10 Jack Gray Way, Helena AL 35080
City Hall Council Chambers

Helena City Council May 11, 20246

Council Work Session 5pm
» Review of all 05/11/2026 Agenda ltems
o AP/Bill Payments
o 04/27/2026 Meeting Minutes Review
Update from Council Boards and Committee Business
o Discussion of Board Applicants and Appointments
Staffing Discussion
Discussicn of Motions to Rescind Vote & Motion to Take from the Table
Review of Employee Handbook
Executive Session — Discussion of Real Property
Coenfirmation of Next Meeting

v

VVVVYY

City Council Meeting Agenda épm

Meeting Called to Crder

Invocation

Pledge of Aliegiance

Council Roll Call

Presentation of Minutes from 04/27/2026

Revenue Report and {AP) Bill Payment

Municipal Operations Report: Mayor Billy Rosener
o Departments: Police, Fire, Library, Parks, Public Works, Inspections, Sanitation, and Ufilities

Summer Reading Presentation - Helena Library

Presentation of School Donations

Recognition — Abigail Parsons, Helena High School — First Place Pole Vault at AHSAA 6A Track & Field State

Championship

Approve/Deny — Appointments to Library Board

Approve/Deny — Appointments to Beautification Board

Approve/Deny — Appointments to Helena Historic Preservation Committee

Approve/Deny - Appointments to One Helena

Approve/Deny - ABC License — SPE2AR LLC as OLD TOWN BAR — 4141 Helena Road — 010 LOUNGE RETAIL LIQUOR-

CLASS

Approve/Deny — Employee Handboock

Motion to Rescind April 27, 2026 Vote — Denial - Re-zone Request from B1-NEIGHBORHOOD BUSINESS DISTRICT to B2-

GENERAL BUSINESS DISTRICT — 5248 HWY 17 — Parcel 13828 1 001 018.000 - Maggie Valley, LLC and Dan Rasmussen

as Owners, with g favorable recommendation from Planning & Zoning on April 16, 2026

»  Motion to Take From the Table from April 27, 2026 City Council Meeting - Henley-Sector 2 - Master Plan
Modification/Preliminary Plat — Newcastle Development, LLC, with a favorable recommenddation from Planning &
Zoning on April 16, 2026

» Period for Public Comment — 3 Minutes per Resident, to Sign in with City Clerk between Work Session and Council
Meeting

» Council Comments

¥ Adjournment

YV VVY v Vv VVVvYVYYVYYY

Y v

Proper notice of the posted Agenda for the Pre-Counci! Work Session and Regular Scheduled Meeling of the Helena City Council was given
in advance of such a public meeting and the notice remained posted through the scheduled meeting. By general consent of the Council,
agenda items may be added, removed, or considered out of order. Next City Council Meeting Date: Next Regular Scheduled Meeting will
be June 8, 2024 @ 5pm Work Session followed by Regular Meeting at 6:00pm.

Updated: 05/08/2026
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HELENA CITY COUNCIL WORK SESSION April 27, 2026, 5:00PM

PRE-COUNCIL: Work Session

A discussion and review of City Council agenda items, projects, department, committee, and board liaison reports, and tasks
assigned for City operatfions and business.

All Members present. Work Session started at 5:00PM.

1. Review 04/27/2026 Agenda ltemns

e AP/Bill Payments
McDaniels asked if we were spending our money in the most responsible way; do we have accounts set up with any specific
vendors fo streamline cleaning supplies, office supplies, etc.2 McDaniels also asked for clarification on some checks paid, including
legal services, stating that the amounts fluctuate and several are listed; Mayor states that some outstanding legal firms are from
previous legal matters and/or are outsourced for other specialty matters. Mayor states that general counset is City attorney Brian
Hayes and is available for Council questions at any time. McDaniels asks if there is a consensus on pulling in Council
communication to streamline — Dodson states he will act as Council President and go-between for Council and legal for any
guestions. McDaniels asked again if Council could invite Roymond James and those involved in the bond to come speak to
current Council and get them up to speed.
Mayor states that he did get back the budget vs. actual report for the second quarter from the auditors, wanis o look over
spreadsheet before sending out to Council, hopefully at the next meeting.

