Public Safety (Sworn officersicertified} have paid incentives not
provided fo employees in these classifications {i.e., Certified Bike Officer, Special Response Team,

School Resource-Officer, Field Training Officer,

! } .
On-Call Pay. Department head submits requests to Human Resources for approval. Employees -
receiving on-call pay: are'expected to respond within a reasonable time. Employees will be paid for

time responding and doing actual work. ‘

7) EDUCATION INCENTIVE PROGRAM - Public Safety certiied employees only:

A. Anemployes cl)'btaining an Associate’s Degree shall be eligible for a one (1) étep

pay increase ahove hisfher regular pay step. : :
B. An employee obtaining a Bachelor's Degree after obtaining an Associate's Degree shall be

«gligible for one (1) additional step pay increase.
“C. An employee obtaining a Bachelor's Degree without obtaining an Associate's
Degrée shall be eligible for a fwo (2) step pay increase above his/her regutar pay step. .
D. An employee obtaining a Master's Degree shall be eligible for a one (1) step

increase above histher regular.pay step.
E. The employee must have obtained such degree from an accredited college or

university in a field related to the job the employee holds, acceptable to the
department head and the Director and must have achieved a minimum “c"
average in his or her completed coursework. .

F. Allincreases rust be recommended by the department head and approved by

the Mayor,

/

35 GENERAL oR ACROSS-THE BOARD RAISE. In the event the City grants a genéral or across-
the-oard raise based on the increase in the cost of living, such increase may be a

percextage increase or aflat rate or sum increase, and shall be applied uniformly fo all
classes in the Classified Service. Such general increases shall not affect individual

el]gibiﬁt%\( for normal merit increases as provided in Rule 3.4 (b).

. \.j/_,,.- - . \ . i

. . 38 PAYROLL VERIFIGATION: The Director, or his or her autherized designee, shall be responsible.
: “for certifying that the persons named in payroll vouchers have been appointed and/or

employed insaccordance with the provisions of these rules. The disbursing officer of the

.. City shall ot maie or approve or take part in making or approving any payment for the personal service to any person
holding a position‘i.ig}he City, which person s under the Personnel Syslem of the City, unless said payroll voucher or
account of such pay lears the certification of the Director or his/her authorized designea.

s
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4.1

4.2

4.2(a)

4.2(b)

RULE 4

APPOINTMENTS, RECRUITMENT, EXAMINATION AND CERTIFICATION

GENERAL PROVISIONS. Al appointments, recruitments and promotions fo positions in the,

Classified Service shall be based on merit, and as far as practical by competition, and shall be done without
regard to race, color, age, sex, national origin, religion, political beliefs or disability. To this end the Director
shall carry out or cause to have performed evaluations of the relative fitness of applicants for the Classified
Service by determining the applicants' training, education, experience and physical fitness through
examinations or demonstration of performance.

RECRUITMENT.  Individuais shalf be recruited from as wide a geographlc area as necesoary {o assure
obtaining well-qualif ied candidates for the various types of positions. Employment, therefore, shall not
necessarily be limited to residents of Selma, Alabama; however, in cases where residents and non-residents
are equally qualified for particular vacant p05|ttons the residents shall be given préference in filling
vacancies. The Director shall prepare recriiting announcements to publicize vacancies which shall set -

_ forth the time, place, requirements, and periods for filing applications. The minimum periods of time between

‘public notice and closing dates for applications shall be fourteen (14) days for entrance and/or open compefitive
examinations and seven (7).days for promotional examinations., All applicants for employment and
examinations shall be made on forms prescribed by the Director during the periods of time stated in the
announcement. In order to.obtain a sufficient number of applicants, the Director may extend the filing date.

AGE REQUIREMENT. The minimum age for employment with theCIty shall be eighteen (18) years of age,
except in specific situations where a regulation governs the age requirements for a particular classification .

and/or youth employment situations.

IMMIGRATION REFORM AND CONTROL ACT OF 1986, AS AMENDED BY THE

- IMMIGRATION ACT OF 1990, AND THE BEASON-HAMMON ALABAMA TAXPAYER AND CITIZEN

PROTECTION ACT

{E- VERIFY SYSTEM).  This act makes it unlawful for an employer to knowingly hire or continue to employ

an alien who is or has become unauthorized with respect to such employment or to fail to comply with the

g requirements fo use E-Verify to verify the eligibility to Iegally work in the United States for all new hires.
Contractors performing work for the City shalt also enroll in the E-Verify program prior fo performing any work, or
continuing to perform any ongoing work, and shall remain enrolled throughout the course of performance, and
shall submit to the City the E-Verify Program for Employment Verification and Memorandum of Understanding
and such other documents the City may require to in order to comply with applicabie law.

[

4.2( ¢} INVESTIGATION OF CANDIDATE'S HISTORY

4.2(d)

The Dnrector or appointed designee, may investigate a candidate’s employment training, educational, criminal,
credltand driving history to verify the statements contained in the" applica’uon Any employee who is hired, but
|later found to have misrepresented or withheld any information contamed in the job application is subject to

discharge from City service..

EMPLOYMENT-AT-WILL: This handbook does not establish contractual rights between the City and its
employees. This handbook is not a confract. Therefore, neither the City nor its employees are committed

to an employment relationship for any pericd of time, and either party may end the relationship at any time in
accordance with these rules.

10
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4,2(e)

4.3

EMPLOYMENT STATUS. The employment status of any employee shall be for the purpose of

classifying the employment in accordance with the anticipated length of employment, working hotirs, or other
special employment conditions.

DISQUALIFICATION. The Director may remove from further consrderat:on a‘t any time the application of an

applicant when

The application/resume was not received on or before the closing date established for receiving
applications;

The application was not filed on the prescribed form when requested,; :

The applicant does not meet the minimum requirements; -

L"__T'he applicant has established an unsatisfactory employment or personnel record as evidenced by

reference check;

The applicant madg a false statement of fact or practiced deception or fraud in éf'n application,
examination, or medical history, or did not complete pertinent information on the application form,
examination, or medical history;

The applicant is physicalty or mentally unable to satisfactorily perform the duties of the position. Note: - .
No discrimination shall be exercised, threatened or promised against or in o
-favor of any eligible employee due to age, color, disability, marital status, national origin, race, religion,
sex, genetic information or veteran status. The City may provide reasonable accommodation to
individuals with disabilities as defined under the Americans With Disabilities Act;

The applicant has been convicted of a crime other than a minor traffic violation;
The applicant has been guilty of infamous or disgraceful conduct;

The applicant hashij:s'ed or attempted to use political pressure, gratuity, bribery, oF other
consideration of value to secure an advantage in the examination or in employment;

The applicant is found fo be addicted to and/or involved in the illegal use of controlied
substancesfintoxicants or is a habitual user of illegal drugs or intoxicants;

The applicant is not e[igib!e for employment in the United States;

' The applicant has an unsatisfactory driving record as evidenced by pattern, frequency,

and/or severity of trafﬂc violations, specifically those driving City vehicles;

The applicant has refused or failed to report for an interview ater certification to an
appointing. authority; -

The applicant has failed to respond to any official notice or telephone call from the Director;
or the postal authorities regarding a change in address,

11




o} - The applicant has been certified and rejected three (3) or more times for a public safety
position with the City;

p)  The applicant failed or refused fo submit to a drug screening test after receiving a
conditional offer of employment or an applicant's or an-employee’s drug scieening test
demonstrated the use of illega! drug, intoxicants or controlled substances;

g} Anyother valid or suificient reason exists for disqualification. All applicants disqualified may
appeal before the Board within ten (10) days after notice by filing a written request for a

hearing.

44  TYPES OF EMPLOYEES.

(A) Regular, Full-ime. A regular, full-ime empioyee is hired on a regular, full-time basis contingent upon
completion of a one (1} year probationary period. Such employee is subject fo the regulations
concerning fermination and retirement. Employment continues during good behavior and subjects fo
necessity for the work, With the exception of the fire and pelice protection personnel, the average hours
per week for all regular full-iime employees is forty (40) hours. Regular, full-time employees are entitied
fo all normal fringe benefits, such as accrual of paid vacation and paid sick leave, and

overiime/compensatory time, as appropriate.

B} PART-TIME APPOINTMENTS: Reqular Part-time — A regular part-time employee who works a
minimum of twenty (20) hours or mdre but less than forty (40) hours per week Eligible for retirement

plan.

(C)  Temporary, Full-time: (not to exceed six (6) months in any calendar year). A full-ime temporary
emp[oyee is expected to work a fult workweek of forty (40) hours. Such employee is eligible
to receive overtime pay. A temporary, full-time employes is not eligible for paid vacation and pard

sick leave.

(D)  Temporary, Part-time. A temporary part-time employee is hired for a limited period of time;,.
not fo exceed six (6} months, forthe performance of specific tesks The employeeis .
expected to work less than forty (40) hours per week. Part-time"Summer employees
are included in this category. Such employees are not eligible for paid vacation, sick leave, or hotrday

pay.

(E)  Probationary, Full-time. During the first year of employment in a regular, full-time position,
an employee’s status shall be considered probationary, full-ime. The workweek shall be
the same as that of a regular full-time employee. The one-year probationary period is intended to give
new and re-hired employees the opporiunity to demonstrate the ability to achieve a satisfactory level of
performance and to determine whether the new position meets their expectations. The City uses this
working period to evaluate employee capabilities, work habits; and overall performance. Employees are

- encouraged to ask questions so they will have clear understanding of the job and performance

expectations. All new employees will receive an orientation-fo advise him/her of the policies of the City.

Each new employee shall complete all necessary forms and sign for his or her copy of the Employee handbook/manual.
Each employee shall also aftend all required orientations.

12
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4.6

RELATIVES. Two.(2) or more members of an immediate family should not be employed under the

same supervisor; neither shall two (2) members of an immediate family be employed at the same time,
regardless of the administrative department, if such employment wilf result in an employee supervising a
member of histher immediate family. This policy also applies to-promotions, demotions, transfers,
relhstatements, and new appointments. The provisions of this séction shall not be retroactive, and no action is
to be taken concerning those members of the same family employed at the time of the adoption of this section.
The provisions refating to non retroactive application of this rule apply to promotions and demotions of
employees of the City at the time of original adoption of this rule, to wit, August 22, 1977. Immediate family is
defined as wife, hushand, mother, father, brother, sister, son, daughter, mother-in-law, father-in-law,

son-in law, daughter-in-law, grandparents, grandchildren, stepmother, stepfather, brother-in-law, sister-in- law,

uncle and aunt.

" TYPES OF EXAMINATIONS. Examinations shall be thorough and practical and shall relate to those matters

fairly test the relative capacity and fitness of examinees to discharge the duties of the classificaion.  .r«-
Examinations may be either enfrance and/or open promotlonal a combination of open and promotion or

qualifying.

a} ENTRANCE AND/OR OPEN COMPETITIVE. Any examination in which competition'is
open fo all applicants meeting the announced requirements for admission fo the

classification.

b} PROMOTIONAL AND OPEN COMPETITIVE. Any examination in which competition is
open to outside applicants meeting announced requirements and present employees”
occupying eligible classifications. In all instances, promotional eligibles will be given

preferential consideration,

c) PROMOTIONAL  Any examination in which competition is limited to present employees.
Such examinations shall customarily be restricted to employees serving in lower, related
classifications and possessing regular stafus. However, additional training, education and/or experience
beyond regular status may be required as determined by the Director in the best interests of the service.
A promotional examination may include employees in all departments, or be limited to less than all
~ departments. The Director in each case will determine whether an open competitive or promotional
examination will serve the best interests of the service in attracting well qualified candidates.

(1) In order to reduce a certain numberiof classified positions within the City’s Police Department
for Police Captains and Police Lieutenants by normal attrition by resignations, separations or ;- -
retirement, no vacancy of Police Captain shall be filled or previous incumbents replaced until
such time as there are no more than six (6) such positions remaining at this class level in the

Police Department.

(2) The foregoing procedure shall also be followed for the class level of Police Lieutenant unil such
time as there are no more than five (5) such positions remaining at this class level in the Police

Department.

d) QUALIFYING.  For cerfain classes of work, where competition is impractical andfor the
needs of the service are such to render competition impractical, the Board may provide for
qualifying examinations. Such examinations may be limited to employeses of the public service

13
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4.9

to fill existing positions. Such examinations may consist of an evaluation of the candidates’ - =
qualifications based upon efficiency rating by competent authority and physical fitness fo
perform the work or such otfier methods as may be determined by the Director.

d—{) PROMOTIONAL EXAMINATIONS FOR CURRENT EMPLOYEES. Per Ordinance 0113-07-08, to be
- eligible for promotional examinations: A Police Officer must have served two (2) consecutive years as
- Police Officer to take the Sergeant exam; A Firefighter must have served two (2) consecutive years as
Firefighter to take the Fire Sergeant exam; Fire Sergeant must serve 2 years as Fire Sergeant to take
the Lieutenant exam. Police Sergeant must have served two (2) years as Police Sergeant fo take the
Lieutenant exam; a Police Lieutenant must have served one (1) year as Lieutenant to take the Captain

exam.

ADDITIONAL PROMOTIONAL PROVISIONS.  In addition to the provisiens of Rule 4.4b, ¢, the
following provisions shall apply:

EFFICIENCY RATING.  In the event of the announcement of an examination on a .
promotional basis, the preceding employee efficiency rating forms of employees who make
application shall be used in addition to the other announced requirements to establish
eligibility for examination. The minimum efficiency grade and/or rating for promotional
eligibiiity shall be a standard ratirig or such numerical designation as may reflect superior
performance and potential as determined by the Director.

MEDICAL/PHYSICAL REQUIREMENTS.  All public safety employees for sworn appointments shall meet
reasonable medical and physical requirements established by the Board and Director.

Alf public safety employees for sworn appointments and those candidates in other departments determined to
be in safety-sensitive positions shall further submit to a drug screening test upon receipt of a conditional offer of
employment. In addition, all police officers, firefighters and others in safety- sensitive positions shall submit fo an
initial, previously announced drug screening test and thereafter shall be subject fo random urine drug screening
or other standard drug screening procedures. Medical re-examination of all present employees may be required
by the Director if at any time an employee's abifity to perform aSS|gned duhes due to reasons of health is in

‘question.

PROBATIONAL APPOINTMENT. An appointment to a full-time regular budgeted position shall be a
probationary appointment subject to the completion of a satisfactory probationary period, The probationary
period shall be regarded as a part of the examination process, and will be ufilized to evaluate the employee's
performance on the job, and will also be utilized for dismissing any employee who does not meet the required
standards of periormance. The duration of such probationary period shall be for one (1) ysar from the date of
appointment with no interruptions in service.

a) SEPARATION OF PROBATIONAL EMPLOYEES. An employee in the probationary period may be
discharged w:th or without the right of appeal fo the Board.

b) PROMOTIONAL PROBATIONAL EMPLOYEES. A promotional probationary employee who is -
demoted for unsatisfactory service, shall have the option of returning to the position held prior to
appoiniment, if still vacant. In the event the position has been filled, the Director shall determine the
manner in which the employee shall be retained in the service. The demoted employee shall have the
further option of electing to separate from the service and having his/her name retained on the lay-off list
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4,10

411

4.12

for future consideration for the ciassification of his/her former position, for a period not to exceed two (2)
years.

REGULAR STATUS Deiined.  Employment of an eligible employee from an eligible list, in a full-time
regularly budgeted position after the satisfactory completion of a probationary period ‘'shall be

considered a regular appointment.

CERTIFICATION OF ELIGIBLES — PUBLIC SAFETY.  The Director shall establish and maintain such eligible

and/or employment registers for the various classes of positions as deemed necessary to meet the needs of the
service. Names of eligibles shall be placed on lists in the order of their examination or rating, ranked from
highest to lowest. The Director shall certify and refer the name of eligibles from the appropriate sligible fists in

the following priority and manner:

- a) Entrance level or open competitive positions shall be filled by:

1) First, the one (1) name of the ranking former employee of the départment from the lay-

off list;
Per Ordinance_m 13- 07/08 — Promotional Exams

4.9 (b) The top five {5) names of rankmg ehg:bfes for the first vacancy and ohe (1) additional
name for each additional vacancy.

4.9 (c) Promotional positions shall be filled by: Nl

(1) First, the one (1) name of the ranking former en{hlc')y'ee of the department from the lay-off list, if
any,

(2) The top five (5) names of ranking eligibles, for the first vacancy and cne (1) additional name for
each addiﬁonal vacancy. '

4.9 (d) After conferring with the Director, the Fire Chief or Police Chief shall reserve the

nght
" {a) toremove from the eligible register individual(s) who do not meet the established criteria;
" {b) not to promote those individuals on the eligible register who do not meet the established
criteria; and
(c) to dissolve the entire eligible register should the candidates not meet the estabhshed
criterla for that classification.

