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Personnel Rules and Regulations of the City of Montevallo, Alabama, are as follows:

ARTICLE 1 – INTRODUCTION

SECTION 1 - ESTABLISHMENT OF RULES

The following rules, regulations and other administrative provisions for personnel administration (hereinafter called “Rules”) are established for the information and guidance of all concerned. The rules herein established shall apply to all regular full-time, part-time and classified employees of the City.  

SECTION 2 - DISSEMINATION OF RULES

Department Heads will be furnished complete copies of all rules and changes thereto, and shall be responsible for maintaining a complete set of rules, and for bringing these rules to the attention of all employees under their supervision.

SECTION 3 -DEFINITIONS

1. Allocation:  The assignment of an individual position to an appropriate class of positions on the basis of the kind, difficulty, required skill, and responsibility of the work performed.
2. Appointing Authority:  that official or body having the authority under the ordinances of the City Council
3. Classification:  The entire process of assigning and reassigning individuals to positions, to the end that employees will be employed and compensated on the basis of actual duties performed, so that there may exist equal pay for equal work.
4. Classified Employees:  Persons in this class are appointed/discharged based on recommendation by the Department Head and approved by the Mayor and City Council.

5. Compensatory Time:  Time granted an employee that he/she has earned by working extra or unscheduled time that is directly equivalent to the time worked.  Compensatory time shall be authorized at the discretion of the Department Head and will be scheduled in a manner that minimizes the City’s liability for overtime under Fair Labor Standards Act.  Compensatory time will be measured at the rate of one and one half times the earned compensatory hours. (Also known as Comp Time.)
6. Demotion:  The change of an employee from a position in one class to a position in another class having a lower pay and requiring the performance of less responsible duties.
7. Exempt & Non-Exempt Employees:  Exempt employees are those who are exempt from certain wage and hour laws, i.e. overtime pay.  Usually applies to administrative, executive, or professional employees who receive an annual salary, in equal payments weekly, bi-weekly, or at some other specified time interval.  Non-exempt employees receive hourly wages; they are subject to wage and hour laws, i.e. overtime pay. Usually applies to non-professional employees.
8. Introductory Period: A working test period of six (6) months for every City employee, one (1) year for every Police Department employee, during which an employee is required to demonstrate, by actual performance, his/her fitness for the duties to which he/she is appointed, and his/her general fitness and suitability as a public employee.  

9. Job Description:  A detailed written description of the specific duties assigned to and performed by a particular employee to serve as the basis for classification.

10. Official, officer:

a. A person chosen by the electorate to serve as a public official of the City; the Mayor, or a Councilman, for example.

b. A Department Head elected by the City Council; the City Clerk, for example.

c. A person delegated to serve in place of a Department Head, when so doing.

d. A person appointed or deputized by the Mayor or the City Council to serve in a special capacity. 
11. Promotion: The change of an employee from a position to another position with higher pay and requiring the performance of more responsible duties.

12. Reclassification:  The reallocation of an employee or position to a different position based upon substantial change in duties and responsibilities.

13. Full-Time: An employee who is hired for an indefinite period of time, has completed the Introductory Period, and is normally scheduled to work thirty-two (32) to forty (40) hours per week. Employment is continuous, subject to satisfactory performance and availability of funding.
14. Part-Time Employee: A regular part-time employee is hired for an indefinite period of time, has completed the Introductory Period, and is scheduled to work less than thirty-two (32) hours per week. Appointment is continuous, subject to satisfactory performance and availability of funding.
15. Seasonal Employee: Seasonal employment is defined as annually recurring periods of work of at least 6 months, but less than 12 months, during a calendar year.  
16. Temporary Employee: Employment that lasts less than 6 months is considered as temporary employment.
17. Non-Classified Employees:  Persons in this class are appointed/discharged by the City Council.  Persons in this class include:  City Clerk, Police Chief, and Fire Chief.

18. Waiting Period: During the first ninety (90) days of employment an employee will accrue sick, holiday, and vacation time. However, the employee can not use paid time off during the waiting period.

SECTION 4 - ADMINISTRATION OF PERSONNEL, AGE AND SEX DISCRIMINATION PROHIBITED, EXCEPTION

The City Clerk shall maintain a complete system of personnel files and records.  The policy of the City of Montevallo is that the City will employ, compensate, promote, terminate and carry out other conditions of employment without regard to race, color, creed, national origin, sex, sexual orientation, disability, religion, or age, except when sex or age is a bona fide occupational qualification.
*****************************************************************

ARTICLE 2
SECTION 1 - AGE

The minimum age for employment to a regular full-time position with the city shall be eighteen (18) years of age.  The minimum age for employment of seasonal employees shall be sixteen (16) years of age.  The Mayor may establish lower minimum age levels for part- time and seasonal employees.

SECTION 2 – PROBATION/ INTRODUCTORY PERIOD
Each newly hired employee shall complete a 6 month (180 days) introductory period, one year (365 days) for Police personnel.  Each newly hired employee must complete their introductory period and receive the affirmative approval of the Department Head before the employee will be considered as regular.  During the employee’s introductory period, the employee’s work habits, abilities, promptness, and other pertinent characteristics will be observed by a supervisor and/or the Department Head.  If the introductory employee fails to meet the required standards of performance, employment will be terminated. Employees will accrue vacation and sick time during the introductory period and it may be used after completion of his/her waiting period.  If an employee has an emergency and has no accrued time or has not yet completed the waiting period, any time off must be approved by the employees’ supervisor and will be taken as leave without pay. During the introductory period, any overtime must be paid at the time of accrual.  No comp time can accrue during the introductory period.
SECTION 3 - TERMINATION DURING INTRODUCTORY PERIOD
If at any time during the introductory period the Department Head determines that the service of the employee has been unsatisfactory, the employee may be suspended immediately without pay and be terminated from his/her position.  
SECTION 4 - INTRODUCTORY REPORTS
Approximately ten (10) days prior to the employee completing the introductory period, the 
Supervisor or the Department Head shall complete a written evaluation and notify the employee that he/she has successfully completed the introductory period and will be considered a regular employee with all rights and privileges due him/her; or the employee has not demonstrated the ability to perform satisfactorily the duties of the position and is to be terminated from employment.
SECTION 5- INTRODUCTORY PERIOD FOLLOWING A PROMOTION

General employees must serve an introductory period of at least ninety (90) days after receiving an appointment or promotion before the appointment or promotion shall be final. Police personnel must serve and an introductory period of at least one hundred eighty (180) days after receiving an appointment or promotion before the appointment or promotion shall be final. During an introductory period, the employee's work habits, abilities, attitude, promptness, and other pertinent characteristics shall be observed and evaluated by the Department Head. If at any time during an introductory period the Department Head determines that the employee's services have been unsatisfactory, the employee may be restored to the position from which he or she was promoted.

SECTION 6 - RELATIVES IN THE LOCAL GOVERNMENT

No employee shall supervise a member of his immediate family.  “Immediate family” is defined as wife, husband, mother, father, brother, sister, son, daughter, mother-in-law, father-in-law, brother-in-law, sister-in-law, son–in-law, daughter-in-law, stepmother, stepfather, stepson, stepdaughter, uncle or aunt, nephew or niece, grandparent or grandchild.  This section shall not prevent a Department Head from utilizing all available personnel in an emergency situation.

SECTION 7 - EMERGENCY APPOINTMENTS

When an emergency arises such that in order to prevent loss of public property or serious inconvenience to the public and one or more persons must be immediately employed without taking time to secure certification from the City Clerk of the names of eligible persons, the Mayor may appoint any qualified person during the period of the emergency, but not for a period exceeding one month.  No vacancy in a position caused by a resignation of which the City Council has had a reasonable notice shall be considered an emergency.  The Mayor or his/her authorized agent shall, as soon as possible, report to the City Clerk any emergency appointment; giving name of the appointee, rate of pay, probable length of employment, nature of emergency, and nature of duties performed.  Separation from service of an emergency appointee shall likewise be reported. 
*****************************************************************

ARTICLE 3 - PAY OF EMPLOYEES

Salaries of City employees are regulated by the City Council.  At the discretion of the City Council, all regular full-time city employees may receive a cost of living pay increase annually.  If Mayor and Council so desires to make the COLA raise effective for all employees regardless of status, they may approve a resolution accordingly prior to October 1st of that year so that all employees may  receive the cost of living raise. These pay increases are fixed by the City Council and when authorized are adjusted effective October 1st of the year it is authorized.  Introductory employees pay will be adjusted upon successful completion of introductory period.  If the COLA raise falls within an employees’ introductory period, once the employee successfully completes the introductory period, they will receive the COLA henceforth; it will not be retro-active.  Pay and benefits (except for retirement) will be determined by STATUS.  It is up to the Department Heads to determine an employee’s status at the time of hire and to inform Payroll and Human Resources if status changes for any employee.  Status changes will not be made retro-active. Annual leave earned will be based on status at the time of the employees’ anniversary date.  An employee will forfeit any unused annual leave, holiday and comp time hours if they do not resign in good standing, provide the required notice, or if they are involuntarily terminated.
SECTION 1 - PERFORMANCE EVALUATIONS

A performance evaluation form approved by the Personnel Board must be completed annually, reviewed with each employee and forwarded to the Human Resource Department to be filed in the employee’s personnel file.
All requests for pay changes must be accompanied by a Pay Rate Change Form signed by the Department Head and forwarded to the Payroll Clerk.  Upon pay change being completed in the payroll department, the Pay Rate Change Form will be forwarded to the Human Resource department to be filed in the employee’s personnel file.
SECTION 2 - REVIEW OF PERFORMANCE EVALUATIONS BY EMPLOYEES

The Department Head shall review the evaluation with the employee upon completion of the evaluation.  The Mayor shall review and sign evaluations for Department Heads as they fall under the Mayor’s supervision. The employee may also request a copy of the performance evaluation from the Department Head or Mayor.  If there is evidence of a grievance, the employee is advised to follow the procedure as established in “Article 8 - Grievance Procedure.”
SECTION 3 - PAY AND ALLOWANCE

Rates of pay established are gross and total compensation for regular full-time or part-time service in the various classifications.  Rates of pay established provide full compensation for whatever hours may be reasonably required in all classes of positions, and no position shall be subject to additional compensation as a result of any reasonable variation in hours worked.  All hourly employees should keep up with their time by clocking in and out on the department time clock.  All hourly employees shall clock out to run personal errands, doctor appointments and for lunch.  The Department Head may authorize pay for overtime work in emergencies or other usual occasions beyond reasonable requirements of hours worked.