= 04/13/2026 Meeting Minutes Review

2. Update from Council Boards and Committee Business

Planning & Zoning met on 04/16, and both items were given a faverable recommendation to the Council for tonight's
agenda; alse had their first meeting for the Planning & Zoning ordinance review committee, Dodson states that it went well,
and will be a thorough process with lots to comb over and discuss. Library Board had three vacancies, but was just notified
that the board chair will also be stepping down for four vacancies, and received four appelications so that will be perfect.
TAG Board will present spring grants tonight. Farmers Market has their first event this Saturday, and is always tooking for more
volunteers; only received one application that later withdrew, has five vacancies at this time. One Helena received two
applications for vacancies. HOT Board would like to hold off appeinting any vacancies until the applicants come volunteer
and make sure that they still want to join the board. Old Town Live had their first event this past Scturday and had between
1500-2000 in attendance, and made over $7000 in beverage sales; great turn out despite the threat of rain. Beard of
Adjustments has a meeting set for 05/15 with one case set. Beautification Board completed the hanging baskets and they
are up around town. Dodson states that he plans to add to the next meeting agenda the approvals/appointments for the
boards/committees,

3. Review of Employee Handbook

Mayor states that the most recent version of the handbook has been provided to Council last week; states that he and
atiorney Hayes have met with each department multiple times for any questions or concerns employees may have, they
were well attended and provided lots of good feedback and updates came from those sessions. Mayor states that they
have been very transparent and communicative during this process. Any future changes needed will be easy to do, as any
handbook changes can be approved by Council on an as needed basis, without having ta ge to the legislature. Attomey
Hayes agrees, stating that we are on draft 14 of the handbook, stating that our employees seem to care more about this
city than each other, stating that most like the protections that are listed. The handbook is lengthy at this time, but needed
for more clarification. Mayor asks Council that if they have not had a chance te review the handbocok af this fime, he is
asking to have this added to the next Council meeting for approval since they would like a June 1 effective date.

PUBLIC COMMENT:
DOUG INGRAM - 1701 NATIVE DANCER DRIVE

4. USS - Donatlon Agreement for Stage at Amphitheater

lterm added during discussion per Council President Brooke Dodson.

US Steel will donate and construct the majority of a new stage at the Amphitheater Park for events. Gresham Smith has
been in design discussions and meetings as well. The City would only e responsible for the roof, ramp, and concrete; all
else will be constructed by and paid for by US Steel. They ask as part of the agreement that they be able to name the stage
itself for the life of the stage. The City will retain all naming rights for the park itself. McDaniels asked about how much of a
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donation the stage would be; Hayes states anywhere between $140,000-$150,000. Mayor estimates that the cost to the City
would be less than the cost of one stage rental currently, which ranges anywhere between $5000 and $20,000 for event.
McDaniels asked about any costs for routine maintenance; Hayes states will it being constructed of concrete and steel the
upkeep will be minimum, little to none. US Steel will donate all signage related to the stage, and currently estimates a
completion date of June 30. Mayor states that this will be a huge savings for the HOT Board budget, but will also be a great
addition for other evenits, such s jazz in the park, theater, opportunities for schoois, etc.

5. Confirmation of Next Meeting

05/11/2026 - 5PM work session; will decide by the Wednesday prior if it will start at 5PM or 5:30PM.

The foliowing meeting falls on Memorial Day; will have no meeting due to holiday.

There being no further business, the work session was dismissed at 5:49PM.

ATTEST: SIGNED:
Madison Harris Brooke Dodson
City Clerk Council President
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HELENA CITY COUNCIL April 27, 2026

MINUTES HELENA CITY COUNCIL
REGULAR MEETING
April 27, 2026

The Council of the City of Helena met in a regularly scheduled meeting on Monday night, April 27, 2026, in the Helena
Municipal Building at 4:00 P.M., the regular place and time for halding said meetings.

Council President Brooke Dodson called the meeting to order at 6:00 P.M.
Fastor Gary Bohman, Gospel Light Baptist led the prayer,
The Pledge of Allegiance was led by Teen Councll President Ryan Spann.

4. Roll Call

Present; Cathy Hammann, Andy Healy, Dennis Wilson, Brooke Dodson, Jeff McDaniels

Members: Cathy Haommann, Andy Healy, Dennis Wilson, Brooke Dodson, Jeff McDaniels

Absent:

Visitors: Fire Chief Chris Miller, Police Chief Mike Wood, Dan Dearing, Bill Miller, Jason Poe, and others {see attached

list)
Council President Brooke Dodson declared a quorum present, and meeting was open for business.