I

The Director shall determine the period during which such registers remain in effect.

NOTE: SPECIAL PROVISIONS. In the event the City has an Affirmative Action Plan, the
object of which is to employ members of protected classes, the Director may certify additional
names, taking into consideration the number of vacancies in the class, number of minorities

in the particular class, and the racial composition of the eligible register.

OTHER TYPES OF APPOINTMENTS.  The Director shall review, approve, and other\;\.lise establish
other appointments consistent with Personnel Rules, as follows:

15




PROVISIONAL APPOINTMENTS.  In the absence of an eligible list,the Director may, for

urgent need, authorize the filling of a vacancy by provisional appoiniment. Any candidate for

provisional appointment must meet education, expetience and related requirements set by the Director,
Provisional appointments shall be for a period of not more than twelve (12) months. No provisional
appointment shall be continued for more than ten (10) days after the establishment of an efigible list for
the class. Any provisional employee failing to qualify by examination shall not be certified. The
provisional appointment of an individual shall not confer on the appointee any rights of status set forth .

under these rules.

PART-TIME APPOINTMENTS. Part-time appointed employees work less than forty (40) hours

hours per week, and such appointments shall not exceed six (6) months in any calendar year. Such
appointments shall be reviewed by the Director, and should the Director question or disapprove any:
suich appointment, such findings shall be submitted to the Board and Mayor for final action. .
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RULE 5

TRANSFERS, ASSIGNMENTS, DEMOTIONS, LAYOFFS AND REINSTATEMENTS

TRANSFERS,  Any employee holding regular status in the Classified Service may transfer from oiie
position to another position in the same or related class between departments of City government upon
approval of the departments concerried and the Director. In such transfers, all seniority, status, sick leave and

related benefits shall be refained.

ASSIGNMENTS.  Any and alf such assignmenis outsidé the classification must be immediately reported fo the

‘Director. A department head may assign any employee in the Classified Service under hisfher jurisdiction to

any duties so long as such duties are within the employee’s same classification, having the same maximum pay
rate, involving the performance of similar duties, and requiring essentially the same basic qualifications. Such
assignments may be voluntary or involuntary. No employee in the service may be assigned duties of a different
class for a period in excess of thirty (30) days without the approval of the Director. Any and all such-
assighments outside the classification must be immediately reported to the Director. However, in the event a
temporary vacancy or absence becomes a permanent vacancy, the department head shall consider all other -
qualified and eligible applicants or candidates regardiess of any previous or temporary assignment. .

With the approval of the Mayor, the Director is authorized to make a transfer, without advertising the pésition, in
the following situations:

(A}  To reassign an employee Wiho has been reclassified to a lower grade position; or

(B)  To accommodate an emp]oyee pursuant to the Americans with Disabilifies Act, the Family
Medical Leave Act, or in accordance with other federal or state law(s).

DEMOTIONS.  Demotion is a move of an employee to a position or classification having a lower
starting salary or maximum range. Anemployee may be demoted fo a position of a lower grade for
which the employee is qualified for any of the following reasons:

W

a) When an employee would otherwise be laid off because hié)‘her position is being

abolished, reclassified {o a lower grads, or due to lack of work, or lack of funds.

h)  When an employee does not possess the necessary qua!mcaﬂons to render satlsfactory
service in the position hefshe holds.

c) When an employee is removed during probation. .

i 1
d) When an employee voluntarily re{:;uests such demotion. '
) When anemployee is demoted for disciplinary reasons.

All demotions must receive the approval of the Director and the Mayor. If the employee is demoted
against his/her will (other than probationers), the employee may appeal to the Personnel Board as provided in
Rule 8 - DISCIPLINARY ACTIONS AND APPEALS.

17
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5.4

LAYOFFS AND REINSTATEMENT.  In the event it becomes necessary because of lack of work
or lack of funds to reduce staff, the folfowing procedure shall govern the layoff:

a) The reasons for such layoff shall be reported in writing fo the Director and shall specify the
number and classifications fo be affected %

b) The Director shalf determine in censultatlon wnth the department(s) the organizational units to be
affected by the layoif.

c) If such a reduction is departmental, then the layoff shall first be made by laying off the employee(s)
in the classification to be affected by the layoff who are provisional, temporary, seasonal, part-time
and probationary, if any. From that point, tayoff shall be of regutar employees in the classification on the -
on the basis of their relative seniority. In the event there are two (2) or more employees who would be
affected by the layoff, and they have equal seniority, the employee who stands lowest in efflolency or
performance ratlngs last regulariy filed with the Director, shall be laid off first.

d) "~ If such reduction is of a general nature, and City-wide, the Director, after consultation with the Mayor,
shall determine the manner of layoffs, taking.into consideration the number and classifications of
positions to be reduced. In all instances, seniority shall govern except in cases of two (2} or more
employees having equal seniority; in thls event, efficiency or performance ratmgs shall be applied as

provided in subsection (c} of this rule.

e) When an emp[oyee is laid off in a department which has other classifications or grades lower than the
classification or grade from which the employee is laid off, the employee shall have the option of
working in any other lower classification or grade in the same department, provided the Director finds
that the employee is performing the duties of such lower classification, such option being subject,
however to subsections (), (g ) and (h) following.

f) When an employee so laid off elects to drop to a lower classification or grade, and where the Mayor
reduces the number of employees in such lower classification or grade, the reduction shall in no
case cause the layoff of any regular employee in such lower classification or grade who has more
seniority i the-department than the employee laid off from the classification or grade. An employee
laid off from the &lassification or grade shall have the tight, so long as the employee is in the service or
on the layoff list, to return to the position from which the employee was laid off, in the event such

position is refilled.

) The duties peiformed by the employee dr employees so laid off may be assigned fo any
other regular classified employee in the department or office, who, in the opinion of the
Director are qualified fo perform such duties regardless of the specific claSSiflcatlon or

grade to which such employees are allocated.

Any employee to be affected by layoffs shall be given a minimum of fifteen (15) days notice.

» -« SEPARATION OF EMPLOYMENT

55

REINSTATEMENT: In the event a regular status employee voluntarily resigns and separates from
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5.7
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59

the City in good standing, the employee may within a period of two (2) years from the date of separation request
reinstatement fo an entrance level eligible register in a class for which the employee may have had reguiar
status. The Board shall determine the merits and conditions of such reinstatement or deny the request.

RESIGNATION. ltis reguired that any employee who chooses to resign give at least a two weeks advance
notice before the employee’s final working day. Upon receipt of such written notice, the department head in
conjunction with Human Resources, may waive or reduce the requirement that the employee work for this
period. Failure of the employee to give the required written notice may jeopardize the employee’s

good standing and eligibility for rehire. -

TERMINATION. Upon termination of employment with the City, employees who have leftin good standing will
receive,accrued vacation as follows:

'7 8 hour employee {up fo 80 hours}
- Police, sworn officers on 12 hour shift (up to 84)
- Fire, certified, (up to 112) .

Forfelture of Accrued Vacation. . An employee who is dismissed for cause or resigns in bad standing shalt
forfeit his or her accrued vacation.

EXIT INTERVIEWS. Al empEoyees terminating from the City are required to do an Exit Interview. Department
Heads shall notify their employees to schedule an appointment with Human Resources, Human Resources will
arrange for employees to meet with the Mayor. Al city property must be returned and accounted for before
employees receive their final checks.

REFERENCES. Generally, information is'lirﬁitéd to confirming dates of employment and job title. Human
Resources may release additional information regarding employment status upon receipt of authorization from

_the employee.
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RULE G

ATTENDANCE AND LEAVE

ATTENDANCE POLICY. Regular and predictable attendance is essential to every City positfon Unauthorized
absences, excessive absences or tardiness, leaving work early, unauthorized visits away from work sites during
scheduled work hours will not be tolerated and may result in disciplinary action, up to and including termination.
This policy applies to all employees. Exempt employees are also required to maintain good attendance and be
punctual, but different guidelines may apply given the nature of their responsibilities.

Employees must notify their immediate supervisor, as far in advance as possrble whenever they are unable fo

.., report for work or know they will be late. Failure fo nottfy your supervisor in a timely manner of any absence or
delay may be grounds for disciplinary action.

" Employees must obtain permission from their immediate supervisor in ordef to leave the City prem;ses (therr

assigned work place) during working hours for other than for their normally scheduled lunch.

" Absences which are neither supported in writing by the employee’s heath practitioner nor authorized by the

employee’s immediate superwsor may be regarded as unauthorized leave and may subject an employee to
disciplinary action. : i

6.0 (a) JOB ABANDONMENT Not reporting to work and not calhpg to report the absence is a no call/no show.andis a

62

6.3

6.4

8.5

6.6

serious matter. Any no call and no show lasting 3 days is cens:dered job abandonment. and may result in
immediate termination of employment. However, department must confer Human Resources before maklng this

determination so that additional information may be considered, if pplicable,

HOURS OF WORK.  The hours of work for City departments shall be fixed by the Mayor and
City Council with due regard to the convenience of the public, and to working hours customarily

observed in the community.

TYPES OF LEAVE.  The following types of leave are officially established: Holidays, vacation
leave, sick leave, injury with pay leave or Workers' Compensation if applicable, military leave,
administrative leave, jury leave, Family Medical Leave, leave for special meetings and -
examma’uons leave without pay, and leave for political activities pursuant to Rule 9.1 ().

ATTENDANCE AND LEAVE REPORTING. The absence of an employee from duty shall be
reported to the Director by the department head by appropriate entry on payrolls. The
department shall maintain accurate leave and attendange records, subject to auditing.

FAiLURE TO REPORT ABSENCES.  If a department head fails to report the absence of an
employee and the employee is paid in excess of the amount due the employee, the department

head shall be lfable for the overpayment

ABSENT WITHOUT LEAVE.  An employee who is absent without authorized leave sha]] be
stibject to the provisions of Rule 8 governing suspensions and dismissals.

NO ADVANCE LEAVE.  Vacation leave, sick leave, and overtime leave shall not be allowed in
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6.8

6.9

6.10

advance of being earned. If an employee has insufficient leave to cover a petiod of absence, no
aliowance shall be posted in advance or in anticipation of future leave credits. In such cases,
payroll deductions for the time lost shall be made in the period in which the absence occurred. -

HOLIDAYS. The City Council shall fix by annual resolution the holidaffé that employees shall

observe.” Employess on non-pay status, such as leave of absence, oi-employees on paid military

leave shall not earn additional time for holidays. All employees of the Eity shall receive the same

number of holidays. Employees who are required to work on an observed holiday shall be

compensated at the straight time rate or given equivalent time off. If the holiday falis on the

emplayee's normal day off, the employee shall be paid or given equivalent time off for an additional

day. Holidays falling-on weekends are usually observed on the preceding Friday or the Monday.

following such holiday, unless otherwise designated by the City Council. In addition to the

observed holidays listed below, the City Council may from time to time proclaim other holidays to be observed

by City employees:
JANUANY 150, New Year's Day
3rd Monday in January ....oo.cceinnnnccninnnn, Martin Luther King's Birthday
Friday before Easter Sunday ........co.oieeinnann, Good Friday
Last Monday in May ........ccooonvivnnen, T Memorial Day
JUY 40 Independence Day
1st Monday in September ... SUUDIRNUIIS Labor Day
November 41 ... Veteran's Day :
4t Thursday in November ... Thanksgiving Day W
Friday after Thanksgiving Day ........ccoevveiiinicn Thanksgiving Friday con)
December 24th ... S . Chiistmas Eve '
December 25t A e Christmas Day

Holiday Pay in Lieu of Annual or Sick Leave Pay. I an authorized pald holiday occurs while an
eligible employee is on approved annual or sick leave, such time off will be charged as holiday time

and not against the employee’s annual or sick leave,

VACATION LEAVE.  All employees holding regular full-time positions in the Classified Service
shall be allowed to eam and accrue vacation leave with pay. Upon completion of six (6) months of
service in a refyular position, an employee shall be eligible to use vacation leave. The usage of
such vacation leave shall be determined by the deparfment head with due consideration fo
semonty, length of service, and request of the employee.

COMPUTATION AND EARNING OF VACATION LEAVE. For the purpose of computing vacation

leave, each week of seven (7) days, excluding holidays shall be considered as containing not less
than five (5) work days. (Exceptions include employees whose basis of pay is other than the
standard work week, such as ﬂre and police personnel). -

An employee holding a regular position shall earn vacation leave in accordance with the employee’s longevity of

service as follows:
0—10 years 1 working day per month per year. -.

11- 20 years 1% working day per month per year
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6.12

6.13

6.13.1

Over 21 years - 2 working days per month per year

In computing vacation leave, only uninterrupted service shall be considered.

ACCUMULATION OF VACATION LEAVE.  Vacation leave earned but not uged during the

calendar year may be accumulated up o a maximum of forty (40) days. Vacation leave sared in
excess of the maximum allowed amount must be used by December 315t or it shall be forfeited;

unless extenuating circumstances indicate a different handling is desirable in‘the opinion of the

Director. In summary, vacation leave earned but not used would be as follows: 320 hours for employees
working an 8 hour day; 448 hours for Firefighters, and 480 hours for Police Officers on a 12 hour shift.

N

"RESTRICTIONS OF VACATION LEAVE.  Vacation leave maybe subject to the following
restrictions:

a) An employee shall not eamn vacation leave during a leave of absence without pay, a

suspension, or when the employee is otherwise in anon- -pay status for more than fifteen
(15) calendar days in a month. An employee currently using-sick leave shall not eam
additional vacation leave during the period when the employee is on sick leave.

by  An employee who is dismissed for cause or resigns in bad standing shall forfeit
"eamed vacation leave.

c) An appointing authonlyzor .department head shall not require an employee to forfeit
earned Vacatlon leave as puhlshment through the action of suspensmn

d) The maximum vacatlon leave that can be granted during a calendar year shall be five (5)
weeks or as otherwise determined by the Director.

e) Vacatlon leave must be taken as leave l'ather than payment, except upon separation from
the City service.

YACATION LEAVE DUE UPON SEPARATION

Employees must file a written resignation or retirement letter with their department head, giving at least a

two (2) weeks advance notice of separation from the City service. Upon submission of such Jetter, the employee
will not be allowed fo take any vacation or annual leave fime in conjunction with separation of employment. If an
emplovee is absent during this period, such absences will either be charged against annual leave or, in the case
of an hourly employee, the employee’s pay will be docked. i

* The maximum nurmber of hours to be paid to an employee who leaves ln good standing is eighty (80) hours,

except for Fire personnel who can receive pay for a maximum of 112 hours and Police personnel who can
receive pay for a maximum of 84 hours. _

SICKLEAVE. Al employees holding regular positions shall be allowed to earn and accriie sick
leave. Sick leave is not a right for which employees make.a demand, but a privilege granted in
accordance with prescribed rules which may be changed from time to time as the best interests of
the service demand.-
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6.14

6.15 -
% of seven (7) days, excluding holidays, shall be considered as containing not less than five (5) work days.

6.16

.17

6.18

6.19

ELIGIBILITY FOR SICK LEAVE.  Upon completion of six {6) months of servicein a regular position,

an employee shall be eligible to use sick leave,

COMPUTATION AND EARNING OF SICK LEAVE.  For the purpose of computing sick leave, each week

(NOTE: Employees whose basis of pay is other than the 'standard work week such as Fire personnel shall eam
and use sick leave in a five (5) work day period.

EARNING. Sick leave shalil be earned at the rate of one (1) work day for each month of service. Sick Leave -
earned during the calendar year but not used may be accumulated up fo a maximum of sixty (60) days per year.
Sick leave earned in excess of the maximum allowed shall be held in a spectat reserve and may be granted as

L

supplementary sick leave upon approval of the Director. ;

USE OF SICKLEAVE.  An employee shall be granted sick leave for the folfowing reasons.

a} Personal illness of the employee, including sick leave for materhity purposes;

b) Personal physician and dental appointments;

c) lliness aristttg from exposure to contagious disease endangering the heatth of employees;

d) lliness in the employee's immediate family which necessitates the employee’s absence
from work. In this case, ‘immediate family” shall be defined as the emetoyees spouse, children and
parents; .

e) Death of the employee’s spouse, child, parent, parent-in-law, sister or brother.
i

Total absences allowed under section () above combined shall not exceed six (6) days in any calendar year, -

PROOF OF ILLNESS. An employee who is absent on sick leave continuously for a period of five
(5) work days or more shall submit a written doctor’s certificate or other written evidence to substantiate the
employee’s use of sick leave. However, the department head or Director may require evidence fo substantiate ..

any claim for sick [eave.