SECTION 4 - OVERTIME

As a general rule, all City departments operate on a forty (40) hour work week; five (5) days per week, eight (8) hours per day.  Considering good management procedures, it is necessary to plan work schedules to preclude unnecessary or avoidable overtime.  However, when non-exempt employees are directed by supervisors to work extra time in addition to their regular working hours, they will be compensated for such overtime.  Records of all overtime worked will be kept in the employee’s payroll file.  Effective upon adoption of these rules:
(A) Any non-exempt employee (excluding police officers) required to work more than forty (40) hours per week will receive paid overtime for those hours worked.  To be eligible for overtime pay, an employee must have worked over forty (40) regular hours; this does not include holiday, sick, vacation, or compensatory time, which are separate categories. Any uniformed police personnel required to work more than eighty-six (86) hours bi-weekly will receive paid overtime for those hours worked.  To be eligible for overtime pay, a uniformed police employee must have worked over eighty-six (86) regular hours; this does not include holiday, sick, vacation, or compensatory time, which are separate categories.  Any employee who qualifies for overtime pay shall be paid at one and one half (1 ½) times the regular rate at which he/she is paid.

(B) Non-exempt employees entitled to overtime pay may elect to receive compensatory time off instead of cash payment.  This is approved on a case-by-case basis by the employee’s supervisor.  If the compensatory time option is exercised, the employee is credited with one and one-half times the additional hours worked as overtime.  Maximum accruals of compensatory time shall be limited to 40 hours for regular employees and 86 hours for uniformed police personnel.  After maximum accrual, overtime compensation shall be paid. 

(C) No employee is to work overtime without the approval of the Department Head. An employee who works overtime without prior approval of the Department Head may be subject to disciplinary action.
(D) Executive, Administrative, Professional Employees – Department Heads and other persons determined to be exempt under the provisions of the Fair Labor Standards Act shall be exempt from these overtime provisions and hours worked may vary according to the need to fulfill the position at various times.
SECTION 5 - PAY FOR PART-TIME SEASONAL EMPLOYMENT

The Department Head, with the concurrence of the Mayor, shall establish rates of pay for part-time or seasonal employment.  The amount of hours paid is proportionate to the time actually worked.  There shall be no annual pay, sick pay or holiday pay for part-time employees working less than twenty (20) hours per week, temporary or seasonal employees.
SECTION 6 - DEDUCTIONS ON TERMINATION

On termination of employment, the municipality shall deduct and withhold from the final paycheck of an employee any amount owed the municipality in payment for unearned leave, unreturned equipment, or any other indebtedness to the municipality; and the final paycheck shall not be issued until the extent of any indebtedness to the municipality has been determined and cleared.  An employee will forfeit any unused annual leave, holiday and comp time hours if they do not resign in good standing, provide the required notice, or if they are involuntarily terminated.
*****************************************************************

ARTICLE 4 - LEAVES OF ABSENCE

SECTION 1 - GENERAL POLICY, TYPES OF LEAVE AUTHORIZED
The following types of leaves, and no other, are officially established:  holidays, annual leave (vacation), sick, military leave, civil leave, leave without pay, official duty leave, bereavement leave, and family medical leave.

SECTION 2 - HOLIDAYS

The following and such other days as the governing body proclaims are recognized as holidays: 

	New Year’s Day
	January 1

	Martin Luther King Day
	3rd Monday in January

	Good Friday
	Friday before Easter

	Memorial Day
	Last Monday in May

	Independence Day
	July 4

	Labor Day
	1st Monday in September

	Veterans Day
	November 11

	Thanksgiving
	4th Thursday and Friday in November

	Christmas Eve
	December 24

	Christmas Day
	December 25

	Personal Day/Floating Day
	1 holiday per calendar year of the employee’s choosing which can not be carried over or banked


Each regular full-time employee will receive holiday pay for each of these days in an amount equal to the number of his regularly scheduled daily work hours multiplied by his/her regular rate of pay.  If the employee must work on an authorized holiday, the employee may choose another day to be off.  No holiday pay shall be paid before completion of the Waiting Period for hourly employees. Employees who do not schedule in advance and have approved by their Department Head in advance time off on the day before or the day after a holiday will not be paid for the holiday.  Classified employees of the Golf Department required to work on a holiday will receive the holiday pay rate of time and a half for the hours that were worked.  Police Department employees required to work on a holiday will be allowed to bank the holiday to be used at a later time.  Regular part-time employees working twenty (20) or more hours per week will be paid for four (4) hours of holiday time.
When an authorized paid holiday falls on Saturday, the holiday shall be observed on the preceding Friday.  If the holiday falls on Sunday, the holiday shall be observed on Monday after the holiday.

SECTION 3 - ANNUAL LEAVE (VACATION)

Regular full-time employees shall accrue vacation time at a rate of eight (8) hours per month of employment in years one through seven. After seven years of continuous employment, full-time employees shall accrue vacation time at a rate of twelve (12) hours per month of employment in Years 7 through 15.  After fifteen (15) years of continuous employment, regular full-time employees shall accrue vacation time at a rate of sixteen (16) hours per month. Each employee’s hire date will be used as the anniversary date by which the city will calculate their benefits.   Employees will accrue vacation and sick time during the waiting period and it may be used after completion of his/her waiting period.  No annual pay shall be paid before completion of waiting period.  No more than two weeks vacation time may be taken at any one time. No more than 40 hours vacation time may rolled-over at any time.  Vacation days may not be rolled-over into the next year without approval from the Department Head and notification to the City Clerk and Payroll Department.   

Separation and Retirement:  Employees resigning voluntarily, in good standing, or retiring and who give the maximum notice of two (2) weeks of their intention to resign/retire will be allowed payment of unused annual leave, holiday and comp time hours. Unused sick time can be credited towards an employee’s service credit in the retirement system (See section 4- SICK LEAVE). There will be no compensation for unused sick days. Failure to give the required notice could result in loss of accumulated vacation leave.

SECTION 4 - SICK LEAVE 

Regular full-time employees and regular part-time employees working twenty (20) or more hours per week are eligible for sick leave.  Regular full-time employees accrue sick leave at eight (8) hours per month of employment. Regular part-time employees working twenty (20) or more hours per week accrue sick leave at four (4) hours per month of employment. No sick leave will be paid prior to the completion of the waiting period. Unused sick time shall not be paid to employee if he/she leaves employment, nor is it transferable to vacation leave.  It may, however, be credited towards an employee’s service credit in Retirement System of Alabama.  Any employee who is off work for three (3) scheduled consecutive workdays, other than holiday, pre-approved comp time, or pre-approved annual leave, shall bring a release to return to work from a doctor before starting work.
No More than 40 hours of combined time (vacation, comp, holiday etc,) may be carried over in a year.  

SECTION 5 - BEREAVEMENT LEAVE

All regular full-time employees will be allowed up to twenty-four (24) work hours of leave for the death of an immediate family member, provided they occur on a scheduled work day. Regular part-time employees working twenty (20) or more hours per week will be allowed up to twelve (12) work hours of leave for the death of an immediate family member, provided they occur on a scheduled work day.  Any additional time that an employee requests after the bereavement leave has been exhausted will be counted against the employee’s sick time or vacation leave.  For this policy, immediate family members will be considered to be:  mother, father, sister, brother, daughter, son, wife, husband, stepmother, stepfather, stepson, stepdaughter, grandparents, grandparents-in-law, grandchild, mother-in-law and father-in-law.  Bereavement shall only apply to the above and under conditions as defined and cannot be transferred to any other leave. Upon separation from service, all bereavement leave is canceled.
SECTION 6 – PAID MILITARY LEAVE

Authorization of military leave will be in accordance with Section 31-2-13, Code of Alabama 1975, as summarized below:

1. A classified or unclassified employee who is an active member of the National Guard, Naval Militia or the Alabama State Guard organized in lieu of the National Guard or any other reserve component of the Armed Forces of the United States shall be granted military leave of absence from his/her respective duties on all days that he/she is 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, without loss of pay, time, efficiency rating, vacation or sick leave, or any other City provided benefits.

2. Eligible employees, who anticipate military service under the provisions of these procedures, should notify their Department Head at the beginning of each calendar year or as soon as possible thereafter of the date(s) of their required service.  No such persons granted such leave of absence with pay shall be paid for more than one hundred sixty-eight (168) working hours at one time while called to duty by the Governor in the active service of the state.
An eligible employee who wishes to be granted military leave shall submit a copy of his/her military orders with his/her leave request.  Such request shall be submitted as soon as the employee becomes aware of his/her projected dates of service.

SECTION 7 – EXTENDED MILITARY LEAVE/USERRA
The Uniformed Services Employment and Reemployment Rights Act (USERRA) was signed October 13, 1994.  (38 USC §§4301 through 4333)  The Act applies to nearly all employees and virtually all U.S. employers.  Full-time, part-time, temporary and introductory employees are covered under USERRA.
Military Duty

1. A classified or unclassified employee who is called to active duty with the Armed Forces of the United States shall be granted leave without pay.  Upon release from military service, he/she shall be re-employed by the City in a comparable position that is no lower in pay than that which he/she was employed at the time of his/her call-up; provided, the/she is physically and mentally suited to perform the required duties and he/she makes application for re-employment to the City no later than 14 days after completion of (31-180) days of service, no later than 90 days after (181 or more) days of service days following honorable separation from the Armed Forces of the United States, ten (10) days if rejected from service.  If service time is less than 31 days, employee should take ample time to return home safely, have eight (8) hours for a rest period, then began work on the next regularly scheduled work period.
2. Reporting or application deadlines are extended for up to two years for persons who are hospitalized or convalescing.  