RESTRICTIONS OF SICK LEAVE.  Sick leave shall be subject to the following restrictions:

a) An employee shall not eam sick leave during a eave of absence without pay, a o
suspension, or when the employee is otherwise in a non-pay status for more than fifteen
(15) calendar days in a month. An employee currently using sick leave shall not eam
additional vacation or sick leave during the period when the employee is on sick leave,

b) Sick leave shall not be granted an employee whose absence from duty is a result of the
employee’s own misconduct. Absence for such cause shall be reported as absence without leave, and

shall subject the employee to disciplinary action.

c) Sick leave accumulation shall be forfeited upon separation of retirement from the Classified
Service. Exception: 18 months of sick leave can be used fowards a 25 year retirement,
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6.21

Workers' Compensation.  An employee who is injured on the job while performing the duties of .-

his/her position is entitled to the protections of the Workers' Compensation Act. Employees must

use the panel of physicians/medical facility recommended by City of Selma Insurance Office to
accommodate the workers' compensation medical treatment. If an employee is released by the employee’s
physician or other medical professional to return to work prior to full recovery, modified duty is permitted if there
is temporary, meaningful work for the employee to perform. Department heads are not required fo create

modified duty positions.

FAMILY AND MEDICAL LEAVE

In accordance with the Family Medical Leave Act of 1993, Employees on payroll with the City for at least one
yedr and who have worked at least (1250) one thousand two hundred fifty hours over the previous twelve
months are eligible to obtain up to (12) twelve weeks of unpaid leave for-medical reasons. While the'employee
may apply any unused annual/sick leave towards Family Medical Leave, employees are encouraged to retain a
combined total of (48)-hours on their leave records.

Fmployees interested in applying for FMLA should inform their immediate supervisor immediately and contact
Human Resources for a mesting to receive a good overview of FMLA, discuss the required procedure to see if -
they are eligible, complete the necessary FMLA Forms, including fumistiing medical certification that- may be
reqwred etc Employees should subm[t a 30-day Advance Notice, where possible..

Type of Leave Covered

W,
To quahfy s FMLA leave under this policy, the employee must be taking leave for one of the reasons listed
below:

1) The birth of a child and in order to care for that child. .
2) The placement of a child for adopfion or foster care and fo care for the newly placed child.

3) To care for a spouse, child or parent with a serious health condition (described below).

4) The serlous health condition (desgr[bed below) of the employee.

An employee may take leave because of a serious health condition that makes the employee unable to perform
the functions of the employee's position.

A serious health condition is defined as a condition that requires inpatient care at a hospital, hospice or
residential medical care facility, including any period of incapacity or any subsequent freatment in connection
with such'inpatient care or a condition that requires continuing care by a licensed health care provider.

5) Qualifyin§ exigency leave for families of members of the National Guard and Reserves when the covered
military member is on active duty or called fo active duty in support of a contingency operation.

An employee whose spouse, son,‘daughter or parent either has been nofifiéd of an impending call or order to
active military duty or who is already on acfive duty may take up fo twelve (12) weeks of leave for reasons
refated to or affected by the family member’s call-up or service. The qualifying exigency must be one of the
following: 1) short-notice deployment, 2) military events and activities, 3) child care and schoof acfivities, 4)
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financial and legal arrangements 5) counseling, 6) rest and recuperation, 7) poet—deoloyment activities and 8)
additional activities that arise out of active duty, provided that the employerand employee agree, including

agresment on timing and duration of the leave.

The leave may commence as soon as the mdwldual receives the call-up notice. {Son or daughter for this type(of
FMLA leave is defined the same as for child for other types of FMLA leave except that the person does not have
to be a minor.) This type of leave would be counted toward the employee’s 12-week maximum of FMLA leave in

a 12-month period.

6) Militaxy caregivef leave (also known as covered service member leave) fo care for an ill or injured service
member, ,. . _
: j

This leave may.extend to up to twenty-six (26) weeks in a single 12-month penod for an employee to care for a
spouse, son, daughter, parent or next of kin covered service member with a serious illness dr injury incurred in
the line of duty on active duty. Next of kin is defined as the closest bloodl relative of the injured or recovering

© service member,

A. Amount of Leave

An eligible employee can take up to twenty-s;x (26) weeks: for the FMLA circumstance (6) above - military ™~
caregiver leave during a single 12-month period. For this military caregiver leave, the City will measure the 12-
month period as a rofling 12-month period measured forward. FMLA leave already taken for other FMLA
circumstances will be deducted from the fotal of twenty-six $26) weeks available.

B. Combined leave by Spouses

If a hushand and wife both work for the City and each wishes o take leave for the birth of a child, adoption or

~* placement of a child in foster care, or fo care for a parent {but not a parent “in-law") with a serious health
condition, the husband and wife may only take a combined total of twelve {12) weeks of leave, if a husband and
wife both work for the City and each wishes fo take leave to care for & covered injured or ill service member, the
husband and wife may only take a combined total of twenty-six (26) weeks of leave. -

a4
Co

C. Emo]ovee Status and Benefits During Leave . S

Under cutrent City:policy, the employee pays a portion of the health care premium, While on paid leave, the City
will continue to make payrolt deductions to collect the employee's share of the premium. While on unpaid leave,
the employee must continue to make this payment, either in person or by mail. The payment must be received in
the Accounting Department by a set day each month. If the payment is more than thirty (30) days late, the
employee's health care coverage may be dropped for the durafion of the leave. The employol will provide fifteen

(15) days' notn‘loatlon prior to the employee's loss of coverage.

If the employee chooses not to return fo work for reasons other than a continued serious health condition of the
employee or the employeefs family member or a:circumstance beyond the employee's control, the City will
require the employee fo relmburse the City the amount it paid for the employees health insurance premium

during the leave penod

If the employee oonmbutes to - life insurance or disability plan, the employer will continue making payroll
deductions while the emp!oyee is on paid leave. While the employee is on unpaid leave, the empfoyee may

25




request continuation of such benefits and pay his or her portion of the premiums, or the City may elect fo
maintain stch benefits during the leave and pay the employee's share of the premium payments. If the
employee does not continue these payments, the City may discontinue coverage during the leave. If the City
maintains coverage, the City may recover the costs incurred for paying the employee's share of any premiums,
whether or not the employee retumns to work.

D. Employee Status After Leave

An employee who takes leave under this policy may be asked to provide a fitness for duty (FFD) clearance from
the health care provider upon returning to work. This requirement will be included in the employer’s response to
the FMLA request. Generally, an employee who takes FMLA [eave will be able to return to the same position or
a position with equivalent status, pay, benefits and other employment terms, The position will be the same or
one which is virtually identical in terms of pay, benefits and working conditions. The City may choose:fo exempt
certain key employees from this requirement and not return them to the same or similar position.

E. Use of Paid and Unpaid Leave

An employee who is taking. FMLA leave because of the employee's own serious health condition or the se‘r‘ioué
health condition of a family member must use all paid vacation, personal orsick leave priot to being eligible for
unpaid leave. Sick leave may run concurrently’ wrth FMLA leave if the reason for the FMLA leave is covered by

the established sick leave policy.

Disability leave for the birth of the child and for an employee's serious health condition, including work:e'rs i
compensation leave (fo the extent that it quaitfles) will be designated as FMLA leave and will run coneurrently

with FMLA.

An employee who is using military FMLA leave for a qualifying exigency must use all paid vacation and personal
leave prior to being eligible for unpaid leave. An employee using FMLA military caregiver leave must also use all
paid vacation, personal leave or sick leave (as long as the reason for the absence is covered by the City's sick

leave policy) prior to being eligible for unpaid leave,

F. Intermittent Leave or a Reduced Work Schedule ' ' (N

The employee may take FMLA leave in twelve (12) consecutive weeks and may use the leave intermittently
(take a day periodically when needed over the year) or, under certain circumstances, may use the leave to
reduce the workweek or workday, resulting in a reduced hour schedule. In all cases, the leave may not exceed a
total of twelve (12) workweeks (or twenty-six (26) workweeks to care for an injured or ill service member over a

12-month period)..

The City may temporarily transfer an employee to an available alternative position with equivalent pay and
henefits if the alternative position would better accommodate the intermittent or reduced schedule in those
instances when leave for the employee or empioyee s family member is foreseeable and for planned medical

treatment, including recovery from a serious health condition or to care for-a child after birth, or placement for

adoptlon or foster care,

For the birth, adoption or foster care of a child, the C!ty and the employee must mutually agree to the schedule
before the employee may take the leave intermittently or work a reduced hour schedule. Leave for birth,
adoption or foster care of a child must be taken within one (1) year of the birth or placement of the chiid.
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If the employee is taking leave for a serious health condition or because of the serious health condition of a
family member, the employee should try to reach an agreement with the City before taking intermittent leave or
working a reduced hour schedule, If this is not possible, then the employee must prove that the use of the leave

is medically necessary.
N e

G. Ceriification for the Empiovee s Serious Health Condition

The Clty will require certification for the employee’s serious health condition, The employee must respond fo
stch a request within fifteen (15) days of the request or provide a reasonable explanation for the delay. Failure
to provide certification may result in a denial of continuation of leave. Medical certification will be provided using
the DOL Certification of Health Care Provider for Employee’s Serious Health Condition.

; _
The City may directly contact the employee's health care provider for verification or clarification purposes using
a health care professional, an HR professional, leave administrator or management official. The City will not use
the employee's direct supervisor for this confact. Before the City makes this direct contact with the health care
provider, the employee will be a given an opportunity to resolve any deficiencies in the medical certification. In
compliance with HIPAA Medical Privacy Rules, the City will obtain the employee s permission for clarification of
individually identifiable health information. ' .

The City has the right to ask for a second epinion if it has reason to doubt the certification. The City will pay for
the employee to get a certification from a second doctor, which the-City will select. The City may deny FMLA -
leave to an employee who refuses to release relevant medical records to the health care provider desighated fo
provide a second or third opinioni If necessary to resolve a confiict between the original certification and the
second opinion, the City will require the oplnlon of a third doctor. The City and the employee will mutually select
the third doctor, and the Gity will pay for the opinion. This third opinion will be considered final, The employee
will be provisionally entifled to leave and benefits under the FMLA pending the second and/or third opinion.

H. Certification for the Family Member’s Serious Health Condition

The City will require certification for the family member’s serious heaith condition. The employee must respond
to such a request within fifteen (15) days of the request or provide a reasonable explanation for the delay..
Failure to provide certification may resuit.in a denial of continuation of leave. The City may directly contact the
employee’s family member’s health caré provider for verification or clarification purposes using a health ¢are
professional, an HR professional, leave administrator or management official. The City will not use the
employee's direct supervisor for this contact. Before the City makes this direct contact with the health care
provider, the employee will be a given an opportunity to resolve any deficiencies in the medical certification. In
compliance with HIPAA Medical Privacy Rules, the City will obtain the employee’s family member's permission
for clarification of individually identifiable health information.

. Certification of Qualifving Exigency for Military Family Leave

The City will require certification of the qualifying exigency for military family leave. The employee must résp‘ond
to such a request within fifteen (15) days of the request or provide a reasonable explanation for the delay.”
Failure to provide certification may result in a denial of continuation of leave. This certification will be prowded
using the DOL Certification of Qualifying Exigency for Military Family Leave e
(http:/lwww.dol.gov/esalwhd/forms/WH-384.pdf ).

. Eailure to Return to Work from FMLA
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The City may recover the premium that the City paid for maintaining coverage under a group health

plan during any period of unpaid leave under this policy, if the employee fails to refurn from leave,

after the period of leave to which the employee is entitled has expired, for a reason other than the continuation,
recuirence, or onset of a serfous health condition or other circumstances beyond the control of the employee. In
order to determine whether the premitims should be recovered, the City may require the employee o provide
timely certification to verify that the emp!oyee s inability to return to work is due fo circumstances beyond the

control of the employee. . -

6.22  The Uniformed Services Employment and Reemployment Rights Act

The Uniformed Services Employment and Reemployment Rights Act (USERRA) protects the jOb rightsof
individuals who voluntarily or involuntarily leave employment positions to undertake military service or certain

types of service in the National Disaster Medical System USERRA also prohibits employers from discriminaing -
aqainst past and present members of the uniformed setvices, and applicants to the uniformed services.

e
PN

Right to be free from Discrimination and Retaliation:
- -lfthe individual is a past or present member of the unrformed servrce =
-If the individual has applied for membership in the uniformed service; or .- o
-if the individual is obligated to serve in the uniformed service ‘ .
Then the City may not deny because of status:
-initial employment :
-reemployment- -
-retention in employment Wh)
-promotion; or o
-any benefit of employment

Reemp]ovment Rights
The individual has the right to be reemployed in a civilian job if he/she leaves fo perform service in the uniformed

service and:
-the individual insures that the City receives advance written or verbal notice of his/her service;
-the rndwrdual has five (5) years o less of cumulatave service ion the uniformed service while with the

City,
-the individual returns to work or apply for reemployment in a timely manner after conclusion of servrce

and
-the individual has not been separated from service with a disqualifying discharge or under other than

honorable conditions.
If the individual is eligible to be employed, the individual must be restored to the job and benefits hefshe would

have attained if he/she had not been absent due to military service or, in some cases a comparable job.

Health Insurance Protection
- If the individual left his/her job to perform military service, hefshe has the.right to elect to

continue his or her existing employer-based health plan coverage for hlmselflherself forup to 24
months while in the military. :

- Even if the individual do not elect to-continue coverage during his/her mihtary service, he/she -
has the right io be reinstated in the City's health plan when hefshe is teemployed, generally
without any waiting period or exclusions {i.e., pre-existing condition exclusions) except for
service-connected ilinesses or injuries.
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LEAVE FOR NATIONAL GUARD AND ARMED FORCES RESERVE TRAINING

Employees who are members of the Alabama National Guard or Naval Militia or of any reserve component of
the United States Armed Services are entitied to military ieave of absence from their respective duties on all
days that they shall be engaged in field or coast defense or other training or on other service ordered under
the provisions of the ‘National Defense Act, or of the federal laws governing the United States reserves. This
shall be without loss-of pay, time, efficiency rating, annual or sick leave, but no-person granted such leave
shall be paid for more than one hundred sixty-eight (168) working hours per calendar year. These employees
shall be entitled, in addition thereto, to be paid for no more than one hundred sixty-eight {168) working hours at
any one time while called by the governor to duty in the active service of the state (Act 95-256). Employees
who are exempt from the Fair Labor Standards Act, and who are absent on military leave for less than a fuil
work week, and who have exhausted the one hundred sixty-eight (168) hours of pay provided by state law are
entitled fo pay for the full work week, even if the pay exceeds pay for one hundred sixty-eight {168) hours in a

calendar year.

Military leave W!'[h pay may be taken each calendar year. To request military leave, prior to departure,
employees should submit a copy of the military orders calling the employee to active duty. The orders must
specify the period of active duty or active duty for fraining. A certificate of service signed by a mlhtary
personnel officer or similar ofﬂcaal must be provided to the office upon return from military duty :

Short term training, i.e., weekend training, which occurs on a normal duty day for an employee is authorized to
be counted as military leave. If military orders are not issued-for short term training; employees will obtain a
statement of training from their Commander or Personnel Officer reflecting the type of fraining and specn‘lc

period of time they were require to be on duty.

When the President of the United States declares a national emetgency, the following applies: Any employee
who is drafted or ordered to active duty in the Armed Forces will be placed on military leave and paid up to one
hundred sixty-eight (168) hour's working salary per calendar year. Employees whose draft or reserve status is
such that they are likely o be called to duty and who volunteer for active duty will be eligible for military leave in
the same manner as those who are drafted. Members of National Guard and Active Reserve who are called to
duty-are eligible for military leave. An employee off work under Workers’ Compensation will not be charged
leéve during that period. A probationary employee shall also:be granted military leave with pay.

(A) REGULAR EMPLOYEES. If an employee in regular status enters into the military service of the United
States Government or Public Health Service, whether drafted, activated, or if the employee enlists, the
employee shall be granted a leave of absence from the Classified Service for the duration not to exceed

five (5) years unless the military service is extended by Federal Act or Presidential Decreé. No loss of rights,
service or status shall occur, and the employee shall be given credit for the time spent ini the Armed Forces of
the United States as actual service rendered in the Classified Service as though the employee’s employment
has not been interrupted, provided the employee presents himself or herself for re-employment with the Board
within ninety (90} days after discharge from such military service - unless such time shall be extended for
reasons of health or physical unfitness after application to and approval of the Board. The benefits prowded by
this rule are not afforded fo any employee who has received a dishonorable discharge from the service. In
instances in which the discharge from the military setvice is for reasons other than dishonorable, the Board shall
review the reasons for the discharge and may consent or refuse re-employment to any employee receiving such
discharge. This rule is also contingent upon whether the employee is still qualified to perform the duties of the
position; if so, the employee shall be restored to such position or fo a position of like seniority, status and pay. If
not qualified to perform the dufies of such position by reason of disability sustained during military service, the
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6.25

6.26

6.27

Director shall determine what most nearly refiects the employee’s capabilities and will provide reasonable
compensation consistent with the circumstances. : :

B) PROBATIONARY EMPLOYEES.  The provisions concerning regular employees shall also apply to
probationary employees, provided that the service credit shall not accrue to a veteran who was in probationary
status at the time of entrance into the military service of the United States Government until the veteran shall

- have satisfactorily completed his probationary period after return as an employee of the Board.

PRE- INDUCTION PHYSICAL EXAMINATION. An employee in the Classified Service shall

be allowed up to one (1) full day for the purpose of taking a pre-induction physical examination when such
examination is ordered by the Selective Service:Board.

' ;
JURY LEAVE. Employees who are required by a court subpoena to attend court in the capacity of jurors or in
the capacity of withesses in performance of civic duties will be granted leave with pay fo attend such court. A
copy of the subpoena for civic duty witness or jury duty with a certificate of jury duty served must be submitted to
the employee’s supervisor. An employee who receives a summons fo report for jury duly shall, on the next
working day, show the summons to histher immediate supervisor. The employee shail be excused from work for
the day or days required of him/her in serving as a juror. The employee will inform his/her supervisor of any
postponement, excusal or cancellation of jury service as soon as possible. The employee must return fo work
after being dismissed from any jury. The employee may be required to provide documentation of hours of
attendance in court. Failure to return to work immediately may subject the employes to disciplinary action up to
and including termination. [f subpoenaed to court.to attend to personal affairs, an employee must be charged

appropriate annual leave for the absence. WL

LEAVE FOR SPECIAL MEETINGS AND EXAMINA'fIONS Whenever if is deemed in the best interest of the

Classified Service, an employee may be granted leave with pay by the Mayor to attend professmnal or technical
institutes or conferences or such other meeilngs

LEAVE OF ABSENCE WITHOUT PAY.  Upon recommendation of the department head and

-approval of the Director, leave without pay shall be allowed in the following situations:

) An employee occupying a regular, full-time position, who is temporarily unable io

828

perform his/her duties may be granted a [eave of absence for no more than one (1) year.

b) An employee with regular status desiring to engage in a course of study which will increase the
employee’s usefulness upon return to duty may be granted a leave of absence for not more than one (1)
year. ! R

c) An employee with regular status may be granted a leave of absence for not more:than one
(1) year for any good reason subject fo the recommendation of the department head and

approval of the Director.

Leave requests must be submitted in writing and must state the purpose of the leave, and the
dates the leave is to begin and end. The Direcior shall at the time of approval of such leave
designate whether the employee shall be entitled to resume histher position at the expiration of
such leave, or whether the employee’s name shall be placed on the re-employment list.
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Time Off for Voting {Act 2006 -545): An employee shall'be given time off not to exceed oné (1) hour to vote and
if the hour of

of work of the employee commence at least two (2) hours after the opening of the polls, or end at ieast one (1)
hour prior o closing of the polls. Then the time off for voting (as provided) shall not be available.,

The City may specify the hours during which the employee may be absent to vote.

KA
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7.1

7.2

RULE 7

GRIEVANCES

GRIEVANCES, The most effective accomplishment of the work of the various departments
requires prompt consideration of employee grievances. Supervisors and employees should resolve all problems
informally s they arise. However, it is recognized that there will be grievances which can only be resolved

through appeal and review.

DEFINITION OF GRIEVANCE. A grisvance is a wrong, real or imagined by an employes, that

. sefves as grounds for a complaint. Matters dealing with: Classification, pay, compensation,
examination, leave, discipline, and related actions specifically set forth in the Personnel Rules shall

not be considered under grisvance procedures, but shall be addressed in accordance with the -
provisions set forth in these rules. Any questions as to what consfitute a grievance or what should be
processed at a matter subject to these sules shall be determined by the Director, subject to the review of the

Board.

While the list is not all-inclusive, some possible gtievance issues are:

a} Discrimination or harassment;
b) Unauthorized or.inappropfiate use or disclosure of protected health information, as defined a
by HIPPA Privasy Regulations,
c) Unsafe working conditions; ]
d) Retaliation by a supervisor against an employee fer exercising a right protected by law;
- camplying with any law; or reporting a violation of any law to the proper govemment
authority;
e) Promotional by-passing where there is evidence of arbifrary and capricious action.

Arbitrary and capricious action is defined as unreasonable action in disregard
of the facts or without a determining principle; ..

f) Misapplication of Jaw, ordinance, or palicy affecting matters or conditions of employment. S

The grievance procedure is not intended for and ';uill not be used for the following purposes:

a) To resolve personal differences between and among employees;

b} To contest the City’s pay plan or classification schedule(s), or to appeal City-wide pay reductions which
are part of a general plan to reduce salaries and wages when such reductions are pro-rated to all

employees; -

o} To contest the validity of an adopted, approﬁed ordinance or a properfy-enacted resofution
of the City Council;
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d) To contest the validity of a rule or policy promulgated by the Mayor;

e} To contest any action or matter falling within management rights or management
discretion.

). To contest any action that does not pertain directly, personally, and solely to the
employee's own employment, except in those situations, for example, where charges of discrimination

and for harassment are heing filed on behalf of the aggrieved employee.

Employees Eligible to File Gnevances Within the Gity Grievance procedures employess eligible

o file grievances include:
]

a) All regular status classified employees; = 1

b) All employees, regardless of service category or status, when-‘suoh grievance is hased upon a claim of
discrimination or harassment due to race, color religion, gender, age, disability, veteran status, genetlc

information or nallonal origin.

Good Faith Timely Presentation. *An employee’s grievance must be submitted in good faith and within the
established fime period fisted below. Failure to do so will bar consideration of the grievance. If an employee
willfully files a false grievance action, the employee may be subject to dlsmpllnary up to and including dismissal.

Representation.  An employee shall have the right to be represented by a person of hisfher own
choosing at any step in the grievance process. Any expenses assaciated with stich representalzon

will be paid by the employee.

Withdrawal. ~ An employee may withdraw his/her grievance at any step in the procéss.

GRIEVANCE PROCEDURE.  In the presentation of a grievance, employees are assured of freedom from
restraint, interference, discnmlnailon or reprisal. Gnevanoes resolved at any step shall become effective

lmmedlately

Step 1 The grievance must be submitted in writing fo the employee’s immediate
supervisor within five (5) days of the occurrence of the incident. A copy of the
grievance must also-be fited with the Director. All such grievances shall cite the reasons for and
nature of the complaint and must be signed by the employee. The immediate supeivisor shall
within three (3) days submit a response, in writing, with a copy furnished to the Director.

Step 2 - If unresolved in five (5} days , the written grievance and the supervisor's response
shall be submitted fo the departmenthead. The department head shall, within
five (5) days, reply in writing to all parties concemed and forward a copy of his/her

reply to the Director.

Step 3 If unresolved, at step 2, the grievance shall be submitted fo the Gnevanoe
Committes, composed of three (3) members as follows:

One (1) member elected by the classified employees of the department in
question. The term of the employee-elected member shall be for a period of
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twelve (12) months. A second memb.er designated by the Mayor. A third member -
shall be a mutually-agreed upon person selected by the first two (2) members. In the event a
mutual party cannot be agreed upon, the Director shall designate the third member.

The Grievance Committee as constituted shall review the findings of afl parties

concerned and may obfain additional information as it deems necessary. The

Grievance Committee shall render a decisiori-concerning the unresolved grievance within thirty
(30) days after receipt of such grievance. The decision shall be bmdmg on all concerned

parties.

The Director shall provide such minimal administration services as may be necessary and may
require the production of records or appearance of wﬂnesses as may be required fo carry out

the provisions of this rule.

-Nothing within the content of this rule shall be so construed as to limit the Gity's right fo manage its
affairs and governmental operations or to infringe on its right and responsibility to appropriate funds and-:

" to fix budgets for the proper expenditure of public funds.

E)'Qf\MlNATION AND APPEAL OF EFFICIENCY RATING. While not part of the grievance procedure, every

rated emiployee shall have the opportunity to discuss and review the employee s rating with the person or

¢ persons rafing the employee. Employees shall also have the opportunity, in the event of a disagreement, to
discuss and review their ratings with a reviewing officer and the department head. -If unable to reconcile any
differences, employees shall further have the opportunity fo appeal the decision, which appeal will be heard by ‘
the Director. Employees shall appeal in writing, within ten (10) days of mesting with the department head. '
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RULE 8

DISCIPLINARY ACTIONS AND APPEALS

GENERAL POLICY: Employees of the City are expected to maintain high standards of cooperation,

efficiency, economy and effectiveness at their work. Each employee is expected fo display conduct both

on and off the job that reflects favorably upon the City. The maintenance of high standards of honesty, integrity
and conduct by City employees is essential to assure the proper performance of City business and maintenance
of confidence by others. Gity employees will be discipiined for violations of established City rules and
regulations. Disciplinary action will be fairly, promptly, and consistently applied to all employees. Disciplinary
action is not intended to be governed by a rigid set of rules, but administered through flexible guidelines utilized
as supervisory tools in carrying out required functions within each department..

Corrective Measures. Supervisory personnel should be awareswhen employee work habits, productivity,
attitude or personal conduct falls below an acceptable standard and point out the deficiencies to the
employee at the time they are observed. Warning in sufficient time for improvement should, if practical,
precede formal disciplinary action but nothing shall prevent formal action whenever the best interest of the City

+ shall require. A written report is not required.for a routine counseling session, but, if one is prepared,

the employee will be provided a copy. A copy shou[d also be submitted to the Director for filing in the
employee’s personnel file.

PROBLEM RESOLUTION POLICY.  If an exnployee has issues that the employee feels affects
work performance or the work environment, the employee is encouraged to first discuss the issues
with his/her designated supervisor. If the issue is not resolved to the employee’s safisfaction, the

. employee may request permission from the immediate supervisor to have a meeting with the department head
andfor Director.

DESIGNATED PERSON.  If an individual designated to take disciplinary action against an employee fails to
take action for an obvious violation of City rules, the department head or the Mayor may take action so long as

the action is con31stent with the intent of these rules.

COUNSELING SESSIONS.  Before disciplinary action is taken and when practical, the management official
responsible for recommending discipline may initiate counseling to correct the employee’s conduct.

DISCIPLINARY POLICY. Employment in the Classified Service shall be conditioned on the satisfactory
conduct of the employee and continued, efficient performance of assigned duties and responsibilities.
Employees serving in a probationary period may be disciplined or dismissed with or without cause by a
department head without right of appeal. The reasons for such discipline or dismissal shall be furnished in
writing to the employee and the Director. A regular employee may be dismissed, demoted or suspended for
cause or for any reason deemed to be in the best interest of the public service, and-shall have the right of
appeal as set forth in the following provisions. :

CAUSES FOR DISCIPLINARY ACTION. The following are among the causes Wthh shall be
sufficient for dismissal, demotion or suspension: .

a) Unsatisfactory attendance { including failure to report to work, late arrival, early departure, no calls or
unauthorized absence from duty)
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Job Abandonment
Conduct unbecoming an employee in the pubhc service,

Conviction of a criminal offense or a mfsdemeanor involving moral turpitude.

Disorderly or immoral conduct.

Faildre to pay or make proper provision for the liquidation of just debts.

Incompetency or inefficiency- Failing to meet reasonable standards of efficiency and: productnnty or

otherwise unsatisfactory job performance and/or repeated substandard work. ;

Insubordination or lack of cooperation.

Intoxication while on duty or public intoxication while off duty.

LESY

Neglect of duty.

Negligence or willful damage fo pubhc property or waste of public supplies or equment

Violation of any lawful or reasonable regulat:on or order made and givenby a supencn: Ofﬂcer.

Willful violation of any of the provisions of the Personnel Rules. - . !

Use or possession of illegal drugs, refusal to submit to any drug screening test, or failure
to pass any drug screening test provided hereunder, or failure to successfully complete
any required drug rehabilitafion program. Note: Depending on the circumstances,
consideration may be given to an employee who request assistance prior fo the actual

drug screen notice.

- Violation of the Harassment Policy.

Violation of City conduct standards or actions determined to be a conflict of interest or ethics

violation as defied by state law and/or City ordinance, rules, regulations, or procedures.

Driving a City vehicle under the influence of intoxicants.

Deliberate falsification of records and/or personal misrepresentation of statements given to
a supervisor, an official, the public, or any duly-authorized City board or commitiee.

Fighting on City property or while on duty, except when the employee is a victim of an unwarranted
assault; fighting, threatening violence, or otherwise starting a disturbance on City premises or while
performing job duties, including, but not limited to, assaulting or intimidating a City employee or

non-employee. |
Unauthorized possession and/or use of firearms, or other weapons, including knives and

explosives or other dangerous materials onfin City property, (other than such possession

s

- l‘.
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and/or use as may be required of law enforcement'personnel in the line of duty.

Flagrant violation of safety practices that might endanger the life or health of the employee
or others.

Failure to report a work related accident or injury or fa:[ure fo attend safety classes when
directed. .

Boisterous or distuptive activity or Horseplay in the workplace.
Unauthorized release of privileged or confidential information. .

Walking off ;zhe job.

Sleeping on the job; except when authorized by department or city rules.
Engaging in en:euthorized outside ectivities while on duty.

Interfering with the work of others, mcfudlng offensive personal habnts which interfere with
efficient operations.

L

For any other.reason deemed to be in the best interest of the public service and not
inconsistent with.the intent of the Personnel Rules.

Failure to prepare and submit required reports and/or records in a timely manner.

Abusing, damaging, wasting, stealing, inappropriately removmg/possessmg City property, records, or the
property of other employees.

Falsifying City reports or committing fraud with regard fo any records ( including time sheets, expense
accounts, abhsence, excuse, etc)

Using tobaccole- cigarettes in unauthdorized areas.

Disclosing unauthorized confidential City information. o
Performing work other than City assignments during working hours.
Calling in absent after refusal of request for time off. i

Failieg to fully cooperate in City in\;estigations

Fail’urej fo ﬁotify the City for wrongdoings of co-workers or for violation of any rules, regulations or law -
Failing fo notify Cily of an accident as eoon as possible

Abuse or misuse of the City telephone system, computer system or data
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op) Eniering a restricted area without authorization

qq) Not being truthful or attempting to mislead or evade a direct question or inquiry from any supervisor or-
city official

88 PROGRESSIVE DISCIPLINE GUIDELINES

8.9

The following are general guidelines for administering progressive discipline. Management officials should use
their discretion in determining the appropriate discipline. When it is determined that an employee is not fulfilling
the essential functions and responsibilities of the position, all reasonable counseling and disciplinary steps
should be taken prior to discharge. Disciplinary situations involving employees who have completed their
probationary period should be dealt with by progressive discipline. (Consistently applied progressive discipline
will assist in assuring equitable treatment and in encouraging acceptable performance.

Informal Discussion or Verbal Counseling

When a performance problem is identified, the problem shouid be thoroughly dlscusses in private with the
employee by his/her supervisor. Bringing the probl(am to the attention of the employee is often enough to prompt.
the employee fo correct it willingly. The supervisor shall complete a memo that identifies the date, time, the -~
occurrence(s) and the employee’s response and both should sign the memo.

i

If the private informal discussion has not resulted in corrective action, the supervisor should meet with the
employee, review the problem, permit the employee {o present his cher views on the problem, advise the
employee that the problem must be corrected and make suggestions and/or give direction for correcting the
problem, inform the employee that faiture to correct the problem will result in further disciplinary action. A ;
Written Reprimand should be issued to the employee and a copy pfaced into his personnel file.

Progressive Discipline (the number of oralfwritten warnings or type of warning received will depend on the
- situation).

18t Offense - Oral/Verbal Warning

2m Offense : - Written Warning

31 Offense ‘ - Final Writtlen Waming

4th Offense - Any subsequent violations after the receipt of a

- final warning may lead to suspension and/or dismissal.

. i
Note: A suspension without pay or dismissal may occur at any stage depending upon the severity of
the situation. Any and all employees under the City’s personnel system may be subject to disciplinary
action for failure to demonstrate acceptable conduct or satisfactory job performance. Such
disciplinary action should not be taken lightly and management should realize that the, appropriate
disciplinary action is not fixed but based upon good judgment, fair treatment, and the circumstances involved in
each incident. At all times, employees’ rights will be respected. Vo

Written Record of Incident Procedure

a) With no exceptions, all disciplinary actions, including verbal warnings, must be documented in..
writing;

b) The employee and management official involved must sign the documentation and a copy of same given to the
employee. If the employee refuses to sign, another employee may witness and sign the form along with the
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management official who disciplined the employee. If no one is available, the managemenf official should
indicate on the form that the employee refused to sign. Under no circumstances will a written disciplinary
record be made and/for placed in an employee’s personnel file without the empEoyee being given an opportunity

to sign the wrltten record.
c) A oopy must bé immediately forwarded to the Director for inclusion in the employee s file.