3. Failure to apply for reinstatement within the allotted time period shall constitute waiver of these rights.
4. A copy of the USERRA will be made available to any employee upon request.
General:  Upon approval of the Mayor and Department Head, an employee may request and receive leave without pay for other reasons than set out above.

SECTION 8 - FAMILY AND MEDICAL LEAVE (“FMLA”)
In compliance with the Federal Family and Medical Leave Act of 1993 (“FMLA”), effective August 5, 1993, qualified employees may take leave for up to twelve (12) workweeks during a “rolling” 12-month period measured backward from the date an employee uses any FMLA leave for any one or more of the following reasons: 

(A) The birth of the employee’s child, and to care for the newborn child during the first year after birth;
(B) The placement with the employee of a child for adoption or foster care, and to care for the newly placed child during the first year after the placement; 
(C) To care for the employee’s spouse, son, daughter, or parent (but not for parent-in-law) who has a serious health condition; 
(D) Because of the employee’s own serious health condition.

NOTE: The definition of a “serious health condition” is attached to the medical certification form available from the City of Montevallo.

FMLA leave will be paid to the extent the employee is eligible for paid leave under one of the other leave policies.  Employees are required to substitute any accumulated, but unused leave (including vacation, sick days, and workers’ compensation leave) to cover some or all of the 12-week FMLA leave entitlement.  Any FMLA leave taken for a single condition usually must be taken all at one time.  An employee may take FMLA leave intermittently or by reducing his or her work schedule to care for a family member with a serious health condition or the employee’s own serious health condition only if medically necessary. Prior to requesting applicable leave without pay, employees must first exhaust all applicable accrued sick, vacation, compensatory, and holiday time.  Leave without pay will not be considered time worked for purposes of accruing seniority, longevity, vacation, sick time, or other employee benefits.  If the husband and wife both work for the City, a combined total of 12 weeks of leave for both (not twelve weeks each) are possible during any 12 month period, if the leave is to care for a new child (by birth or placement).  If the leave is to care for a sick child or the other spouse, then each spouse is entitled to 12 weeks each.
The City of Montevallo may require the employee to provide medical certification of the serious health condition from the attending health care provider.  The certification must be submitted within 15 calendar days after The City of Montevallo requests it.  Failure to provide the certification in a timely manner may result in denial of leave and/or discipline up to and including termination.  Copies of the appropriate medical certification form are available from the Human Resources Department.  The City of Montevallo may require, at its discretion and expense, a second medical opinion.  The City of Montevallo may require periodic recertification on a reasonable basis.  While on FMLA leave, the employee is required to report monthly on the status of the condition and/or their intention to return to work.  The City of Montevallo may also require, as a condition of reinstatement, certification from a health care provider that the employee is able to resume work.

During FMLA leave, The City of Montevallo will maintain the employee’s group insurance benefits at the same level and under the same conditions as if the employee had been actively working.  An employee on paid leave continues to pay the contribution rate via payroll deductions for family coverage as when an active employee.  An employee on unpaid Family and Medical Leave continues to pay the contribution as when an active employee.  The employee must continue to make this payment either in person or by mail to the City Clerk.  Payment must be received by the last day of the month prior to each month of coverage.  If the payment is late, the employee’s family health care coverage may be dropped for the duration of the leave.  If an employee fails to return to work at the conclusion of the approved leave, he/she may be required to reimburse The City of Montevallo for the employer’s portion of the premium paid on his or her behalf during the leave.

The employee must give The City of Montevallo thirty (30) days advance notice of the need for leave when it is foreseeable, such as for an expected birth, placement for adoption or foster care, or planned medical treatment for a serious health condition of the employee or of a family member.  If thirty (30) days notice is not practical, such as in the case of a medical emergency, notice must be given as soon as practical; which ordinarily means at least verbal notification to the employer within one (1) or two (2) business days of when the need for leave becomes known to the employee.  Reasonable efforts must also be made to schedule foreseeable leave so as not to unduly disrupt operations, subject to the doctor’s approval.

To be eligible for the leave, an employee must:

· Have been employed by The City of Montevallo for at least one year as of the date leave commences; and
· Have worked for the City of Montevallo at least 1,250 hours in the past twelve (12) months.

· Be employed at a work site at which the City of Montevallo employs 50 or more employees—or where the total number of employees within 75 miles of the work site is 50 or more.

Upon timely return from FMLA-qualifying leave and proper certification, an eligible employee who has not been designated a “key” employee by the City of Montevallo will be restored to his/her last position as an employee or an equivalent pay, benefits, and other conditions and terms of employment.  A “key” employee is a salaried FMLA-eligible employee who is among the highest paid 10 percent of employees.

An employee has no greater right to reinstatement or other benefits than if he or she had not taken FMLA leave.  Therefore, if in the absence of FMLA leave the employee would have been terminated, he or she may not be entitled to reinstatement.

If employees have any questions regarding eligibility, definitions or requirements of the FMLA, they are advised to contact the Human Resources Department.
It is unlawful for an employer to interfere with, restrain, or deny the exercise of any right provided by FMLA.  It is also unlawful for an employer to discriminate against an individual for opposing any practice, or because of involvement in any proceeding related to FMLA.

SECTION 9 - OFFICIAL DUTY LEAVE

An employee who is absent from work while on official business for the municipality or while participating in training or educational courses to which he/she has been asked to attend by the municipality or while attending professional conferences and meetings authorized or required by the appointing authority shall be granted leave with full pay without charge against vacation or sick time.  If the employee uses his/her personal vehicle, mileage will be reimbursed at the current Federal rate.
SECTION 10 - CIVIL LEAVE

An employee called for service on a jury may be granted leave with full pay for the duration of the period for which called, unless released earlier, without charge against leave.  The employee should inform their supervisor by providing a copy of their juror summons as soon after receipt as possible.  This copy shall be attached to the employee’s time card.
SECTION 11 - LEAVE RECORDS

All leave records shall be maintained by the Human Resources Department and filed in the employee’s personnel file.  

SECTION 12 – CRIMINAL ACTIVITY

(a) An employee may be suspended without pay upon being charged with a serious misdemeanor or felony where the City Council believes it is in the best interest of the City.

(b) An employee may be dismissed upon conviction of a Class A misdemeanor or felony.
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ARTICLE 5 - EMPLOYEE BENEFITS

SECTION  1 – OFFICE HOURS

Normal office hours are an eight (8) hour day between the hours of 8:00 am and 5:00 pm.  Where activities of a particular department require some other schedule to meet workloads, the appointing authority may authorize a deviation from the normal schedule.  A maximum of one (1) hour is permitted for lunch.  
SECTION 2 - GROUP HEALTH AND DENTAL INSURANCE

The City participates in medical and dental group insurance.  Employees who work  thirty (30) hours or more per week and are classified as full-time must participate in the insurance plan or complete a declination form after showing a current Certificate of Credible Coverage from his/her current insurance carrier.  The Human Resource Department can provide you with detailed insurance information. 
SECTION 3 - RETIREMENT

The City is a member of the State Employees Retirement System of Alabama.  Enrollment in the retirement program is mandatory for employees who work twenty (20) hours or more per week.    Each employee is required to contribute 5% of gross wages weekly into the retirement program (6% of gross wages for police and firemen).  The participating employee is vested in the retirement program after the equivalent of ten (10) regular full-time years of service.  The Human Resource Department can provide employees with detailed plan information.
SECTION 4 - WORKERS COMPENSATION

Employees are covered under Risk Management Insurance as required by Code of Alabama 1975, Title 25, Chapter 4, Article 1 through 7, inclusive.  Any employee who has a worker’s comp claim must have a doctor’s release before returning to work, regardless of the amount of time lost. 
All employees of the City of Montevallo are expected to use sound judgment, safe work practices and are expected to remain alert of environmental and safety conditions at all times.  All employees should follow the safest work methods possible.  The City of Montevallo has adopted a Safety Policy.  The guidelines of the Safety Policy are described in the Montevallo Employee Safety Manual.  Every employee is expected to follow the safety guidelines described in the Safety Manual.

SECTION 5 - SUPPLEMENTARY TRAINING PROGRAM

(a) The City recognizes that improved skills and capabilities of employees can be valuable from the viewpoint of both the City and the employee.  Consequently, it is the City’s policy to aid its employees to improve themselves through professional educational programs, seminars, workshops, conferences and personal enrichment courses.

(b) All full-time regular employees will be eligible to attend programs for professional development.

(c) A program may be eligible if, in the opinion of the Mayor and/or City Council, it will either:

(1) Improve the employee’s ability to perform his/her present job; or

(2) Help prepare the employee for a job with the City which will demand a higher level of responsibility and/or skill.

(d) The City may pay the cost of tuition, registration fee, books, laboratory fees, travel, meals and lodging away from home.

SECTION 6 – CITY FACILITY RENTAL FEES

Regular full-time employees in good standing or former employees who left in good standing with a minimum of ten (10) years of service are exempt from Park Facility Rental Fees.  This policy does not exempt them from deposit fees, cleaning fees, or security fees.
SECTION 7 –CEMETERY INTERMENT COSTS
Regular full-time employees in good standing with a minimum of ten (10) years of service or former employees who left in good standing with a minimum of ten (10) years of service are exempt from paying interment fees at the Montevallo Cemetery.  This policy does not exempt employees from the cost of purchasing cemetery lots at the Montevallo Cemetery.
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ARTICLE 6 – OTHER ACTIVITES
SECTION 1 - IN-SERVICE TRAINING

Department Heads, with the assistance of the Mayor, shall be responsible for developing the skills of their employees through in-service training, for investigating training programs outside the city government and referring municipal employees to those programs, and for making recommendations on whether the municipality should pay for such training to the extent that, for an employee required to attend any training, that time would be considered actual work time (and count toward the 40 hours for purposes of determining overtime) and therefore should not be considered leave. 
SECTION 2 - WORKING CONDITIONS, FOREMANSHIP

Department Heads shall be responsible for providing suitable and adequate working conditions within their means and for making recommendations for corrections not within their means of any working conditions not suitable or adequate.  Department Heads shall further be held responsible for those matters normally associated with foremanship, such as development of employee morale and effectiveness.