810  Due Process Policy: All City employees are entitled fo and will be afforded the opportunity to give their side of
before any adverse disciplinary action concerning their property rights will be determined. 1t is the employee's
right to be informed of the charges, receive written evidence and afforded the opportunity to respond in the
presence of his or her department head. ‘

! Step #1: Scheduling of a Pre-Determination Hearing with the employee and the Department Head. i
The department head will give a minimum twenty-four (24} hour notification to the employee of the charge(s)
and reasan for disciplinary action. The notice must also advise the employee of the date, time and tocation of a
pre-determination hearing in the Personnel Department. The employee may waive the right to such hearing.

Step #2: On the date of the pre-scheduled hearing, the hearing will be conducted by the Human Resources
Director and recorded. The employee and the department head will both have an opportunity-to state their
positions. Following the comments by both parties, the employee will be informed of the decision within 5 days.
Within this 5-day time frame, a discussion will take place concerning the evidence presented at the pre-
: determination hearing. Subsequently, the employee will be notified in writing of the decision and given a signed
W copy. A copy will be provided to the Director for inclusion info the employee's personnel file. i

8.10(a ) RIGHT TO APPEAL BEFORE THE PERSONNEL BOARD
Classified Service employees have a right to appeal suspensuons demotions and dismissals demotlon
hefore the Personnel Board, With respect to suspensions, employees do not have a right to a hearing before the
Personnel Board if such suspension or suspensions do not exceed an aggregate of five (5) calendar days as a
singular offense or ten {10) days cumulative in any year of service. Should the suspensions exceed the five
(5} day limitation for a single offense or ten (10) days cumulative limitation, a regular employe‘e shall have
the right of appeal as provided in this rule. Such suspension shalf be effected by service upon
the employee by the department head or Mayor, a written statement of the delinquency for which suspension
was made, a copy of which must be delivered to the:Human Resources Director.
The suspended employee shall have a right to file an answer with Personnel Board department
head and the Mayor.

8.10 APPEAL PROCEDURE
An employee with regular status shall have the right fo appeal disciplinary action of dismissal, demotion, or
suspension. An employee desiring to appeal shall within ten (10) calendar days after notice thereof, file with the
Director, in duplicate, a written answer to the charges and request a hearing. Such answer shafl contain:

" - The reason for dismissal, demotion, or suspension

~ An admission or denial or guilt.
“Reasons why the dismissal, demotion or suspension should not take effect. Upon receipt of the
appeal, the Director shall forward a copy thereof to the depariment head and the Mayor.
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HEARING ‘
The Board shall order a public hearing of such charge. The hearing shall be for the purpose of determlmng

whether or not the-employee, by reason of his or her act or acts as charged and his record of service, merits
retention in the service or should be removed therefrom or otherwise disciplined; and to that end the Board
shalf not be bound by the technical rules of evidence but shall diligently seek all of the information and
evidence bearing on the merits of the case. Either party at interest may be represented by counsel.

WITNESSES
It shall be the duty of the Director to subpoena witnesses other than character witnesses, for or against the

employee upon written request and affidavit that their testimony is necessary. Employees in the classified
service shall be required to attend and testify without subpoena.
P j
DECISION ! &
The Board shall render its decision within ten (10) calendar days after the conclusion of the hearing which shall

forthwith be certified to the appointing authority and enforeed by him or her. Copies of the decision shall be
delivered to all other parties at interest. The Board may rescind, modify, or increase the penalty impesed by the
department head or Mayor as warranted by the facis adduced at the hearing.

RECORD OF TEST[MONY

* The Board may require that testimony introduced at hearings be recorded but same shal! not be transcribed

8.15

~ except upon further order.

&

oLy :
Due Process for APPQINTED PERSONS {Qrdinance COS 018-1/02)
An appointed person, prior to being suspended, demoted or terminated, is entitled torequest a
pre- disciplinary hearing . An appointed person shall receive written notice from the person(s)
making the appointment listing the reasons for the suspension, demotion or termination. The
appointed person shall, within ten (10) days from receiving the nofice, file a written request for the
hearing with hisfher appointing authority. A hearing shall be conducted informally and rules of
evidence and discovery shall apply. The appointed person shall have the right to appear at this

- hearing in person or by representative.

| If the appointed person fails to properly request a heanng as provided by these procedures he or she shall

forfeit any right to a hearing and the proposed disciplinary action will be final. Nothing in this policy shall prohibit
placing the appointed person on leave with pay until a decision has been made.
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RULEQ

: PROHIBITED POLITICAL ACTIVITIES

9.1 ACTIVITIES PROHIBITED.

a)‘t No person shall seek or attempt to use any political endorse_'ment in connection with any appointment or
position.

b) No person shall use or promise to use, directly or indirectly, any political authority or influence, whether
possessed or anticipated, to secure or attempt to secure any position, an appointment or advantage in
appointment to a position, or an increase in pay or other advantage in employment in any such position, for
the purpose of influencing the vote or political action of any person, or for any consideration.

¢) No person shall solicit any assessment, subscription or centribution of or from any employee.

d) Noemployee in the Classified Service or the Unclassified Service shiall be a member of any
national, state or local committee of a political party or an officer of a partisan political club or a
candidate for nomination'or election to any public office or take any partin the management or
affairs of any political party or in any political campaigr, except on his or her personal time.
Employees may exercise their right as citizens privately to express opinions and to cast votes; provided,
however, that nothing in this section shall prohibit any person in the Classified Service from serving out the
term of a party office to which he/she had been elected at the time this chapter goes into effect. Any
employee in the Classified Service may engage in political action or political activities on personal time
before and after work, on holidays and during leave approved by the Director for a period not to exceed one
hundred twenty (120) days. Any officer or employee covered by this rule who violates any of the foregoing
provisions of this section shall forfeit hisfher office or position. However, nothing in this provision shall be
construed to deny any employee his or her rights to associate or be represented by any organization of his
or her cheosing nor shall an employee be denied his or her right to petition his or her city, county, state, or

national government.

/..4":.'».

e) No person in the employment of the City, whether classified or unclassified, shall be denied
. theright o participate in city, county or state political activities to the same extent as any. ofher
" citizen of the State of Alabama, including endorsmg candidates and contributing fo campaigns
of his or her choosing.

fy Al persons in the employment of the City shall have the right fo join political clubs
and organizations and state or national political parties.

g Al bersons in the employment of the City shall have the same right to publicly support issues of
public welfare, circulate pétitions calling for or in support of referendums, and contribute’ freely
to those of his or her choosing “on their own personal time. TS

" h)  Noperson shall attempt to use his or her official authority or position for the purpose of
influencing the vote or political action of any person. Any person who violates this subsection

shall be guilty of a felony punishabte in accordance with Alabama law.
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). No person in the employment of the City whether classified or unclassified, shall use any state,

county, or Gity funds, property or time, for any political activities. Any person who is in the
employment of the City shall be on approved leave fo engage in political action or the person
must be on personal time before or after work and on holidays. It shall be unlawful for any
officer or employee to solicit any type of political campaign contributions from other employees -
who work for the officer or employee in a subordinate capacity. 1t shall also be unlawful for any
officer.or employee to coerce or attempt to coerce any subordinate-employee to work in any
capacity in any political campaign or cause. Any person who violates this section shall be guilty

_ of the crime of trading in public office and upon conviction thereof, will be punished in

* accordance with Alabama law.

Any employee of the City, whether classified or unclassified, who qualifies to seek a political
office with the governmental entity with which he or she is employed, shall be required to take
an unpaid leave of absence from his or her employment, or use accrued overtime leave, or use
accrued vacation time with the.City from the date the employee qualifies to run for office until the
date on which the election results are certified, or the employee is no longer a candidate,

or there are no other candidates on the ballot. For purpose of this subsection, the term

"employing authority" means the City Council for City employzes. Any employee who violates this
. section shail forfeit his or her emp!oyment position with the City.

In no event shall this sec’non

" apply to elected offcals.

k)

When off duty, out of uniform, and acting as a private citizen, no law enforcement officer,
firefighter, or peacesofficer shall be prohibited from engaging in City pofitical activity or denied the
right to refrain from, engaging in political activity so long as there is compliance with this section.
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RULE 10
SEXUAL HARASSMENT AND WORKPLACE VIOLENCE

Sexual Harassmenf Policy

Harassment of any kind is unacceptable and will not be tolerated in City employment. Harassment can comé- -
from many sources and even from outside the agency, i.e., managers, supervisors, co-workers, clients, vendors,
suppliers, delivery drivers, sales representatives, etc. According to the EEQC, sexual harassment is defined as:
- Any unwelcome sexual advances
- Requests for sexual favors, and :
-~ Verbal or physical conduct of a sexual nature when\ i

-submission to this conduct is made either explicitly or implicitly a term or condition of an individual's .

employment,
-submission to or rejection of such conduct by an indwidual is used as a-hasis for employment decisions -

affecting such individual and
-such conduct creates an intimidating, hostile work enwronment

There are two types of sexual harassment: :
A Quid pro quo — this phrase basically means “something for some’(hlng, (for

example, a supervisor promises to give an employee a pay raise, promotion
transfer, efc in exchange for some sexual favor, or possibly the employee is passed
over for promotion, not given a pay increase because the employee did not agree
to the sexual favor.

B. Hostile work environment - Comments or conduct based on sex, sexually
orientated materials or other offensive materials is considered harassment when

they r_easonab[y interfere with an employee's work

L.

Each employee must use his/her own good judgment to avoid engaging in conduct that may be perceived by

others as harassment. Forms of harassment include, but are not limited to:
Verhal: Repeated sexual innuendos, racial or sexual epithets, derogatory siurs, off-color jokes, propositions,

threats or suggestive or insulting sounds;

- Visual: Non-Verbal: Derogatory posters, cartdoiis or drawings, suggestive objects or pictures, graphic -

commentaries, leering or obscene gestures; sending sexually related materials via e-mail, letters, efc
- Physical: Unwanted physical contact, including touching, interfering with an individuals’ normal work

movement or assaulf; and
- Other: Making or threatening reprisals as a result of a negative response fo harassment or harassing

actions.

- Any employee found to be guilty of harassment will be dlsctphned as appropriate, up to and including termmatlon

of employment. The recipient of harassing conduct must assume responsibility for informing the alleged violator

" that the conduct is unwelcome. Any employee who wants 1o report harassment should promptly contact his o

her supervisor and file a written complaint. If the supervisor is unavailable or the employee believes it would be
inappropriate to contact that person, the employee should immediately contact the Director, department head, or
any supervisory or management official with whom the employee feels comiortable speaking eoncerning the

| complaint. No employee will be required to make a complaint to any management official who is the subject of

that complaint, The facts of each complaint will be investigated and appropriate discipline, if warranted, will
follow. Harassment grievances shall follow the procedures specified in Rule 7 of the Personnel Rules.
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Alternatively, an employee with a complaint of harassment may use the Director’s open door policy. o file a
complaint.

10.3 RETALIATION

10.4

Retaliation against any individual reporting workplace dlscrlmmatlon or harassment or participating in an
investigation of such report is prohibited. In addition, retaliation against an employee utilizing military leave, or
Family and Medical Leave, or filing a claim for workers’ compensation, is also prohibited. Itis the policy of the

City to investigate any such reports of retaliation.

WORKPLACE VIOLENGE. POLICY

The City recognizes that workplace violence is a growing concern among employers and employees across the
country:. The City is committed to providing a safe, violence-free workplace and stiictly prohibits employees,
consultants, customers, visitors, vendors, or anyone else on the premises or engaging in business on the
premises from behaving in a violent or threatening manner. All staff shall acknowledge in wiiting that they have
received and read this policy and that they understand it. As part of this policy, the City seeks to prevent,
workplace violence before it begins and reserves the nght to deal with behavior that suggests a propensity
towardviolence even prior to any vielent behavior occurring. The City believes that prevention of workplace
violence begins with recognition .and awareness of potential early warning signs, and has. established
procedures for responding to any sifuation that presents the possibility of violence.

1. Workplace Violence Defined.

A. Workplace violence includes:
1, Threats of any kind;
2. Threatening, physically aggressive, or violent beha\nor such as intimidation of or attempts to instill
fear in others, bullying and aggressive horseplay. :
3. Other behavior that suggests a propensity toward violence, which can include belfigerent speech
excessive arguing or swearing, sabotage, or threats of sabotage of public or private property, or a
demonstrated pattern of refusal to follow policies and procedures, whether such acts are oral,
. written, through electronic, facsimile or other form of communication;
Defacing office or other public or private property or causing physical damage in the workplace,
With the exception of sworn law enforcement officers, bringing weapons or firearms of any kind into
the workplace. Employees should ask their supervisor if they are uncerfain as to what items are

considered weapons. ¢
1. Reporting

A. If any-employee observes or becomes aware of any of the above-listed actions or behavior by an
employee, customer, consultant, visitor, vendor or anyone else, he or she should immediately repoit such
events fo histher immediate supervisor. If the supervisor is the offending parly, the employee may go up
the chain of command to any other supervisor or the Director. If the event requfres immediate aftention,
911 should be called. W
B. Further, employees should notify their supervisor if any restrammg order is in effect, or if a potentially
violent non-work related situation exists that could result in violence in the workplace.

o

Il Investigation-- - -
A. All reports of workplace violence will be taken seriously and will be investigated promptly and thoroughly.

In appropriate circumstances, the department head will inform the reporting individual of the resuits of the
investigation. To the extent possible, the identity of the reporting employee and of the investigation will be
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kept confidential, if possible, but may need to be disclosed in appropriate circumstances, for example, in
order to protect individual safety. The City will not tolerate retaliation against any employee who reports
workplace violence. Employees should be aware that incidents of workplace violence may result in the filing
of criminal charges. Law enforcement authorities should be nofified to determine what laws, |f any, may

have been violated.

Corrective Action and Discipling -
Appropriate corrective action will be taken and any offending employee will be disciplined. The

discipline will depend on the particular facts but may include written or oral warnings, probation,
reassignment of responsibilities, suspension, or termination. The department head or
appointing authority may direct the employee to participate in professional counsefing as a
condition of employment. If the viclent behavior is that of a non-employee, the Gity will take
appropriate corrective action in an attempt to ensure that such behavior is not repeated.

Zero Tolerance for Violence I

In summary, any behavior that may contribute fo violence in the workplace, or an atmosphere of threatened

- violence will not be tolerated, Every reasonable action will be taken by the City fo protect employees.

Violators will be subject to disciplinary action and, when appropriate, the City will engage law enforcement
authorities. Employee actions on City propert;es that may lead to immediate dismissal include: -

1. Using, possessing, or coneealing a weapon if it is not authorized;

2. Threatening, intimidating, using abusive language, displaying inappropriate
temper, aggressive touching; or

3. Fighting or starting a fight:

" Unauthorized possession and or use of firearms or other weapons including knives, explosives or other
dangerous materials on City property {other than such possession and/or use as may be required of law enforcement

personnel in the fine of duty) or any other violation of the City's Workplace Violence Po!;cy is prohibited. No firearms are

permitted when posted signs forbid them (Aot 2013 - 283).
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RULE 11

EMPLOYEE BENEFITS

General Statement.  The City provides monetary benefits that are considered part of the employee

" compensation package. Where a benefit is"provided in accordance with law and/or a group insurance

policy (contract), the provisions of such law and/or policy (contract) will govern i a conflict should exist between
the information provided herein and such law and/or policies. Employees should contact the Insurance Office In
City Hall if additional or specific information is needed concerning a City benefit.

Workers' Compensation. An employee who is absent from work due to bodily injury.or

occupational illness incurred in the line of duty, may receive workers' compensation benefits in
accordance with the Code of Alabama (1975). When an employee is injured on the job, the supervisor in
coordination with the department head will ensure that medical freatment, as required, is provided by Gity

approved doctors and medical facilities. ‘ . S
Injury Report.  Any employee who is injured in any manner or degree while on duty or serving A

in the line of duty shall immediately notify his/her supervisor of such injury. A report of all on-the-
job injuries ( Employer's First Report of Injury Form) must be completed by the injured employee’s
department and submitted to the City Insurance Office within twenty (24) hours following such
injury (or the next business day). The Insurance Analyst is responsible for administration ofithe
workers' compensation program and for preparing and issuing fo depariment heads w* .
guidelines for effective administration of the program in their departments. oL

Modified or Light Duty. The City is not required to create light duty positions for its empioyées. The
City may temporarily provide employees with modified or light dufy when they are unable to perform their regular
duties, subject to the availability of positions within the City. )

Life and Accidental Death Plan. Al classified employees who work at least thirty (30) hours per week are:
efigible to be covered under this plan thirty (30) days from the employee's date of employment. Each employee
will be required to complete during an initial orientation those necessary forms to designate beneficiaries: The
City pays the premium. The death benefit will be paid whether the employee is on-duty or off-duty from the work
site. Upon separation, an employee may convert such coverage to an individual policy in accordance with the
terms and conditions of the group policy. Employees should review the insurance book for more information.

Health Plan. Generally, all classified employees who work at least thirty (30) hours in a work week are eligible .-
under the employee group health insurance. New eligible employees may be covered by the City's group
health plan by completing a written application for such coverage. Such coverage will become effective thirty
(30) days from the date of hire. If an employee refuses health coverage the employee must show proof of - -
coverage as required by the Affordable Care Act. ' If an employee does not apply for coverage within this time .
period and later wishes to apply for coverage, the coverage will not become effective until the carrier gives
written consent for such coverage or during the open enrollment period (September). All eligible employees
may select either single coverage, or single plus one coverage, or family coverage fo include eligible
dependents. The City will pay a percentage of cost associated with single coverage; the employee will be
responsible for the costs associated with coverage for the employee’s famity. COBRA is also available for
departing employees. For further details employees should contact the Insurance Office.

46




17

1.8

Alabama;:State Retirement System ( RSA). The City provides fo all eligible employeesa

retirement benefit that is managed by the Alabama State Retirement System. This is a dual
contributory system where both the City and the employee make contributions to the employee's
retirement account. Participation in this retirement system is mandatory if an individual.is

employed in a position that is eligible for coverage and is employed in a non-temporary capacity on

at least a one-half time basis (20 hours/week) and eaming at least the federal minimum rate.

If an employee has ten (10) years or more of vested service with the City, he or she is-¢ligible fo receive

retirement beneﬂts

Upon termination of employment from the City, employees may elect to withdraw retirement contributions.
Employees may contact the insurance office for further information

Deferred Retlrement (RSA-1). This is an optional individual retirement plan offered through The Ret;rement

System of Alabama that is pre-taxed. The City does not match funds on this account.
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RULE 12
RECORDS AND REPORTS
PURPOSE. The Human Resources Department maintains all personnel records that are necessary for the
proper administration of the City’s personnel system. This policy provides guidance regarding whom to contact.
121 Personal Status Change.  An individual employee and his/her supervisor are required to keep the

Department informed of any changes in personal status. Department heads are required to submit this
information immediately to the HR so that central files can be updated.

Any change in employee name, address, telephone numbér, emergency contact number, marital status,
insurance heneficiary, tax, number of dependents, etc. should be reported immediately. Any birth or death in an
employee's family or change in marital status may affect the employee's ingome tax withholding or the rates of
the employee’s medical or dental insurance. An employee may add dependents to hisfher medical, dental, and
life insurance policies if the Insurance Office is nofified within thirty (30) days of the date such dependents
become eligible. Designated beneficiary changes can be made at any time and are required to be reported fo -
the Insurance Office. Employees should contactthe Insurance Office for assistance and clarification of
benefits. It is important in emergency situations that current information is available.

123 Forms and Supplies.  The Department will prepare and make available such forms, blanks,
and other record-keeping materials necessary for the maintgnance of required personnel records and reports.

124  Confidentiality. There are authorized City employees who, by virtue of their position, work with
certain sensitive personnel records and other privileged information of importance about other employees
or the general public. These employees must not use this privileged information for their own advantage
or provide this privileged information for their own advantage or information to anyone who should not have
access toit. Each employee is charged with the responsibility of ensuring that information released to others is
done solely to promote orderly and efficient business operations. Violations of this section shall be considered

just cause for disciplinary action.

125  VEHICLES. No city employee may operate a vehicle, personal or city owned. on any city property unless the
employee has current driver’s license and valid liability insurance for his/ner personal vehicle. All city drivers
must be insurable. Any-violation of this provision may result in disciplinary action up to and including termination

for the first offense.
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o RULE 13

SAFETY, ACCIDENTS, INJURIES AND INSURANCE

General Provisions.  The purpose of this procedure is to establish policies governing safety and the

reporting of accidents and injuries, and procedures for submitting workers’ compensation and insurance claims.
The City seeks to provide a safe working environment for all employees.

Each employee is expected to obey safety rules and to exercise caution on all work activities. Employees must
immediately report any unsafe or unhealthy conditions, mcluding buildings and grounds managed by the Clty
and any on-the job related i m]ury or illness to their supervisor. : .

In the case of accidents that result in injury, regardless of how |n3|gn|flcant the injury may appear, employees
sheuld notify their supervisor immedfiately. .

Safety and Loss Prevention. The safety of City employees is considered one of the

primary obligations of the City. The primary objectives of the City's safety program is the

prevention of accidents and fatalities both on and off the job and the prevention of property
- damage and lost job time. The Department coordinates with City departments

~ to assist department heads in the enforcement of the Cltys safety polrmes

Safety Plan Coveragé. The City of Selma Safety Program prowdes coverage for all Wl
employees. All employees are expected to attend quarterly safety meetings within
their own department and/or central safely meetings held by the Personnel Department.

Policy Implementation. Itis the responsibility of the depariment heads and supervisors o
continuously menitor their work environment to:

. a. Orientnew employees;
b.  Communicate all safety procedqres and rules;
c. Obsarve workplace be'haviof; er;d
d. Take disciplinary action against any employee who violatee eafety rules or procedures.

Itis the responsibility of the Safety Coordinator to provide guidance, implement safety
fraining programs and develop appropriate procedures for all departments.

Violations will subject an employee fo disciplinary action regardless of whether the incident
was williul.

Employees are responsible for their own safety and are expected, before starting any job,

“to satisfy themselves that the job can be performed safely under existing conditions. Employees must
not take unnecessary chances or permit associates to do so. Each employee is responsible for
complying with departmental rules and regulations. Employees should inform their co-workers and
supervisors of any known safety hazards or unsafe conditions.
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13.4

13.5

13.6

Negligence: Employees are expected to conduct all job duties in a safe working manner in
order to prevent property damage and/or personal injury due fo their own negligence.

Supervisory Responsibility.

General. Department heads and supervisors are responsible for
enforcing the City's safety manual for safeguarding the lives and health of the
individuals under their supervision and for the prevention of loss, damage and

destruction of Clty property.

Training. Supervisory employees are pamcularly reeponSIbfe for the trammg,
performance and behavior of employees under their supervision.

Discipline. Prompt disciplinary action shall be administered whenever a department head
or-supervisor determines that an employee has violated procedures outlined
within the City's safety manual andfor neglected required safety practices,
deliberately disobeyed safety rules or, through unsafe acts, endangered his/her
own safety and/or health or safety of ofhers.

City Vehicles Accident Preceduree

Whenever any City vehicle is‘involved in an accident the employee shall:
i. Notify the police immediately;
ii. Notify his/her supervisor; :
fiil. Keep the scene and vehicle (s) intact if possible until the police arrive;
v. Give his/her name, address, license number and registration for the City venicle to any
other party involved;
v. Volunteer no further information.

Supervisor's Report.  The employee’s supervisor shall obtain all necessary
nformation from the employee andfor other knowledgeable individuals and submit
a Supervisor's Accident report to the appropriate department head, The department head shall review
the report and forward it fo the City Clerk’s Office within twenty- four (24)
hours after the accident or the next business day if on a weekend.
!

No Smoking Policy. The purpose of the no smoking policy is to enstre compliance with alf City

and state ordinances related to smoking. Violators of this policy may be Subject fo disciplinary
action Smoking is prohibited in all City buildings, vehicles, offices or any other interior space.
(City Ordinance #105-04/05)

Reasonable Distance. Smoking is prohibited within reasonable distance of forty-five (45) feet outside an

" enclosed area where smoking is prohibited, so as fo ensure fhat fobacco smoke does not enter the area through

enirances, windows, ventilation systems, or other means.
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iD Badges Policy -

The City of Selma is committed to providing a safe workpiace for all employses. This policy serves the dual
_ purpose of readily identifying city employées and other authorized personnel while providing measured

_ “protection against unauthorized personnel and intruders front entering certain work areas. These measures
can be effective if there is active cooperahon and comphance at all fimes.

Employee badges shall be worn in plain sight. ID badges will be requested by and issued by department heads
to their employees. Badges are the property of the City and are to be returned upon separation from the City.

* Employees should not (a) lend their badges to anyone (b) make copies of your badge. If you lose or damage

| ~ your badge, notify your department head.
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RULE 14
PRESS CODE

General Statement.  Good grooming and appropriate dress reflect employee pride and inspire confidence.
The purpose of the dress code policy is to ensure safety and promote a professional image of the City and its
departments. While the City recognizes the employees’ right of freedom of expression, the City expects all
employees fo dress appropriately in the workplace. Employees in doubt about the appropriate atfire should ask

their supetvisor.

Department heads shall have the right to prescribe certain reasonable standards of dress and appearance of
their employees. The standards may be established io ensure the safety of employees, to maintain an
appearance of neatness and cleanliness among employees, or to further other purposes related to conducting

city business.

Department heads who wish to establish a department dress code are encouraged to consult with
a Human Resources Department representative. Dress codes must be communicated to all

. employess. W o . ‘

‘GENERAL GUIDELINES: (All work days - Affects all employees)

A. Clothing should fit in such a manner that it does not expose the abdomen, too much cleavage
or buttocks

1.r .

B. A reasonable standard of dress rules ouf any extreme in dress, accessories, fragrances, hair
styles, clothing, and jewelry. Hair should not be loose to dangle in such a way that it creates a

safety hazard.

C. Clothing should be free of sexually related references, foul language or language or symbols that suggest
or promote the use of illegal drugs.

D. Body piercing jewelry may be worn only in the ear. No other areas of the body should be :
visible with body piercing jewelry. . S

E. Tattoos, if visible, must be appro;ﬁT‘rate in content and in keepfng with a professional image.
F. Employees must not wear tank tops, halter tops, beachwear, shorts,

hib overalls, too tight or revealing pants, spandex or other form fitting pants, work-out attlre
thongs or slippers, distracting, offensive or revealing clothes in the workplace.

1}
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RULE 15

TRAVEL REIMBURSEMENT POLICY & REQUIREMENTS

15:1 GENERAL POLICY STATEMENT

The City is committed to ensuring that employees who are required to fravel on official duty are provided with

appropriate levels of accommodations, travel and financial assistance.
H

All pre-paid travel or travel to. be reimbursed by the City must be pfe-approved by the Mayér. Employees must submit a
. fravel request addressed to the Finance Department and the Mayor within a reasonable time prior to the date of travel.

All requests should include:

a
FR A

Dates of departure and refurn;

Destination; . *

An estimate of .the cost;

Purpose of trip with documentation as to the busmelss nature of the trip.

¢ Any travel expenses incurred without pnor approval of the Mayor wa![ hot be reimbursed.

Under this policy, city emp]oyees will be relmbursed per State approval on mileage, which changes pereodzcally When
change occurs nofification is e-mailed to the Finance Department. .
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RULE 16

PURCHASING

16,1 GENERAL STATEMENT. The City has a centralizéd Purchasing Division. The
' Purchasing Division is the authority for all material, 'service, construction and supply purchases.
No purchases shall be made without a properly authorized purchase order, unless purchased with

petty cash or the City's purchasing card.

PURCHASE ORDER PROCEDURES

A Before requesting a purchase order, department heads should check their budget to venfy that the
amount requested is unencumbered and that the said purchase would be under the Y-T-D
percentage allowable for that month. '

B. If the purchase is an emergency, the purchase order request should be brought fo the ¢
~ City Clerk's Office {with a copy of the attached quote when possible) All information should be
v filled out with as much description as possible. The best possible price for the best quality products

should be sought. :

C. If the purchase is not an emergency, it should be placed in the City Clerk's mailbox in the Clty
Clerk’s Office. ‘

(SN
L

v D. If the purchase is a specialty item, departments should initiate a quote.

E. When a purchase order is submitted fo the City Treasurer's Office, it will be double-
checked for available funds by the City Treasurer to determine if the item or service is included in .
the budget and the funds are available. If positive, a purchase order number can then be assigned

by the City Clerk's office..

- Reminder: [t remains the responsibility of the department head to keep an accurate account o
spending.

For those businesses or individuals \faho desire to do business with the City, information |
is available through the City Clerk’s Office.

TN
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RULE 17

INTERNET USAGE POLICY

1. Infroduction '.;

The City's computer systems allow access to resources and services through Internet connectivity. This section formally
defines the City's official policy regarding Internet usage, and all Internet users are expected to be fammar with and fo

comply with this policy.

For the purposes of this policy, the Internet is defined as a worldwide *network of networks” using Transmission Control
Protocol/internet Protocol (TCP/IP) for communication and/or Modem connectivity. _

1.1 Purpose

The City is committed to preventing the occurrence of inappropriate, unethical, or untawful behavior by any of the users
of its computing systems and telecommunications networks. These responsibilities are not only mandated by the City’s
business interests but by legal and ethical obligations concerning the welfare and privacy of its citizens and business
partners. This Infernet Usage Policy and its strict enforcement are important and necessary components of the overali

usage strategy.
12  Scope
The scopé of this policy includes the following information:

Internet Services

Resource usage

Expectation of privacy

City image

Contacts for usage issuies and questions
Periodic reviews

® © & o * =

The components outlined in this document focus on issues associated with the City's computers, routers, terminal
servers, and other devices that support access to the Internet. The Infernet Usage Policy applies to all internet users
(individuals working for the City, including regular and part-fime employees, contract workers, temporary agency
workers, business partners, vendors and citizens who access the Internet through the computing or networking

- resources. The Gity's Internet users are expected to be familiar with and to comply with this policy, and are also
required to use their common sense and exercise their good judgment while using Internet services.

1.2 Consequences of Violations

Violations of the Infernet Usage Pohcy will be documented and can lead to revocation of system privileges and/or
- disciplinary action up to and including termination.

Additionally, the City may at its discretion seek legal remedies fof damages incured as a result of any violation. The
City may also be required by law to report certain illegal activities {o the proper enforcement agencies.

2. Usage Threats
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Internet connectivity presents the Gity with new risks that must be addressed to safeguard the City’s vital information
assets. These risks include: :

21 Inappropriate Use of Resources
Access to the Infernet by personnel that is inconisistent with City business needs results in the misuse of resources.

These activities may adversely affect productivity due to time spent using or “surfing” the Internet. Additionally the city
may face loss of reputation and possible legalaction through other types of misuse. -

2.2  Misleading or False Information :
All information found on the Internet should be considered suspect until confirmed by another reliable source. There is

no quality control process on the Intemnet, and a considerable amount of its information is outdated or inaccurate.

3. Internet Services 2 . L
Access to the Internét will be provided to users to support City business activities and only on an as-needed basis to

perform jobs and professional roles. "o

31 User/Internet Services . ‘
Internet access is t be used for City business purposes only. Capabilities for the: following standard Infernet servjces

will be provided to users as needed:

e Email~ Send/receive Email messages to/from the Internet (with or without document attachments).
e Navigation~ WWW services as necessary for City business purposes, using a hypertext fransfer-

protocol (HTTP) browser tool, ?
e File Transfer Protocol (FTP) — Send dataffiles and receive in-bound dataffiles, as necessary for City

business purposes. -
o Telnet— Standard Internet protocol for terminal emulation. User Strong Authenfication required for

Internet contacts into the City.

The Mayor's Office reserves the right to add or delete services as City business needs change or conditions warrant. All
other services will be considered unauthorized access toffrom the Internet and will not be allowed. ‘

3.2  Request & Approval Procedures R 3 e
Internet Access will be provided to users to support City business acfivities and only as needed to perform work duties. .

321 Request for Internet Access ,
As part of the Intemet access request process, all employees are required to read this Infernet Usage Policy. Users

must sign the statement (located on the last page of this document) stating that they understand and agree fo -comply
with the policies. Users not complying with these policies may be subject to disciplinary action up to and including

termination.