SECTION 3 - CONFLICT OF INTEREST

Employees of the City of Montevallo and the many governmental entities associated with the City’s comprehensive operations should be aware of a conflict of interest and potential ethics violation regarding the use of their job for personal gain.  Employees should not use City-owned equipment for their personal use, nor should employees use the exempt status of the municipality or its governmental entities to purchase items for their personal use.  Any employee found in violation of this regulation may face City Council disciplinary action, as well as action by the Alabama Ethics Commission.  Supervisors are charged with the responsibility to report these violations to their Department Head for immediate action as soon as the incident is discovered.

SECTION 4 - TOBACCO POLICY
For mutual well-being and comfort of all employees and visitors no tobacco use will be allowed in city buildings at any time, except in designated areas.
SECTION 5 - SUBSTANCE ABUSE POLICY

1.  General Policy

City of Montevallo employees are a most valuable resource and their health and safety is therefore of paramount concern.  As such, the City intends to provide a safe and efficient working environment for its employees.  As a result, the City will not tolerate drug or alcohol use which imperils the health, safety, and well-being of its employees or any aspect of the City’s operation.

It is the intent of this policy to eliminate substance abuse and its effects in the workplace.  While the City of Montevallo has no intention of invading the private lives of its employees, involvement with drugs and alcohol off the job can adversely affect performance, employee safety and efficiency on the job.

Employees who think they may have a drug or alcohol problem are encouraged to seek assistance.  The City of Montevallo will work with those employees who are seeking professional help; it will also be firm in enforcing the policy against those identified as substance abusers who are not seeking help.

The City of Montevallo is committed to maintaining a safe and healthy environment for all of its employees and eliminating any potential for substance abuse.  As a result, the City of Montevallo has adopted and will enforce its Substance Abuse Policies and Procedures.

2.  Prohibited Conduct and Removal from Duties:

For the purpose of this policy, “substance” is defined in the broadest sense to mean any mood altering drug or chemical (including alcohol) that results in physical, mental, emotional, or other impairment to normal function and performance.

The following conduct is expressly prohibited and violations shall result in disciplinary action which may include termination:

a. Unauthorized use, consumption, possession, manufacture, growth, distribution, dispensation or sale of controlled substances or illegal drug paraphernalia on City of Montevallo premises, in City supplied vehicles, or in any City work areas.

b. Unauthorized use, consumption, possession, manufacture, distribution, dispensation or sale of alcohol, while on duty, on City premises, in City supplied vehicles or in any City work areas.

c. Any employee who arrives for work incapable of working due to use of alcohol or illegal drugs will be subject to discipline or immediate discharge.
d. Employees shall not report to work while taking any prescribed medicine which has the possibility of impairing their ability to safely perform their job, unless the employee has a written statement from his/her physician that such medication will not impair the employee’s judgment or ability to safely perform job tasks.
e. The unlawful involvement with drugs or narcotics off of city property during non-working time will constitute grounds for discipline or termination, if this involvement adversely affects the City of Montevallo’s interests or reputation.

f. An employee who knows or believes that there is unlawful involvement with drugs or narcotics or involvement with alcohol contrary to this policy should refer the information promptly to their Department Head, the City Clerk or the Mayor.  The City will utilize all investigative techniques available, including testing and analysis, which are required to detect policy violations.  An employee who refuses to submit to these tests will be subject to discipline or termination.

g. Employees must notify their Department Head or the City Clerk if they are convicted of a criminal drug offense occurring in or out of the workplace within five (5) days of the conviction.  Such an occurrence may constitute grounds for discipline or termination.

SECTION 6 - TYPES OF TESTING

Applicant Screening

An applicant for a position defined as a “safety sensitive position” will be required to undergo a drug screening test as part of routine pre-employment requirements.  Employment will be denied to any applicant whose drug screen test reveals the presence of any of, but not limited to, the following: unreported prescription medication, heroine, cocaine, morphine and it derivatives, P.C.P., methadone, barbiturates, amphetamines, marijuana, and other cannabinoids.

Safety-sensitive employees are those employees who discharge duties so fraught with risks of injury to others that even a momentary lapse of attention can have disastrous consequences.  Factors which have been considered in determining whether a position is safety-sensitive include the handling of potentially dangerous machinery and handling of hazardous substances in an environment where others can be injured.  Positions which have been found to be safety-sensitive include heavy machine operators, water, sewer, street labor and general labor employees.  Unless an employee comes under drug-testing regulations related to a federal agency, each person will be evaluated to determine whether his job is safety-sensitive.  The City will determine through job classification safety sensitive employees for purposes of its Drug-Free Workplace program.

The City of Montevallo has the authority to conduct random drug testing of employees in safety sensitive positions.
SECTION 7 - REASONABLE SUSPICION OF SUBSTANCE ABUSE TESTING
1. Whenever a City of Montevallo Department Head, Manager of Supervisor has a reasonable suspicion to believe that an employee on duty is intoxicated or under the influence of alcohol or drugs, the employee may be ordered to submit to a drug and/or alcohol test.  Refusal of an employee to submit to the test will be cause for discipline, including termination.

2. “Reasonable suspicion” is that quantity of proof or evidence that is more than intuition or strong feeling, but less than probable cause.  Such “reasonable suspicion” must be based on specific, objective facts or reasonable inferences drawn from such facts that would cause a reasonable person to suspect that the employee is or has been using drugs or alcohol.

The guidelines for such “reasonable suspicion” include but are not limited to any one or more of the following:

a. Direct observation of prohibited drug or alcohol use

b. Slurred speech

c. Alcohol beverage odor on breath

d. Unsteady walking or movement

e. An accident involving city property

f. Physical altercation

g. Verbal altercation

h. Lapse in cognitive abilities

i. Aggressive, hostile, threatening, disruptive or unusual behavior

j. A report of prohibited drug or alcohol use provided by a reliable and credible source

k. Evidence that a drug or alcohol test of the employee has been tampered with

l. Evidence that the employee is involved in the use, possession, sale, solicitation or transfer of prohibited drugs

m. Reddened eyes or dilated pupils

n. Excessive craving for work or sweets

o. Changes in appearance and demeanor

p. Unexplained absences from normal work, excessive absenteeism or tardiness

q. Unexplained, significant deterioration in job performance

3. The conduct that is the basis for the request for an alcohol/drug screen test shall be observed by any supervisor, Department Head, and/or the Mayor. The observed conduct that arouses suspicion of drug/alcohol use shall be documented in writing by the witness(es) as soon as possible following observation.  This documentation shall occur within twenty-four (24) hours of the observed behavior or before the result of the drug/alcohol screen test results are released, whichever is earlier.  The documentation shall then be submitted to the City Clerk for placement in the employee’s personnel file.  After testing for a reasonable suspicion, a City representative will then transport the employee back to the City premises, where a spouse, family member or other such individual will be contacted to transport the employee to his/her home.  In the event no such individual is available, the City will contact a taxi to transport the employee home.  If the reasonable cause test result is negative, the City will reimburse the employee for the cost of the taxi.  If the employee refuses to assent to any of these procedures and attempts to operate his own vehicle, the City will take appropriate efforts to discourage the employee from doing so, up to and including involving local law enforcement officials.  Any employee failing to cooperate with any of the procedures described above will be subject to discipline, up to and including discharge.

SECTION 8 - ACCIDENT OR INCIDENT TESTING
1. When an employee is involved in an accident or incident which causes or could have caused personal injury or property damage, that employee will shall be tested if the employee’s performance caused, contributed to or cannot be completely discounted as a contributing factor to the accident.  Such a test shall be administered within twenty-four (24) hours of the accident or incident for drugs, and three (3) hours for alcohol.

2. For testing following an accident, the Supervisor, Department Head or Mayor making the decision shall be guided by the seriousness of the accident event; such as whether the accident produced significant damages or injuries or death to any person; the degree of negligence or fault of the employee in the accident, as related by witnesses, circumstances and best information; or any direct or circumstantial evidence indicating recent drug or alcohol use by the employee involved in the accident.

3. Safety-sensitive employees will be tested after any work related injury or accident where:

a. An employee is injured beyond the need for simple first aid, or

b. Property or vehicles are damaged (over $200 estimated), or

c. An employee has caused or contributed to an on-the-job injury which results in loss of work time, or

d. An injury which is a worker’s compensation injury, or

e. If there is reasonable suspicion of drug or alcohol use.

Non safety-sensitive employees will be screened or tested after any work related injury or accident (as described above) where a supervisor has a reasonable belief, based on specific facts, that the employee’s acts or omissions contributed to the occurrence or severity of the accident.
Employees are prohibited from using alcohol within eight (8) hours following an accident or until testing or initial screening is completed.  Any test screen for alcohol should be completed within two (2) hours of a work-related accident, or as soon thereafter as is practicable.

All employees are put on notice that a positive, confirmed drug test following an on-the-job accident is evidence of “willful misconduct” under this policy and disqualifies the employee from the receipt of worker’s compensation benefits.

1. An employee who is so severely injured as to be unable to provide a specimen at the time of the accident will afterwards be required to authorize release of hospital or medical facility test results that would reveal the presence of controlled substances.

2. Refusal to submit to a drug/alcohol test or to allow access to the medical records that would reveal the presence of controlled substances will result in removal from duty and possible disciplinary action, including termination.

SECTION 9 - CONDITION OF EMPLOYMENT
Compliance with the alcohol and drug testing policy is a condition of employment with the City of Montevallo.  Failure or refusal of an employee to fully cooperate, including failure to submit to inspections or tests called for by the policy or to fulfill agreements will be grounds for disciplinary action, including termination.