Policy awareness and acknowledgement, by signing the acknowledgement form, is required. s

Before access fo the Internet via City computer equiprﬁent is approved, the patential Intemet user is required fo read this
Infernet Usage Policy and sign an acknowledgement form (located on the last page of this document). The signed
acknowledgement form should be turned in and will be kept on file. For questions on the Intemet Usage Policy, contact.

the Information Technology (IT) Department,
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3.22 Approval ‘
Internet Access and/or a City E-maif account is requested by the user or user's department head by submitting, to the [T

Department, a copy of a signed Internet Usage Coverage Acknowledgment Form. This form must be approved by the -
employee’s supervising department head or responsible party for non-employes, the IT Department and the Mayor’s
Office. See Section 6 for an Internet Usage Policy acknowledgment Form. Access User ID's and initial passwords will

he provided dlrectly fo the user

The signed form will be kept on file by the Personnel Department. In addition, all outside orgamzetlons under contract.
with the City will be required to include in their contract their agréement to adhere fo the restrictions on Internet use and
information dissemination as set forth in this policy. Privileges granted to users who are not City employees must be
granted for periods no greater than 180 days or the length of the temporary contract (not to exceed one (1) year), As
needed, users who are not City employees must have their privileges re-authorized by the sponsoring department head
priot to expiration of the currently filed Internet Usage Policy Acknowledgement Form on file for that person,

b
323 Removal of Privileges .

Internet access and City E-mail Accounts will be discontinued upon termination of the employee, completion of contract,
end of service of non-employee, or disciplinary actioh arising from violation of this policy. In case of a change in job
function andfor transfer, the original access code will be discontinued, and only re-issued if necessary and a new request

for access is approved

Alf user IDethat have heen inactive for thirty (30) days will be revoked. The privileges granted to users must be
reevaluated by the department heads and the Mayor's Office annually. In response to feedback from either the user's
department head or the Mayor's Office, systems administrators must promptly revoke all privileges no longer needed by

users.
4, Usage Policies

4.1 Resource Usage

Access to the Internet will be approved and provided only if reasonable City business needs are identified. Intemnet
services will be granted based on an employee s current job responsihilities, If an employee moves to another Gty
department or changes job function, a new Iinternet access request must be submitted within five (5) days.

User Infernet access requirements w;ll be reviewed periodically by City departments to ensure that. contrnumg needs
exist.

42  Allowed Usage

Internet usage is granted for the sole purpose of supporting City business activities necessary to carry out job functions,
All users must follow this policy and exercise good judgment in using the Internet. Questions can be addressed fo the IT

Department.
Acceptable use of the Internet for perferming job functions might include:

o Communication between employees and non employees for City business purposes;
e |T technical support downloading software upgrades and patches;
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o Review of possible vendor websites for product information;
s Referencing regulatory or technical information;
e Research.

4,3  Personal Usage _ . :
Using City computer resources t0 access the Internet for personal purposes, without approval from the user’s
department head and the IT Department, may be considered cause for disciplinary action up to-and including

termination.

All users of the Internet and/or city e-mail accounts should be aware that this usage is periodically reviewed.
: : I

Users who choose to store or transmit personal information such as private keys, credit card numbers or certificates or
make use of Internet "wallets” do so at their own risk. The City is not responsible for any‘loss of information, such as
information stored in the wallet, or any consequential loss-of personal property.
44 "~ Prohibited Usage : - |

Blogging, accessing social networking sites (Facebaok, Twitter, Craig’s List .etc), Streaming Radio and Instant
Messaging {IM) activities &re prohibited at all imes when using City provided computer equipment andfor City provided
Internet connectivity services. | ‘

Acquisition, storage and dissemination of data which is illegal, pornographic, or which negatively depicts race, sex or
creed is specifically prohibited. :

v
A

The City also prohibits the conduct of a business enterprise, pelitical activity, engaging in any form of intelligence
collegtion from City facilities, engaging in fraudulent activities, or knowingly disseminating false or otherwise libelous

materials.

Other activities that are strictly prohibited include, but are not limited fo:
Accessing City information that is not within the scope of one's work - this includes unauthorized reading of citizen
information, unauthorized access of personnel file information, and accessing information that is not needed for the

proper execution of job functions. e

1
Wb

Misusing, disclosing without proper authorization, or-altering citizen or personal informat'ion;f This includes making -
unauthorized changes fo a personnel file or sharing electronic citizen or personnel data with unauthorized personnel.

Deliberate pointing or hy,per—linkihg of the City's website to other Internet/www sites whose content may be
inconsistent with or in vielation of the aims or policies of ihe City. .

Any condust that would constitute or encourage a criminal offense, lead to civil liabilty, or otherwise violate any
regulations, local, state, Inational, international law including without limitations US export control laws and regulations.

Use of transmission duplication, or voluntary receipt of material that infringes on the copyrights, trademarks, trade
secrets, and or patent rights of any person or organization. Assume that all materials on the Internet are copyrighted
andfor patented unless specific notices state otherwise.

Transmission of any proprietary, confidential, or otherwise sensitive information without the proper controls is strictly
prohibited.
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Creating, posting, transmitting, or the voluntary receipt of any unlawful, offensive, libelous, harassing material, including
" but not limited to comments based on race, nattenal origin, gender sexual orientation, age, disability, religion, or political

beliefs.
Any form of ganbling.

Unless specifically authorized under the provisions of Section 4.3, the following activities are also strictly prohibited:
e Unauthorized downioading of any shareware programs or files for use without authorization in advance from the
IT Department and the user’s department head.
s Any ordering (shopping) of items or services on the Internet.
e Playing of any games.
¢ Forwarding chain letters.
e Participation in any on-line contest or promotion.
s Acceptance of promotional gifts

Bandwidth to connect to the Intermet is a shared, finite resource. Users must make reasonable efforts to use this
resource in ways that do not negatively affect other employees The IT Department may ban the downfoadmg of

. particular file types. _ 1

If employees have questions about acceptable use, they should contact the IT Department.

45  Software License §
The City strongly supports strict adherence to software vendors' license agreements. When at work, or when Clty

computing or networking resources are employed, copying of software in a manner not consistent with the vendor's .
license is strictly forbidden. Questions regarding lawful versus untawful copying should be referred fo the IT Department
. for review or, to the Legal Department for the purpose of requesting a legal opinion. ‘

Simitarly, reproduction of materials available over the Internet must be done only with the written permission of the
author or owner of the document. Unless permission from the copyright owner(s) is first obtained, making copies of
material from magazmes journals, newsletters, other pubiicattons and online documents is forbidden unless it is both
reasonable and, customary This notion of "fair use” is in keeping with miematlonal copyright laws.

4.6 Expectatlon of Privacy

4,6.1 Monitoring _
Users shoild consider their Infernet activities as periodically monitored and conduct their activities accordmg]y

The Mayor’s Office resetves the right to examine Email, personal file directories, web access, and other information
stored on City computers, at any time and without notice. This examination ensures comphance with internal policies

and assists with the tnanagement of City information systems,

4.6.2 Email Confidentiality
Users should be aware that clear text Email is not a confldent[al means of communication. The City cannot guarantee

that electronic comnitnications will be private. Employees should be aware that electronic communications can,
depending on the technology, be forwarded, intercepted, printed, and stored by others. Users should also be aware that
once Email is transmitted it may be altered. Deleting an Email from an individual workstation wift not eliminate it from the

various systems across which it has been transmitted.
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¢ 47  Maintaining City Image

i

471 Representation
Users are prohibited from creating a blog as a representative of the City and/or that represents any ativity of the City.

When USing City resources to access and use the Intemnet, users must realize they represent the City. Whenever
employees state an affiliation with the City, they must also clearly indicate that "the opinions expressed are their own and
not necessarily those of the City". Questions may be addressed to the IT Department.

47.2 City Materials 3
Users must not place City matefial (examples: internal memos, press releases, product or usage information,

documentation, etc.) on any mailing list, public news group, or similar service. Any posting of materials must be
approved by the Mayor's Office.and the IT Department and will be placed by an authorized individual.

4.8  Periodic Reviews.

y

481 Usage Compliance Reviews Yy Lo
To ensure compliance with this policy, periodic reviews will be conducted. These reviews will include festing the degree

of compliance with usage policies.

4.8.2 Policy Maintenance Reviews .
Periodic reviews will be conducted fo ensure the appropriateness and the effectiveness of usage policies. These

‘ reviews may result in the modification, addition, or deletion of usage policies to better suit City information needs.

5. References

51 Points of Conduct _ .
If employees need assistance regarding Internet usage, they should contact the IT Department.

6.  [nternet Usage Coverage Acknowledgement Form

" After reading this policy, employees must sign the coverage form-and submit it to the Department for filing. A copy of the .+

signed form will be forwarded to the IT Department for filing. These acknowledgement forms are subject to internal
audit.

- By signing the acknowledgement on the next page, the individual requesting Internet access through City computing
resources acknowledges receipt of and compliance with the Infernet Usage Policy. Furthermore, the individuat also
acknowledges that he/she read and fully understoed this policy before signing the form.

i

4
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ACKNOWLEDGEMENT

| have read the Infemet Usage Policy. | understand the contents, and | agree to conmply with the said Policy.

City of Selma

City Hall

272 Broad Street
Selma, AL 36702

For City Purpose

Employee Full Name (Please Print} Date:
Employéé Department >
Employee Signature @Date:
- Department Head Signature .D'atle:
IT Department Signature [_)ate:
Mayor Signature Date:
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18.1

RULE 18

. USE OF PERSONAL CELLCITY CELL PHONES/LANDLINES AND USE OF AUDIO RECORDING DEVICES POLICY

Definition. Cell phone: Commercial wireless phone service (mobile, cellular, or digital).

- Personal Celt Phone Use and Personal Use of City Office Telephones

The City recognizes that occasionally there may be times when personal calls must be made or received during
business hours on City office telephones. While at work employees are expected to exercise the same
discretion in using personal cellular phones as is expected for the use of the City's office telephones.

~ Your workplace is a professional environment. You are not being paid fo handle personal affairs during working
‘hours. Excessive usefabuse of this policy will be subject to disciplinary action.

.. Excessive .peréé;qal calls during the workday (including texting), regardiess of the type of phone used, can

interfere with employee praductivity and be distracting to co-workers, clients and the public. _Employees are

" encouraged to make personal calls on non-wark time where possible and to ensure that friends and family

- members are aware of the City policy.

18.2

The City will not be held liable for the loss of personal cellular phones brought fo the workplade.

. City*Provided Cell Phone Policy.  This policy affects employees whose work duties require them to use a cell
phone and/or associated wireless service for City business, and they have received proper authorization to use a City-

Y. dishursed cell phone as outlined in a subsequent section of this policy. All equipment purchased remains the property of
the City. Employees in possession of City equipment are expected to protect the equipment from loss, damage or theft.
Upon resignation or, termination of employment, or at any fime upon request, the employee may be asked to produce the
phone for refurn or inspection. When calls exceed the number of pooted minutes approved for the City's new celf

phone plan, any overages will be assessed to the employee.

18.3

18.4

City ~Supplied Cell Phone Usage.

i

 Eligibility for cell phone: The cell phone must be approved by the employee’s supervisor if, at least, one of the

following criteria is met:

a) The job requires considerable time outside the office (fravel, meetings, conferences, efc.) and use of an
electronic device facilitates the effective maintenance of business operations white away.

'\ b} The job requires the employee fo be immediately accessible to recaive and/or make frequent business .

calls outside of working hours. : .

c) Job duties away from the office may expose the employee or others to immediate harnﬁ or
danger {i.e., visits to homes of clients).

Employee Responsibility. .

a) Comply with state and municipal laws regarding the use of cell phones while driving and prevent cell
phone use that jeopardizes employee safety.

62




b) Acknowledge that cell phone transmissions are not necessarily secure and employees should use
discretion in relaying confidential mformation over cell devices.

-

c} Employees who are charged with traﬁ" ic violations resulting from the use of their phone
while driving will be solely responsible for all liabilities that result in such actions.

18.5 Cell Phone Use While Driving :
An employee who uses a City-supplied device or a City-supplied vehicle is prohibited from using a cell
phane, hands on or hands off, or a similar device while dn\nng, whether the business conducted is
personal or Gity-related. This prohibition includes receiving or placing calls, text messaging, surfing the
internet, receiving or responding to email, checking for phone messages, or any other purpose related
to employment; the City; City customers; City vendors; volunteer acfivities, meetings, or civic
responsibilities performed for or attended in the name of the City; or any other City or personally related
activities not named herein. Use of City-owned vehicles or devices for personal use is discouraged.

18.6 - Technical Support - is provided by service prowders to users of digital devices.
The IT Department-will keep records regarding all approved City-provided cell phones Any changes fo
this policy will be- authonzed by the IT Department »

18.7  Video or Audio Recording Devices

he

£ The use of camera phones or other audio or. video recording capable devices within the City

: may constitute not only an invasion of employees’ privacy, but may breach confidentielity of
City trade secrets or other protected information. Therefore, unless authorized due to the '
nature of the employee’s particular position, the use of camera or other video-capable
recording devices within the City is prohibited without the expressed prior permission of
management and of the person(s) present at the time. This prohibition includes restrooms
and locker rooms, and  other areas that may be specified.

18.8 . EMPLOYEES WHO VIOLATE ANY OF THE ABOVE POLICIES WILL BE SUBJECT TO DISCIPLINE, UP TO
AND INCLUDING EMPLOYMENT TERMINATION. . :

18.9  Special Responsibilities for Managerial Staff
As with any policy, management staff is expected to serve as role models for proper compliance with the

provisions above and are encouraged to regularly remind employees of their responsnb[[tt[es in complying
with this policy.
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RULE 19

DRUG AND ALCOHOL ABUSE AND TESTING POLICY
FOR THE CITY‘(‘)F SELMA, ALABAMA

SECTION 1. - Program Objective g

The City is committed to the highest standards of safety, integrity and professionalism in its work, and for this reason
does not condone abuse of any illegal substance by employees. The nature of the City's work mandates behavior that
inspires the highest degree of confidence by the public. The use of illegal drugs and the abuse of other controlled
substances or alcohol, on or off duty, is inconsistent with law-abiding behavior and is a threat to the safety of others and
efficiency of job performance and work of the City. This policy is infended to create and maintain a safe working
environment free of the use and effects of drugs and alcohol, to protect City property, equipment and operations, and to
provide for the welfare of citizens of the City and its visitors. .

SECTION 2. Drug Usage (Alcohol) and Téstinq Policy for the City of Selma:

The City has,a Zero ~Tolerance policy as It relates to employees using, selling or being involved in alcohol and drugs.
This means that an employee is encouraged to voluntarily seek help via the Department before being found in violation
of this policy. Such request must be unrefated to drug or alcohol testing of thé employee (whether already conducted or
scheduled) or (b) the request must not be made during a pending investigation of prohibited drug or alcohol use by the
employee. ' :

1

Therefore, employees having a medical dependence on alcohol may apply for medical assistance and be accorded

', appropriate leave for medical freatment. Employees who voluntarily seek such treatment shall not be subjected to .

disciplinary action on the first occasion of seeking stch medical assistance. Subsequent requests for leave will be
reviewed on a case by case basis and may, at the discretion of the City, be the subject of disciplinary action, including. .

termination.

Employees in their non-working hours shall not consume alcohol to the extent that the consumption renders the
employee unfit for work upon their next scheduled shift. Employees of the City in their non-working hours shall not
consume alcohol to the extent that the consumption adversely affects thelr reputation, health or continued job fithess.

Employees, except for police officers consuming atcohol pursuant to a specific duty such as undercover investigations,
are prohibited from consuming alcoholic beverages while on duty, and are prohibited from consuming alcohot within a
time frame prior to reporting to duty in which there is insufficient time for the consumed alcohol to dissipate. Employees
of the City shall not, while on duty, be under the influence of alcohal!

Failure to submit toiztesting shall constitute a violation of this policy as well as the basis for additional disciplinary action.

. L;.‘\ . t,_h‘\

ZERO TOLERANCE - Employment Discharge
Zero ~Tolerance policy includes the following violations:
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8.

9.

Being at work under the influence of alcohol, or the-use or possession of alcohol on City premises.”

Being at work or in any workp!ace under the influence of drugs (except for the proper use of lawful prescription
drugs).

The manufacture, distribution, dlspensanon possession, sale or purchase of any contmiied substance or the
abuse of any other drug.

Posifive test resuilts for alcohol, controlled substances or unauthorized prescription drugs.

Failure to report to the City, no later than the begmmng of the next work day after any arrest, for violation of any
criminal drug statute.

Failure fo report to the City within five (5) days any conviction (including “nolo contendere” plea) for violation of a
criminal drug or alcohol statute, which occurs in the workplace, during work hours or. whlle representmg the City

at any location.

Conviction (including "nolo contendere” plea) for violation of a crlmma[ drug or alcohol statute, which occurs in
the workplace during-work hours or while represenﬂng the City at any location. ‘

Failure or refusal to satisfactorily complete a drug or alcohol abuse program.