1. If any part of this policy is determined to be void or unenforceable under State or Federal Law, the remainder of the policy, to the extent possible, will remain in full force and effect.  No part of this policy, or any of the procedures therein, is intended to affect the City’s right to manage its workplace or to discipline its employees.  Nor is it a guarantee of employment, continued employment, or of any terms or conditions of employment.  This policy does not create a contract, either expressed or implied, between the City and any employee.

2. It is the City’s policy to encourage any employee with an alcohol or drug dependency or concern to seek professional assistance before the problem leads to an incident that may result in discipline or termination.  

3. The City reserves the right to interpret, change, modify, amend or rescind this policy in whole or in part.  Exceptions to this policy may be granted in unusual or extenuating circumstances, but only with the approval of the Mayor of the City of Montevallo. 
4. Worker’s Compensation – As provided by Section 25-5-51, Code of Alabama 1975, as amended, a worker injured at the workplace or in the course of employment will not be paid benefits under the Alabama Worker’s Compensation Law if the injury is a result of an accident caused by the employee’s impairment by drugs and/or alcohol.  Further, a positive drug test conducted and evaluated pursuant to Section 15-5-51 shall be a conclusive presumption of impairment resulting from use of illegal drugs. 

5. Unemployment Compensation – Section 25-4-78, Code of Alabama 1975, as amended, provides that no unemployment compensation will be paid to an employee dismissed after testing positive for drugs or alcohol, refusing to submit to a test for drugs or alcohol, or knowingly altering or adulterating any test sample. 
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ARTICLE 7 – PERSONNEL BOARD
SECTION 1: Selection of Members of Personnel Board
By adoption of these Personnel Policies & Procedures and Montevallo City Ordinance 07T on September 26, 2007, the City hereby expands its Personnel Board to include three (3) at large members serving for three (3) year terms. 
SECTION 2: Qualifications
Persons appointed to the Board shall:

a) Be in agreement with the basic policies and principals of merit employ​ment.

b) Be qualified voters of the municipality.

c) Have resided in the municipality for at least four years immediately prior to their appointment.

The at-large persons may not be a member of the Board while:

a) Residing outside the corporate limits.

b) Running for an elective public office.

c) Serving as an officer of a political party.

SECTION 3: Removals and Vacancies

If, during the term for which he/she is appointed to the Board, a member is absent from three (3) board meetings without excuse from the City Council, his or her position on the Board shall become vacant.

A member of the Board may be removed from the Board for just cause by a two-thirds vote of the members of the City Council.  The City Council fills all vacancies on the Board. A person appointed to fill such a vacancy shall hold the position on the Board for the remainder of the unexpired term for that vacated position.

SECTION 4: Duties
The Board shall elect its own Chairman and establish its own rules of procedure which shall include a minimum of one (1) meeting per year at a time and place set by the Board. The Chairman shall convene the Board at any time upon receipt of a written request signed by two members of the Board or signed by the City Council within a period not exceeding seventy-two hours.

The Board shall upon the request of the City Council or upon its own initiative, inquire into the administration of the personnel system and, on the basis of the inquiry, make written recommendations regarding the system to the City Council. The Board as a whole shall have access to any records necessary for its inquiry.

The Board shall function as a grievance committee.
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ARTICLE 8 - GRIEVANCE PROCEDURE

SECTION 1 - PURPOSE

The purpose of the grievance procedure is:

a. To provide employees a procedure by which their complaints can be considered rapidly, fairly and without reprisal.

b. To encourage the employee to express himself/herself about the conditions of work as they affect the employee.

c. To promote better understanding of policies, practices and procedures which affect employees.

d. To instill confidence in employees that personnel actions are addressed in accord with established, fair and uniform policies and procedures.

e. To develop in supervisors a greater sense of responsibility in their dealings with employees.

SECTION 2 - DEFINITION

A “grievance” is any complaint that an employee has relating to work conditions, terms and conditions of employment, or disciplinary action (except that of a complaint related to a disciplinary suspension), a disciplinary demotion or a dismissal.

SECTION 3 - GRIEVANCE POLICY IN CASES NOT INVOLVING DISMISSAL

a. Purpose- The most effective accomplishment of the work of the municipality requires prompt consideration and equitable disposition of the employee grievances.  It is the desire of the municipality to address the causes of grievances informally, and both supervisors and employees are expected to make every effort to resolve problems as they arise.

b. Procedure-  The procedure to be followed by an employee who has a grievance (not involving a complaint relating to a disciplinary suspension of more than (3) days, to a disciplinary demotion or to a disciplinary termination) is as follows:

Step 1.  Within five (5) working days after the event giving rise to a grievance, the employee must present the grievance to his/her supervisor in writing. Upon receipt of a written grievance, the supervisor has three (3) working days to provide a written statement of findings and action taken to the employee.   
Step 2.  If the grievance is not acted upon by the employee’s supervisor, or if the grievance is not resolved to the satisfaction of the employee, the grievance must be reduced to writing and submitted by the employee to the Department Head.  The written grievance must be received by the Department Head no later than ten (10) working days following the date it was presented to the employee’s supervisor and, in no event, more than fifteen (15) working days after the event giving rise to the grievance.  Failure to submit a timely written grievance terminates an employee’s rights under the grievance procedure.
Step 3.  Upon receipt of a written grievance, the Department Head has five (5) working days to provide a written statement of findings and action taken to the employee.   

Step 4.  If satisfaction is not obtained within five (5) working days following the date of appeal to the Department Head, the employee may appeal to the City Council for a hearing before the city’s Personnel Board.  At the next regularly scheduled Council meeting immediately following the employee’s request for a hearing, the City Council shall refer the matter to the City’s Personnel Board.    The Personnel Board must meet and hear the employee’s grievance and issue a written opinion on such grievance to the employee and the City Council.  The meeting of the Personnel Board shall be conducted in an informal manner and the chairman shall make every effort to avoid the appearance of conducting a trial in a court of law.  The employee shall have the right to appear and be heard in person or be represented by counsel.  Appellant’s failure to attend or notify the chairman of the Personnel Board of his or her inability to attend will constitute just cause for dismissal of the appeal.  

Step 5.  At the next regularly scheduled Council Meeting the City Council will consider the recommendations of the Personnel Board. The City Council shall make the final determination in the case.  The decision of the City Council shall be final.  If the City Council fails to take action on the report the Personnel Board within the prescribed time, the recommendations of the Personnel Board shall be final.  
SECTION 4 - PROTECTION

No employee shall be disciplined or discriminated against in any way because of his proper use of the grievance procedure.
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ARTICLE 9 - DISCIPLINE AND DISCIPLINARY PROCEDURES

SECTION 1 - GENERAL DUTY OF EMPLOYEE

It shall be the duty of each employee to maintain high standards of conduct, cooperation, efficiency, economy and performance in work for the City.

SECTION 2 - DISCIPLINE POLICY

Generally, the tenure of every employee shall be conditioned on the satisfactory conduct of the employee and continued satisfactory performance of assigned duties and responsibilities.  An employee who has competed his/her introductory period may be dismissed, demoted, suspended, or reprimanded for cause or for any reason deemed to be in the City’s best interest.

SECTION 3 - CAUSES FOR DISCIPLINARY ACTION

The following are examples of causes that shall be sufficient cause for reprimand, suspension, demotion or dismissal:
a. Conviction of a felony or other crime involving moral turpitude.

b. Incompetency or inefficiency.

c. Unsatisfactory work performance.

d. Absent without leave.

e. Failure or refusal to carry out instructions.

f. Neglect of duty.

g. Incapacity due to mental or physical disability.

h. Unsatisfactory record or tardiness and/or absenteeism.

i. Insubordination and/or disregard of orders.

j. Falsification of any information required by a supervisor or the City.

k. Failure to properly and/or promptly report accidents or personal injuries.

l. Misappropriation, destruction, theft or conversion of public property
m. Neglect or carelessness resulting in damage to public property.
n. Conviction during employment of misdemeanor and/or traffic offenses that affect the employee’s ability to perform the job.

o. Introduction, possession or use on public property, in or on public equipment, and/or while at work of intoxicating liquors or controlled substances (drugs).

p. Proceeding to or from work, presenting himself/ herself for work, or being present for work while under the influence of intoxicating liquor or controlled substances (drugs).

q. Use of public property while off duty while under the influence of intoxicating liquor or controlled substances (drugs).

r. Gambling on public property or while at work.

s. Fighting or deliberately injuring another.

t. Rude or disrespectful conduct directed toward a member of the public or co-workers.

u. Waste of public supplies or equipment.
v. Disorderly or immoral conduct.

w. Conduct unbecoming an employee in the public service.

x. Use of public property or equipment on private property for personal gain.

y. Any reason deemed to be in the best interest of the City.

z. Testing positive on a drug and alcohol test.

aa. Failure to sign a drug and alcohol testing consent form.

ab. Failure to cooperate in any drug and alcohol testing procedure.

ac. Sexual harassment or harassment of any kind.
ad. Discrimination of any kind.
ae. Retaliation against any employee for filing a complaint and/or grievance.
af. Threat(s) or acts of violence in the workplace.
SECTION 4 - TYPES OF DISCIPLINARY ACTION

The following disciplinary actions may be implemented by the Department Head or his\her designee, or the Mayor:

a. Reprimand.  An employee may be reprimanded for cause.  In such event, the reprimand will be reduced to writing and a copy shall be placed in the employee’s personnel file.  A reprimand is subject to the grievance procedure set forth in Article 8, Section 3.
b. Suspension for three (3) days or less.  An employee may be suspended for cause for up to three (3) days without pay.  In such event, the employee shall be given written notice of the suspension, together with the reasons therefore.  A suspension of up to three (3) days is subject to the grievance procedure set forth in Article 8, Section 3, but is not otherwise appealable.

c. Suspension of more than three (3) days.  An employee may be suspended without pay for a period ranging between four (4) and thirty (30) days for cause, after consultation and approval of the Mayor.  In such event, the procedure set forth below in Article 9, Section 5 shall be followed, and any such suspension shall not be subject to the grievance procedure set forth in the GRIEVANCE PROCEDURE section.

d. Demotion.  An employee may be demoted from his/her existing position for cause after consultation and approval of the Mayor.  In such event, the procedure set for below in Article 9, Section 5 shall be followed, and any such demotion shall not be subject to the grievance procedure set forth in GRIEVANCE PROCEDURE section.