Failure or refusal to sign forms consenting to drug or alcohol testing.

_10. Refusal fo consent to, or cooperate with, a drug or alcohol test; or

11. Attsmpt to alter, falsify or interfere with a drug or alcohol test. |

SECTION 3. Drug and Alcohol Testing:

1.

Job Applicant Testing

Applicants for safety-sens;twe law enforcement and firefighter job classﬁtcatlons shall undergo a drug and
alcohol sgreening after receiving a conditional offer of employment. .

Reasonable Suspicion Testing
Employess will be drug and/or alcohol.tested if a supervisor has a reasonable suspicion that a violation of any
aspect of the City's policy has occurred.

Random Testing

Random testing will be performed on all employees in law enforcement, fire, and safety sensitive classifications :
as determined by the Director. At a minimum, the random drug and alcohol-testing program shall cover all
positions as required by applicable federal regulations. A current listing of posifions to be random tested s
maintained in the Human Resources Office. Unannounced random testing may also be conducted at least
annually for a two-year period as a follow-up where employees are returned to work following drug or alcohol

rehabilitation.

“Premises” includes all City vehicles and all locations where employees may be at work other than on City property.
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4 Post Accident Testing
Testing will be required of all employees involved in a work-related accident causing personal injury, property

damage, or equipment damage.

5 Return-to-Work Testing
Testing may be required of all employees in safety sensitive, law enforcement and firefighter job classifications
upon return fo duty after an extended work absence. "Extended Absence” shall be absence of more than thirty

(30) calendar days but may be changed by policy amendment by the Director,

SECTION4. The following testing procedure Wi_!l be followed by the City

Random Screening for Law Enforcement, Fire and Safety Sensitive Classifications:

1. Emplo‘yees/applicants’“ShaII be selected by a scientfically valid random process to bé tested on a quarterly basis,
(four (4) times per year). Employees/applicants will be instructed to reportfo a designated area either within the

- department or to a specified location, along With a designated staff member of the department. Testing shall include

hut not limited to; Amphetamines, Cocaine, Opiates, Benzodiazepine, Marijuana, and creatinine on all non-Dot

screenings and PCP, Amphetamines Opiates Marijuana Cocaine, Ecstasy, Heroin, Creatinine in accordance with
the U.S. Department of Transportation. ' ‘

2. -Employees/applicants (D.0.T. and non D.O.T) shall be alcohol screened at a minimum of 5% - 10% of the
average number of employees subject to testing requirements. The employees/applicants will be informed of the
results of the alcohol screening upon completion of the screening test. If the screening shows evidence of a
detectable alcohol concentration, a confirmation test will be performed. If an alcohol level of 0.02 or higher is
verified in the confirmation test; test is positive, and the employeefapplicant will not be allowed to leave the testing
site until alcohol is no longer detectable. Under the influence of alcohol shall be defined for the purposes of this

policy as a blood/alcohol content of .02%

a) “‘Random Testing” of all employess in classifications subject to random testing shall be from a common selection
pool. The Social Security number of each employee shall be assigned a unique random selection number:- Once the
unique selection numbers have been assigned they will be used for selection without any correlation to actual name.
Through use of a random number generator or random number table, such as that found in the "Random Drug
Testing Manual” published by the Federal Transit Administration, the required number ofpersons shall be selected

for each cycle throughout the year. z

b) Al eligible employees shall always remain in the random selection pool, regardless of whether or not they have
heen previously selected for testing. :

¢) Specimen collection for random tesfing shoujd:pe conducted on different days of the week  throughout the work
cycle and should be evenly distributed throughout the year.
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d) No supervisor shall notify an employee that he or she will be random tested until the employee arrives for work.
The supervisor shall schedule personnel fo fill-in as needed for random fested employees on the day of specimen

collection.

e) If an employee is absent from work on the day scheduled for random testing, no specimen will be collected but the
employee will be pfaced ona spec;al list maintained by the Personnel Department and will be tested within thirty (30)

days.

3. In addition to a stated refusal by an employee to submit to a test, the following behavior will be considered as a
refusal: a) failure to provide adequate urine for a conirolled substance test without medical explanation; b)

conduct that clearly obstructs the testing process; and c} leaving the testing site prior to providing a sample.

' i

Post Accident Testing: If an alcohol fest is not administered within two (2) hours of an accident, or if a controlled
substance fest is not administered within thirty-two (32) hours of an accident, the department head shall prepare .
(maintain a copy) records explaining why the test was not conducted and provide same to the desighated employee
representative/Director. A test will not be given if not administered within eight (8) hours aiter the accident for
alcohol or within thirty-two (32) hours for controlled substances. Tests conducted by the authorized federal, state:or
local officials will fulfill post-accident testing requirements, provided they conform-to applicable legal requirements
and are obtained by the designated employes representative/Director. The breath test will validate only the alcohol
fest and cannot be used fo fulfill controfled substance testing obligations.

Reasonable Suspicion: If an alcohol test is not adiministered within two (2) hours of a determination of reasonable
suspicion, the department head shall prepare (maintain a copy) a record explaining the reason the test was not
administered. Atiempts to conduct the alcohol test shali terminate after eight (8) hours. A supervisor or other official
who makes observations leading to a controlied substance reasonable suspicion fest shall make a written report of
histher observations within twenty-four (24) hours of the observed behavior or before the results of the drug test are

released, whichever is earlier.

Any supervisor who has reasonable articulable suspicion that an employee is under the influence of alcohol or drugs
may direct the employee to report to the Human Resource Department for an authorized testing facility.
Circumstances which constitute a basis for determining "reasonable suspicion” may include but are not limited to: -a)
odor of alcohol or similar to an alcoholic beverage on the employee's breath or about his person; b} observable
events while at work such as direct observation of substance abuse or of the physical symptoms or manifestations of
being impaired due to substance abuse; c) any physical characteristics about the employee that are typical of a
person under the influence, or information that the employee has recently consumed an alcoholic beverage or
controlled substance; d) abnormal conduct or erratic behavior while at work er a significant deterioration in work
performance; e} evidence that an individual has tampered with any substance abuse test during his or her
employment with the City; g) Information that an employee has caused or contributed fo an accident while at work; h)
evidence that an employee has used, possessed, sold, solicited, or transferred drugs while working or while on Clty
premises of the employer or while operating a City vehlcle machinery, or equipment. 5 o
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The circumstances which give rise to reasonable suspicion may vary for different departments or occupations.

The City shall detail in writing the specific facts, symptoms or observations which formed the basis for the determination
that reasonable suspicion existed to warrant the testing of an employee. This documentation shall be forwarded to the
Human Resources Department within two (2) working days and shall be made available to the employee upon request.

Only the Mayor, department heads, the Director, or other official appointed in writing by the Mayor, may authorize
reasonable suspicion tesiing.

The City of Selma uses Dallas County Court Services —Specialty Laboratory (BCCSSL) as its Testing Facility.
|
Upon arrival at the facility, the employee (or applicant for a safety sensitive position) must provide proper picture ID.
If unavailable the identity of the individual must be verified by the accompanying member of the department.

Dalias County Court Services ~Speciality Lab {DCCSSL) will complete a Drug Testing Custody and Control Form on
each employee (or applicant for a safety sensitive position). The employee (or applicant for a safety sensitive
position) will be instructed to read the certification statement and verify name, date: of birth and telephone number.
-After verification, the certification must be signed-and dated.. o

The department’s staffior DCCSSL will continuously observe the employee/applicant while at the specifnen collection
site and will serve as the urine donor validator. The employee/applicant will be required to remain inside a specified
location accompanied by the department's staff and/or a DCCSL staff member unti such fime as hefshe can provide

a specimen. ‘ o

Reporting on alf no.n-DOT will take approximately twenty-four (24) hours unless a épecimen requires further
confirmation, which will result in an additional ninety-six (96) hours before reporting. All Department of Transportation
(i.e, CDL) screenings will be sent off site for verification and will report within ninety-six (96) hours.

Effective 8/25/08, DOT Urine Specimen Collection Guidelines: Observed collections required rather than optional for
all return-to-duty and follow-up drug testing.

|
The department head, Director or designated person will maintain all files and rosters pertaining to the Drug
Screening Program in a confidential manner. Test results from employees/applicants for each department will remain
confidential unless a consent form for release is signed by the employee/applicant. Information with reference to the
identity of employeesfapplicants tested and the results of such fests will only be released by the Director.

t-
#

i
SECTION 5.  Supervisor Training

The Gity shall develop a program of training to assist supervisory personnel in identifying drug and alcohol use among
employees. Such training will be directed towards helping supervisors recognize the conduct and behavior that gives rise

to a reasonable suspicion of drug or alcohol use.

SECTION 6.  Drug Free Awareness Program .
There shall be an on-going drug free awareness program coordinated by the Department to-inform employees about the
dangers of drug abuse in the workplace; the City’s policy of maintaining a drug free workplace; the availability of drug
counseling, rehabilitation, and treatment programs in the community; and the penalties that may be imposed upon

employees for drug abuse violations. :
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SECTION7.  Notice of Policy

i The City shall provide written notice of its drug and alcohol testing policy to alf current employees and future job
applicants. The notice shall contain the following information:

The need for drug and alcohol testing;

The circumstances under which testing may be requ1red

The procedure for confirming an initial positive drug test result;

The consequences of a confirmed positive test result;

The consequences of refusing to undergo a drug and alcohol test;

The right to contest or explain a positive drug test result to a certified medical review officer
and/for the City within five (5) days of receipt of written notice of the positive result,

The right to appeal procedures;

The availability of drug abuse counseling and referral services; and

The provisions of Sections 1 and 2 of this policy.

~

SECTION 8. CONSENT

Before a drug and alcohol-test is administered, employees anid job applicants will be asked to sign a consent form
authorizing the test and permitting release of test results to those City officials with a need to know. The consent form
shall provide space for employees/applicants to ac:know[edge that they have been notified of the City's drug testmg

policy.

The consent form shall also seg forth the following information:

- The procedure for cdﬁfﬁr_mihg the initial positive test resulft;

The consequence of a confirmed positive test result;
The right to explain a confirmed positive test result and the appeal procedures available; and

The consequence of refusing to undergo a drug and alcohol test.

SECTION 9 Refusa[ fo Consent: Applicants W
A job applicant, under this program, who refuses to consent fo a drug and alcohol test will be denied empfoyment with

the City.

p}

SECTION 10. Refusal to-Consent: Employees ' ‘ i
An employee who refuses to consent to a drug and-alcohol test, under this program, will be considered insubordinate

and will receive the same discipline as an employee with a positive test result.
. ‘ 1

SECTION 11. MRO Procedure . :
If a test confirms a posmve result, the Medical Review Officer ("MRO") shall notify the émployee/appiicant. The MRO,
after consultation with the employee, shall determine if the fest should actually be classified as a positive result or
negative result if proper medical reason can be found. Only those tests determined to be positive by the MRO shall be
referred fo the City for further action.

An employee/applicant with a confirmed positive test résult for drugs may, at histher own expense, have an addltlonal
test conducted on a split sample at an approved laboratory. This test must be conducted within thirty (30) days from the
. date nofifying the employeefapplicant of the results of the confirmed positive test.
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"placed on administrative leave with pay until after the hearing and decision.

SECTION 15,  General Rules

If there is a confirmed positive test result that may have been the product of prescription or over the counter medication,
the employeefapplicant shall be permitted fo present to the MRO satisfactory evidence of the medicine taken.

SECTION 12. Consequences of a Confirmed Positive Test Result: Applicant -

Job applicants, with a confirmed posttive test result, will be denied employment with the City. Applicants shall be
informed in writing if they are rejected on the basis of a confirmed positive drug or alcohol test result.

SECTION 13. Consequences of a Confirmed Positive Test Resuit: Employee
An employee with a positive test result is subject to being discharged. No disciplinary action will be taken against
employees who qualify for voluntary rehabilitation.

1
t
I
1

SECTION 14. Opportunity for A Due Process Hearing B
If an employee’s test is positive, a hearing will be held under the City's due process procedure. The employee may be

- All property belonging to the City is subjecf to inspection at any time without nofice fo employees because employees

have no expettation of privacy when using City property. Property includes, but is not limited to, City-owned vehicles,
desks, containers, files and storage lockers. The employee’s supervisor or arother senior City official may inspect an

employee's assigned locker (that is locked by the employee). s

: Wi
An employee who has a reasonable basis to believe that another employee js using drugs or alcohol in violation of this
policy shall report the facts and circumstances immediately to his/her supervisor. x
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DEFINITION OF TERMS

BOARD or THE BOARD.

The Personnel Board created by act of the City Council.

CERTIFICATION.

A submission of names of eligibles from a re-employment list, a promotional list, or an eligible register to a
department head for the purpose of filling a position in the classified service.

CLASS or CLASS OF POSITIONS.

. Agroup of pos.ﬁions in the Classified Service sufficiently similar with respect to duties, responsibilities and

authority so that the same descriptive fitle may be used fo identify all positions aflocated to the class and the same
requirements as to education, experience, capacity, knowledge, proficiency, ability and other qualifications will be
required of the incumbents. Additionally, the group of positions must bie sufficiently similar so that the same tests of
fitness may be used to choose qualified employees and the same schedule of compensation can be made to apply with

equtty

&+ CLASSIFICATION.

The assigning of a positilon to the appropriate class in accordance with its duties, responsibilities, and authority.

COUNCIL OR CITY COUNCIL

The City Council of the City of Selma.
DlRECTOR

The Human Resource Directpr created by he ac of the City Council.

ELIGIBLE <y

A person whose namexis on a re-employment, or promotion list, or on an eligible register.

ELIGIBLE REGISTER

A record containing the names of those persons“\}vho have successfully completed prescribed tests, listed and and
ranked in order of their final eamed average from the highest to the lowest and are considered qualn‘led for original

appointment to positions'in the class for which the test was held.

EMPLOYEE orAPPOINTEE

Persons in the Classified Service herein set up and appointed by a department head, unless herein specifically excepted.
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MAYOR
The Mayor of the City of Seima, Alabama.
PAY GRADE
The specific pay range as set forth in the Pay Plan fora classiﬁcaﬁon.-
PAY STEP
The specific pay rate within a pay range as set fotth in the Pay Plan.
POSITION ' |

Any job or set of duties in the Classified Service requiring the full-time or part-time employment of one (1) person
inthe performance and exercise thereof.

"

PROBATIONARY EMPLOYEE

An employee appointed fo a regular posmon from a re-employment Ilst promotton list.or ellglble reglster
who has not completed the required probationary persod

PROMOTION

An advancement from one (1) class to another related occupational class with increased duties and/or responsibilities and for
which a higher rafe of pay is prescribed. : :

PUBLIC HEARING

A meeting of the Board open fo the public, where any citizen, taxpayer, or party af interest may appear and
be heard subject to such rules and regulations as may he fixed by the Board. -

PUBLIC NOTICE ANNOUNCEMENTS

A wrltten notice placed upon the bulletin board maintained at or near the entrance to the office of the Board
ina place accessible to the public during business hours.

PUBLIC R-ECORDS

A record which the public shall have the right to inspect in a reasonable_ma?ipér during ordinary business hours,

QUALIFICATIONS

The minimum experience, educational, physical and personal requirements determining the eligibility of an o
applicant for examination. '

RE-EMPLOYMENT LIST
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A list containing the names of persons formerly occupying positions in the Classified Service who have beenseparated from the
" Classified Setvice and who are enfitled to preference in appointment to vacancies in positions.

REGULAR EMPLOYEE

An employee who was appomted under the provisions of the Personnel Rules to a reguiar posmon and who has
comp[eted the required probationary period. .

REGULAR POSITION

Any position in the Classified Service which has required or which is likely to require the full-time services of an incumbent without
interruption for a period of more than six (6) months.

SEASONAL POSITION

Any position in the Classified Service which is not permanent but requires or is likely to require the serwces of an sncumbent at
certain parts of each year, only at recumng annual or other periods,

SERIES

A sub-division of a group consisting of two (2) or more classes of positions similar as to line of work but diffeting
in responsibifity and/or difficulty which constifute steps in a normal line of promotion.

LS ¢

" SPECIFICATIONS

A formal statement descriptive of a position containing: _
Atitle and class;
A descriptive of the duties andfor responsibilities thereof; and

The minimum qualifications required of applicants therefore as to education, experience, physical ahility and other
attributes. 1

TEMPORARY POSITION

Any position in the Classified Service which Is not permanent but which requires or is likely to require the .
services of an incumbent for a periad of six months or less. ?

TESTS

Written and/or oral examinations and/or other methods established by rules and régulaiions of the Board and/or the Director as
herein provided, to determine the merit,'eﬁiciency, and general fitness of applicants for positions. ' .
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