SECTION 5 - PROCEDURE APPLICABLE TO SUSPENSIONS OF MORE THAN THREE (3) DAYS, DEMOTIONS, AND DISMISSALS.

The following procedure shall be followed when the Department Head or Mayor proposes to suspend without pay for more than three (3) days, or demote, or dismiss a regular, classified employee.

A. Determination Procedure.

1. Written notice setting out specific charges and the intent of the disciplinary action being taken.  Such written notice shall advise the employee:

a. That a Determination Hearing will be held and the date, time and place of such hearing.

b. That the Determination Hearing will be held to consider the charges against the employee and the intent of the disciplinary action being taken against the employee.

c. That at the Determination Hearing the employee may be accompanied by anyone of his choosing and will be afforded the opportunity to respond to the charges orally or in writing.

2. The Determination Hearing shall be conducted by the Mayor within five (5) working days after the employee has received the written notice setting forth the charges against him/her and the intent of the disciplinary action. At such hearing, the evidence against the employee shall be explained and the employee shall be afforded opportunity to respond orally or in writing.

3. The Mayor shall issue his/her decision within three (3) working days of conclusion of the hearing.  Such decision shall be promptly delivered to the employee and shall advise the employee:

a. Of the decision;

b. Of the date on which the discipline to be imposed, if any, is to become effective; and

c. If the decision is to suspend the employee without pay for more than three (3) days, to demote the employee, or to dismiss  the employee, that the employee has a right to appeal such action, that such appeal must be made in writing and must be delivered to the City Clerk within five (5) working days of the employee’s receipt of the decision, and that if written notice of appeal is not received within five (5) working days of the employee’s receipt of the decision, all rights to appeal are extinguished.

4. An employee may waive his/her right to a Determination Hearing either by delivering a written waiver to the Mayor or to the Department Head or his/her designated representative who proposed to take disciplinary action or by failing to appear for the Determination Hearing, which shall be considered an admission that the charges against the employee are correct.  In the event of the waiver, the Mayor shall render his/her decision within five (5) working days of the date on which the Hearing was set.

B. Appeal to the Personnel Board.

In the event that the decision following a Determination Hearing is to suspend an employee for more than three (3) days, to demote an employee, or to dismiss an employee, the employee may appeal such decision to the Personnel Board.  Such Appeal shall be subject to the following requirements and procedures: 
1. Any appeal from the decision following a Determination Hearing must be in writing and must be delivered to the City Clerk within five (5) working days of the employee’s receipt of the decision. Otherwise, the decision shall be final and shall not be subject to further review.

2. Upon receipt of timely notice of appeal by an employee, the City Clerk shall, within five (5) working days, schedule the date for a hearing to be conducted by the Personnel Board.  The date for commencement of such Appeal shall be within fifteen (15) days of receipt by the City Clerk of the employee’s timely notice of appeal.  Notice of the date, time and place for such Appeal shall be delivered to the employee and his/her Department Head.

3. The Appeal shall be conducted by the Personnel Board for the purpose of reviewing the decision and considering such evidence as may be offered in connection with such decision and the charge against the employee.  At such hearing, the employee shall:

a) have the right to appear on his own behalf and/or to be represented by counsel of his/her own choosing;

b) have the right to call witnesses to testify on his/her own behalf;

c) have the right to cross examine witnesses testifying against him/her;

d) have the right to refuse to testify, but he/she may be cross-examined if he/she chooses to testify.
4. The Personnel Board shall have the power to issue subpoenas compelling the attendance and testimony of witnesses and the production of documents or other papers.  Failure to comply with a subpoena issued by the Personnel Board shall be punishable by a fine of not less than fifty dollars ($50.00) and not more than five hundred dollars ($500.00).

5. Failure of the employee to appear at a Hearing before the Personnel Board shall result in a dismissal of the appeal.  In that event, the decision that was appealed shall be final and binding.
6. Within seven (7) working days following conclusion of the Hearing, the Personnel Board shall issue a written recommendation to the Mayor.  The Personnel Board may recommend that:

a. The decision appealed from be affirmed and ratified; or 

b. The decision appealed from be rescinded; or

c. The decision appealed from be modified, and may recommend the disciplinary penalty imposed be modified, increased, or decreased.

7. Within fourteen (14) working days of his/her receipt of the recommendation from the Personnel Board, the Mayor shall issue a written decision that shall be final and binding on the employee and the City.

8. In any case in which the Mayor has been the person who has proposed to take disciplinary action and/or who has acted as the deciding official at the Determination Hearing, the Mayor may, in his/her discretion, appoint a member of the Personnel Board as his/her designee to receive and act upon the recommendation of the Personnel Board, in which event the decision of such designee shall be final and binding.

9. The final decision of the Mayor or his/her designee shall be promptly reported by the Personnel Board to the employee.

C. Appeal to the City Council.

In the event that the decision following an Appeal Hearing is to suspend an employee for more than three (3) days, to demote an employee, or to dismiss an employee, the employee may appeal such decision to the City Council.  Such Appeal shall be subject to the following requirements and procedures:

1. Any appeal from the decision following a Personnel Board Hearing must be in writing and must be delivered to the City Clerk within five (5) working days of the employee’s receipt of the decision.  Otherwise the decision shall be final and shall not be subject to further review.

2. Upon receipt of timely notice of appeal by an employee, the City Clerk shall, within five (5) working days schedule the date for a hearing to be conducted by the City Council.  The date for commencement of such Hearing shall be within fifteen (15) days of receipt by the City Clerk of the employee’s timely notice of appeal.  Notice of the date, time and place for such hearing shall be delivered to the employee and his/her Department Head.

3. The Hearing shall be conducted by the City Council for the purpose of reviewing the decision and considering such evidence as may be offered in connection with such decision and the charge against the employee, at such hearing, the employee shall:

a) Have the right to appear on his own behalf and/or to be represented by counsel of his/her own choosing;

b) Have the right to call witnesses to testify on his/her own behalf;

c) Have the right to cross examine witnesses testifying against him/her;

d) Have the right to refuse to testify, but he/she may be cross-examined if he chooses to testify;

4. The City Council shall have the power to issue subpoenas compelling the attendance and testimony of witnesses and the production of documents or other papers.  Failure to comply with subpoena issued by the City Council shall be punishable by a fine of not less than fifty dollars ($50.00) and not more than five hundred dollars ($500.00).

5. Failure of the employee to appear at a Hearing before the City Council shall result in a dismissal of the appeal.  In that event, the decision that was appealed from shall be final and binding.

6. Within seven (7) working days following conclusion of the Hearing, the City Council shall issue a written recommendation to the Mayor.  The City Council may recommend that:

a. The decision appealed from be affirmed and ratified; or 

b. The decision appealed from be rescinded; or

c. The decision appealed from be modified, and may recommend the disciplinary penalty imposed be modified, increased, or decreased.

7. Within fourteen (14) working days of his/her receipt of the recommendation from the City Council, the Mayor shall issue a written decision that shall be final and binding on the employee and the City.

8. In any case in which the Mayor has been the person who has proposed to take disciplinary action and/or who has acted as the deciding official at the Determination Hearing, the Mayor may, in his/her discretion, appoint a member of the City Council as his/her designee to receive and act upon the recommendation of the City Council, in which event the decision of such designee shall be final and binding.

9. The final decision of the Mayor or his designee shall be promptly reported by the City Council to the employee.

SECTION 6 - SUSPENSION WITH PAY PENDING DETERMINATION OF DISCIPLINE

Whenever, in the discretion of the Mayor, or an employee’s Department Head or his/her designated representative, it is necessary or desirable that an employee be removed from the City’s active service, pending a determination of possible disciplinary action, the employee may be suspended with pay until a Determination hearing has been held and a determination of discipline has been made, or if no Determination Hearing is required or if such Hearing is waived, until a determination of discipline has been made.

SECTION 7 - INTRODUCTORY EMPLOYEE

Any introductory employee may be suspended or removed at any time by the Mayor.  Introductory, temporary, seasonal or part-time employees shall not have the right of appeal from such action.

SECTION 8 - OPERATORS OF CITY-OWNED MOTOR VEHICLES

Employees may not drive City owned vehicle for City business without the approval of their supervisor.  Employees approved to drive on City business must immediately inform their supervisor in writing of any change that may affect either their legal or physical ability to drive or their continued insurability; i.e., loss of driver’s license.  City-owned vehicles which are to be used as transportation to and from work will not be utilized for personal purposes.  

Employees are not permitted, under any circumstances, to operate a City-owned vehicle or a personal vehicle for City business when any physical or mental impairment causes the employee to be unable to drive safely.  This prohibition includes, but is not limited to, circumstances in which the employee is temporarily unable to operate a vehicle safely or legally because of illness, medication or intoxication.

Employees who drive a vehicle on City business must exercise due diligence to drive safely and maintain the security of the vehicle and its contents.

Employees must ensure that City owned vehicles meet any City or legal standards for maintenance and drivability.  The vehicle shall be kept in clean condition to properly represent the City of Montevallo.

Employees are responsible for any driving infractions or fines as a result of their driving.

Employees required to use personal vehicles for approved business purposes will receive a mileage allowance equal to the Internal Revenue Service mileage allowance for such use.

All City owned vehicles must be marked with the City of Montevallo logo.

Driving any City-owned vehicle outside the City limits of Montevallo, unless on City business, will not be allowed.

There will be no smoking in City owned vehicles.

*****************************************************************

ARTICLE 10 - POLITICAL ACTIVITY
SECTION 1 - POLITICAL LIMITATIONS

a. No person in the employment of the City of Montevallo, whether classified or unclassified, shall be denied the right to participate in or denied the right to refrain from engaging in city, county, or state political activities to the same extent as any other citizen of the State of Alabama, including endorsing candidates and contributing to campaigns of his or her choosing.
b. All persons in the employment of the City of Montevallo shall have the right to join local political clubs and organizations, and state or national political parties.

c. All persons in the employment of the City of Montevallo shall have the right to publicly support issues of public welfare, circulate petitions calling for or in support of referendums, and to contribute freely to those of his or her choosing.

d. No person in the employment of the City of Montevallo shall have the right 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 Section shall be subject to punishment as provided by the laws of the State of Alabama. 

e. No person in the employment of the City of Montevallo, whether classified or unclassified, shall use any City funds, property or time for any political activities.  Any person who is in the employment of the City shall be on approved leave to engage in political action, or the person shall be on personal time before or after work or on holiday.  It shall be unlawful for any officer or employee to solicit any type of campaign contributions from other employees who work for the officer or employees in a subordinate capacity.  It shall also be unlawful for any officer or employee or 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 subject to fine or imprisonment as provided by law.

f. Any employee of the City, whether in the classified or unclassified service, who qualifies to seek a political office with the City of Montevallo shall be required to take an unpaid leave of absence from his or her employment, or use accrued overtime leave or accrued vacation leave time with the City from the date he or she qualifies to run for office until the date on which the election results are certified or the employee is no longer a candidate or if there are no other candidates on the ballot.  Any employee who violates this subsection shall forfeit his or her employment position.  In no event shall this Section apply to elected officials.
g. When off duty, out of uniform and acting as a private citizen, no law enforcement officer or firefighter shall be prohibited form engaging in City, county, or state political activity or denied the right to refrain from engaging in political activity so long as there is compliance with this rule.

SECTION 2 - POLITICAL PRESSURE

No person shall attempt to use his/her official authority or position for the purpose of influencing the vote or political action of any person.  Any person who violates this section of this article shall be guilty of a felony (under State law, Section 608, (act 819 of the 1977 session of the Alabama Legislature), punishable by a fine not exceeding ten thousand dollars ($10,000.00) or imprisonment in the state penitentiary for a period not to exceed two (2) years, or both.

No employee shall participate in campaigns or any political activity during work hours.  Any activity during work hours will be subject to disciplinary actions.

*****************************************************************

ARTICLE 11 - OUTSIDE EMPLOYMENT

SECTION 1 – REGULAR FULL-TIME EMPLOYEE PRIOR NOTIFICATION TO DEPARTMENT HEAD
No regular full-time employee in the classified service shall accept outside employment, whether part-time, temporary or regular, without prior notification to his/her Department Head.  Each change in outside employment shall require separate notification.  Approval shall not be granted when outside employment conflicts or interferes, or is likely to conflict or interfere with the employee’s public service.  Employees may not engage in any private business or activity while on duty.  No employee shall engage in or accept private employment or render any service for private interest when such employment or service is incompatible or creates a conflict of interest with his/her official duties.
*****************************************************************

ARTICLE 12 – ATTENDANCE AND PUNCTUALITY
SECTION  1 - PURPOSE
Each employee is expected to be on duty at the time described by his particular department or division.  If an employee is to be absent for a valid reason (sickness, funeral, etc.) it is the employee’s responsibility to notify his/her supervisor of such intended absence prior to his/her normal reporting time.

SECTION 2 – ATTENDANCE

a. Absences Without Leave (AWOL) – An absence without leave is an unauthorized absence when scheduled to work.  An employee not reporting to his supervisor before thirty (30) minutes of his shift time has elapsed will be considered “Absent Without Leave”.  Absenteeism will be subject to disciplinary action.
b. Unexpected Sick Leave – A request for unscheduled sick leave should be made prior to the time employee is scheduled to start work; however an employee reporting to his supervisor before thirty (30) minutes of his shift time has elapsed may be allowed to take sick leave with the approval of his supervisor.

c. Absence from Job Site -  City Employees are expected to report to their workplace on time when scheduled to work and remain on the job unless authorized to leave by their supervisor.  Repeated unauthorized absences will be subject to disciplinary action.
SECTION 3 – PUNCTUALITY

An employee not arriving for work on time who contacts his supervisor before his absence exceeds thirty (30) minutes will be considered “Late”.  An employee considered “Late” who arrives between thirty (30) to sixty (60) minutes late will be permitted to work only if authorized by his Department Head or supervisor.  An employee who is late for work, but works the remainder of the day, will not be paid for the late time.  An employee not permitted to work will be considered on “Leave Without Pay” for the day.  Repeated lateness within a twelve (12) month period will result in progressive disciplinary action.
SECTION 4 - REPORTING

Absence Reports - Absences and types of leave should be reflected on weekly time sheets.
Other Reports – Such other forms and reports shall be prescribed as are necessary to properly implement these Rules.

***************************************************************************
ARTICLE 13 - MISCELLANEOUS
SECTION 1 - DRESS AND APPEARANCE

The rules and regulations governing hair and personal appearance styles in the departments of the City of Montevallo are expected to be complied within a spirit of cooperation by all members.  It is necessary for office employees to dress in a clean, professional manner. With this in mind, staff should dress so that body piercings (i.e. eye brows, nose etc. other than earrings) and body decorations (i.e. tattoos) shall not be visible to the public. The outside employees are to dress appropriately for the work to be performed.  To shirk or disregard this responsibility shall subject the employee to disciplinary action.
SECTION 2 – VOLUNTEER FIRE FIGHTERS

The City does not restrict being a volunteer fire fighter. However, no employee, other than those employed by the Fire Department, shall respond to fire calls while on duty for the City.  Due to liability issues it is not allowed.  Fire calls may be responded to on your own time (i.e. nights and weekends) when not on duty for the city.

***************************************************************************
ARTICLE 14 - PROCEDURE TO EFFECT A DISCIPLINARY TERMINATION OF A NON-CLASSIFIED SERVICE EMPLOYEE OR CITY OFFICIAL

SECTION 1 - REMOVAL OF MUNICIPAL OFFICER, NON-CLASSIFIED EMPLOYEES

The City Council may remove, by a two-thirds (2/3) vote of all those elected to the Council, any such person for incompetence, malfeasance, misfeasance or nonfeasance in office and for conduct detrimental to good order or discipline, including habitual neglect of duty, or for any other reason deemed appropriate by the City Council.
***************************************************************************
ARTICLE – 15 - PROHIBITING DISCRIMINATION, SEXUAL HARASSMENT, OTHER HARASSMENT, AND RETALIATION
SECTION 1- NO HARASSMENT, NO DISCRIMINATION, NO RETALIATION POLICY

The City of Montevallo does not authorize and will not tolerate any form of discrimination or harassment of or by any employee (i.e., supervisory or non-supervisory) or non-employee based on race, sex, religion, color, national origin, age, disability, citizenship status or any other factor protected by law.

It is also a violation of policy for anyone to retaliate, threaten or seek any type of reprisal against an individual acting in good faith who reports discrimination/harassment or who participates or cooperates in an investigation regarding discrimination/harassment.

The term “discrimination” includes, but is not limited to, taking any adverse employment action due to an employee’s race, sex, religion, color, national origin, age, disability, citizenship status or other factors protected by law.  This policy applies to all employment actions taken by any person at The City of Montevallo including, but not limited to: compensation; benefits; transfers; terminations; layoffs; recalls; company sponsored training; education; tuition assistance; social and recreational programs; and all other employment actions or decisions at the City of Montevallo.

The term “harassment” includes, but is not limited to: offensive language; jokes; or other verbal, graphic or physical conduct; or intimidating, threatening or offensive behavior relating to an employee’s race, sex, religion, color national origin, age, disability, citizenship status or other factors protected by law which would make the reasonable person experiencing such harassment uncomfortable in the work environment or which could interfere with the person’s job performance.
The term “retaliation” includes, but is not necessarily limited to, any adverse employment action taken because an employee has engaged in protected conduct.  Protected conducted under this policy includes, but is not limited to reporting or complaining in good faith about any discrimination or harassment, or participating in an investigation about alleged discrimination or harassment.

This policy applies to each and every employee, both management and non-management.  It is the City policy that all employees have a right to work in an environment free of discrimination, which encompasses freedom from any form of harassment or retaliation.  This includes behavior of peers, superiors, subordinates, customers, and visitors to the premises.  Such conduct by an employee may result in disciplinary action up to and including dismissal.

SECTION 2- SEXUAL HARASSMENT

No supervisor or management employee may threaten or insinuate, either explicitly or implicitly, that an employee’s submission to or rejection of sexual advances will in any way influence any personnel decision regarding that employee’s employment, such as evaluation, wages, advancement, assigned duties, work hours, or any other condition of employment or career development.

Sexual Harassment may be overt or subtle.  Some behavior which is appropriate in a social setting may not be appropriate in the work place.  Sexual harassment does not refer to behavior or occasional compliments of a socially acceptable nature.  It refers to behavior that is unwelcome, offensive, and affects an individual’s employment or work conditions.

Some examples of conduct that may constitute sexual harassment include: (a) making unwelcome sexual flirtations, advances, requests for sexual favors, or other verbal, visual or physical conduct of a sexual nature a condition of employment; or (b) creating an intimidating, hostile or offensive working environment by such conduct as:
1. sexual innuendo or sexually suggestive comments, including but not limited to, sexually oriented “kidding,” “teasing,” or “practical jokes;” jokes about gender specific traits, foul or obscene language or gestures;

2. subtle or direct pressure or request for sexual activities;

3. unnecessary touching of an individual, such as pinching, patting, or brushing up against another’s body;

4. graphic verbal comments about an individual’s body or appearance;

5. sexually degrading words used to describe an individual;

6. the reading or displaying in the work place of sexually suggestive or revealing words, objects or pictures;

7. sexually explicit or offensive jokes;

8. physical assault; or

9. other explicit or implied conduct of a sexual nature which relates to or affects an individual’s employment.
No employee, supervisor, manager or others shall threaten or suggest that an employee’s refusal to submit to sexual harassment will adversely affect that person’s employment, work status, evaluation, wages, advancement, assigned duties, hours of work or any other terms or conditions of employment.  Similarly, no employee, regardless of job title, shall promise, imply or grant any preferential treatment in return for another employee’s acceptance of conduct which is sexually harassing.
SECTION 3- OTHER HARASSMENT

Statements, behavior or the display or use of words, objects or pictures that others could interpret as being insulting, derogatory or slurs towards persons based upon their race, color, national origin, religion, sex, age, disability, citizenship status or any other protected class, are also prohibited by the policy.  Also prohibited are statements or actions that are threatening, intimidating, vulgar, or hostile, even if not based on protected class status.  Such conduct may make a reasonable person uncomfortable in the work environment or could interfere with an employee’s ability to perform his or her job, regardless of whether the actions are from a fellow employee, supervisor, customer or visitor.

Comments or actions of this type, even if intended as a joking matter among friends, are always inappropriate in the work place and will not be tolerated.  The conduct forbidden by this policy specifically includes, but is not limited to: (a) epithets, slurs, negative stereotyping, kidding, teasing, joking or intimidating acts that are based on a person’s protected status, and (b) written or graphic material circulated within the work place that shows hostility toward a person or group because of a person’s protected status or characteristic(s).

No supervisor of manager should participate in such behavior and must take immediate action to stop those who are known to be or suspected of being involved in such conduct.  The supervisor must also contact and report the information to the Mayor and City Clerk.

SECTION 4- RETALIATION

It is a violation of policy for anyone to retaliate, threaten or seek any type of reprisal against an individual who reports discrimination or harassment or who participates or cooperates in an investigation regarding discrimination/harassment.  If an employee believes that reprisal, intimidation or retaliation has occurred, report that to the supervisor, a Department Head, City Clerk or the Mayor.  Those who engage in retaliatory behavior will be subject to discipline, including discharge.

SECTION 5- HOW TO REPORT INSTANCES OF DISCRIMINATION, HARASSMENT OR RETALIATION

An employee who has a complaint or concern relating to discrimination, sexual harassment, retaliation, or other form of harassment, abusive taunting, or demeaning behavior, including concerns about such conduct from non-employees, must report the conduct to his or her Department Head, the City Clerk, or the Mayor.  An employee should report the behavior complained of even if it is not directed toward the employee who reports it.
SECTION 6- HOW THE CITY OF MONTEVALLO WILL INVESTIGATE COMPLAINTS

The City of Montevallo will promptly investigate complaints of discrimination, harassment, or retaliation.  The investigation will be conducted as impartially and confidentially as possible.  At the conclusion of the investigation, the City Clerk will advise the complaining employee of the results of the investigation and any disciplinary actions to be taken, if any.

If it is determined that a complaint is valid, The City of Montevallo will take appropriate disciplinary action against the offender based upon the severity of the discrimination, harassment, or retaliation and the individual’s job responsibilities, length of service and employment history.  Disciplinary action may include a written warning, suspension, demotion, and/or termination of employment.

SECTION 7- EMPLOYEE RESPONSIBILITIES

· Comply with the policy

· Report any violations

· Cooperate with any investigation by providing complete and truthful responses to questions.

ACKNOWLEDGEMENTS ON ANTI-HARASSMENT POLICY AND ANTI-DISCRIMINATION POLICY OF THE CITY OF MONTEVALLO

I understand that as part of its anti-harassment and anti-discrimination process, The City of Montevallo periodically asks employees whether that have been sexually harassed, harassed in any other form at work, or discriminated against as described in The City of Montevallo’s anti-harassment policy and anti-discrimination policy.  I also understand that The City of Montevallo asks employees to identify any other employee who may believe that he or she has been sexually harassed, harassed or discriminated against.
I further understand how to report instances of harassment and/or discrimination, how The City of Montevallo will investigate complaints, my commitment to an effective anti-harassment and anti-discrimination policy, The City of Montevallo’s commitment to an effective anti-harassment and anti-discrimination policy, and that there will be no retaliation against me for filing complaints and reports under this policy.

I further understand that by signing this document I hereby certify that during my employment with the City of Montevallo I have not been sexually harassed, or harassed in any other form in the workplace.  I know of no other employee who believes that he or she has been sexually harassed or harassed in any other form in the workplace.

I further understand that by signing this document I hereby certify that during my employment with the City of Montevallo I have not been discriminated against based on any of the factors protected by law as described in the City of Montevallo’s anti-discrimination policy.  I know of no other employee who believes that he or she has been discriminated against based on any of the factors protected by law as described in the City of Montevallo’s anti-discrimination policy.

I further understand that by signing this document I certify that I have received and read a copy of the City of Montevallo’s Anti-Harassment and Anti-Discrimination Policy.

____________________________________
________________________________
Date






Signed
***************************************************************************
ARTICLE 16 - TRAVEL EXPENSES

SECTION  1 – REIMBURSEMENT FOR TRAVEL

Reimbursement for travel costs, including transportation, food and lodging, incurred by personnel in the performance of their official duties while away from their regular place of duty shall be limited to the following schedule:

Transportation: For reimbursement for the actual cost of air fares, not to exceed cost of accommodations that are less than first class, unless only first class is available, together with ground transportation by the most feasible economical means from the airport to the hotel and meeting facilities.

For the use of privately owned vehicles, mileage at a rate not to exceed the rate generally accepted and set by the Federal Government for governmental employees.

The following general provisions apply:

Lodging Cost: Lodging will be paid at the cost of lodging incurred during an official trip within limits (supported by receipts).  Employees are encouraged to request the governmental rate normally provided for by the majority of lodging establishments throughout the country.  Lodging cost will not include tips, valet parking, room service, in room movies, calls for hotel reservations, etc., but are restricted to the actual room cost, plus any applicable tax.  All claims for lodging must be supported by appropriate certification by the traveler, including identification of the place of lodging on the receipts submitted from the lodging establishment.
Meal Cost: Reimbursement for meal cost will be paid at the cost of meals incurred during an official trip when traveling outside of the distance standards or overnight up to the applicable maximum locality per diem rate allowed to Federal Government Employees with consideration to the area traveled.  For reimbursement the employee must submit itemized receipts to the Department Head with an employee reimbursement form.  The employee will not be reimbursed for alcoholic beverages.
***************************************************************************

  ARTICLE 17 – CITY PAID COMMUNICATION

SECTION 1 – INTERNET
The Internet is a very effective tool and it is in place in many of our City areas.  The City expects its employees to utilize the benefits of this resource to effectively conduct City business. Personal use should be kept to a minimum and absolutely no inappropriate behavior or language will be tolerated.  Abuse of this policy may result in termination.
No employee shall conduct a home-based business from the City’s Internet.
SECTION 3 – TELEPHONE

Employees shall limit their personal telephone calls during business hours.  The city has limited lines and too many personal calls can hinder City business.  Absolutely no inappropriate language or harassment will be tolerated.  Abuse may result in termination.

SECTION 4 – CELLULAR PHONES

Some employees are issued City-paid cell phones and/or radios.  The City pays for the most cost effective plan in regards to the position and or department of use.  The phones and radios are for City business and personal calls should be limited.  If personal calls cause an employee to go over his allowed minutes, the employee is responsible for the difference in the bill. Abuse may result in termination.  If employees are unsure as to the dollar amount of the air time they are allowed, he/she should contact their Department Head or the Accounting Department at City Hall.  The equipment and use is the employee’s responsibility.
***************************************************************************

ARTICLE 18 – WORK PLACE VIOLENCE

SECTION 1- WORKPLACE VIOLENCE POLICY
The City of Montevallo has a policy of zero-tolerance for workplace violence, verbal and non-verbal threats, and related actions.  The City of Montevallo places as much emphasis on employee safety as it does for its citizens.  This policy applies to all employees, managers, supervisors, vendors, contractors, and visitors.

Employees are required to report all assaults or threats to a Department Head, City Clerk or the Mayor.  The report will be kept confidential to the extent possible and employees are assured that no reprisals will be taken against the employee who reports or experiences workplace violence or threats.  Employees who are victims of workplace violence or threats are encouraged to file formal charges with local law enforcement.  The City of Montevallo may also file charges when the actual circumstances dictate.  Any employee who commits or threatens violence, as determined by management, will be disciplined up to and including discharge.
The City of Montevallo is dedicated to provide comprehensive treatment for victimized employees, as well as employees who have witnessed an incidence of workplace violence. This will include prompt medical evaluation and treatment, as appropriate, as well as counseling.  Any medical evaluations, treatment and/or counseling will be kept confidential.

The City of Montevallo believes that preparation and prevention are an integral part of this policy.  Where indicated and appropriate, changes and improvements have been made to facilities to enhance security.  In furtherance of these efforts, The City of Montevallo invites employee suggestions regarding additional safety and security measures and practices.  Please direct any such suggestions to the Department Head, City Clerk or the Mayor.

***************************************************************************

ARTICLE 19 – POLICY PROVISIONS

The provisions of this policy are severable.  If any part of this policy is declared invalid or unconstitutional, such declaration shall not affect the part that remains.

EFFECTIVE DATES

This policy shall become effective immediately upon its passage and approval by the Mayor and City Council.

ADOPTED AND APPROVED THIS 26th day of September, 2007.
ACKNOWLEDGEMENT

I acknowledge having been given a City of Montevallo Personnel Handbook and have been asked to carefully read it.  I have been informed that I may ask my supervisor any questions that I do not understand.  I understand that nothing in this handbook can be interpreted to be a contract for employment for any specified period of time or to place a limitation on my freedom or the City’s freedom to terminate the employment relationship at any time.  I also understand that the City retains the freedom to change the Policies and Procedures with the approval of the Mayor and City Council.
____________________________________________

Signed

____________________________________________

Date

This page is to be signed by employee when given the handbook, removed from the handbook and filed in the personnel file.
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