5. Minutes Approved/Corrected from Prior Meeting(s)

Cathy Hammann made a motion to approve the regular meeting minutes from April 13, 2024, with a second by Jeft McDaniels.
AYE: Cathy Hammann, Andy Healy, Dennis Wilson, Brooke Dodson, Jeff McDaniels

NAY: None

Motion carried.

6. Revenue Report: Bill Payment

Andy Healy made a motion to approve the bills with a second by Dennis Wilson.

AYE: Cathy Hammann, Andy Healy, Dennis Wilson, Brooke Dodson, Jeff McDaniels
NAY: None

Motion carried.

7. Municipal Operations Report from Mayor Billy Rosener:

First Old Town Live of the season was a success this past weekend, with a tumout between 1500-2500 people; thank you to
the volunteers, city employees, and vendors for all of your hard work. The City held an Autism Awareness Walk on 04/18
completely hosted and created by the Brown family, had a great turnout between 200-300 people. Teen Council had their
annudl dinner for the Seniors last night, and was their largest dinner yet at 150 Seniors attending, was a great event, thank
you to Alice for all of your hard work. The Parking lot in old town is completed, ADA spots are installed; sidewalk has not
been installed yet but will be coming socn. The Library received a grant for $1000 from IBEW, thank you to Bill Blackmon for
presenting. Congratulations to Captain Ed Lindsey for winning “Stache for Cash™ at the FDIC annual conference:; his win
comes with a $500,000 interest free ioan for public safety, so we will be reviewing those terms fo see if that will be beneficial
for the City. Mayor asked for any comments or questions from the Council; McDanieis stated one request, Mary Puccio has
asked for a traffic study at the entrance to Riverwoods and HWY 52,

8. Alice Lobell ~ Presentation of Cords to Helena Teen Council Seniors
Presented to Teen Council seniors by Alice Lobell and Laura Joseph.

9. Presentation of Spring TAG Grants
Presented by Andy Healy and TAG Board to HES, HIS, HMS, HHS, and MHS.

10. Approve/Deny - Teen Council Bylaws
Jeft McDaniels made a motion to approve Teen Council Bylaws; with a second by Andy Healy.
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AYE: Cathy Hannmann, Andy Healy, Dennis Wilson, Brooke Dodson, Jeff McDaniels
NAY: None
Mction carried.

11. Approve/Deny - Authorization for Mayor Rosener to Execule Donation Agreement for Stage at Amphitheater Park

Jeff McDaniels made a motion to approve Authorization for Mayor Rosener to Execute Donation Agreement for Stage at
Amphitheater Park; with a second by Cathy Hammann.

AYE: Cathy Hammann, Andy Healy, Dennis Wilson, Brooke Dodson, Jeff McDaniels

NAY; None

Motion carried.

12. Approve/Deny - Re-zone Request from B1-NEIGHBORHOOD BUSINESS DISTRICT to B2-GENERAL BUSINESS DISTRICT - 5248
HWY 17 - Parcel 13 8 28 1 001 018.000- Maggie Valley, LLC and Dan Rasmussen as Owners, with a favorable recommendation
from Planning & Zoning on April 14, 2026

COUNCIL COMMENT:

MCDANIELS: Asking again for the economic impact study for any rezones brought before Council; it was not included in this
packet as to any econeomic impact or benefits this property will bring to the City; | had asked previously at the meeting on
03/23 for this 1o be included.

DCDSON: Economic impacts are not currently included in the packet we ask for when rezoning, but that is something we
could look af in our ordinance review committee, there are no current plans for this property at this time.

HEALY: It always bothers me when a rezone is requested without a plan for the property.

WILSON: Mr. Wilson, can you please tell us what other types of business would qualify under the B2 zoning.

ANDREW WILSON, REPRESENTING CLAYTON BAILEY PROPERTIES AND MAGGIE VALLEY, LLC: B2 options include daycares, fire
centers, drive thru stores, aimost any other business wanting to come into this space would reguire B2 zoning.

PUBLIC COMMENT.
ANDREW WILSON = REPRESENTING CLAYTON BAILEY PROPERTIES AND MAGGIE VALLEY, LLC
DANIEL NATHAN — 1094 CHATEAU DRIVE — SPOKE IN OPPOSITION

Cathy Hammann made a motion to approve Re-zone Request from B1-NEIGHBORHOOD BUSINESS DISTRICT to B2-GENERAL
BUSINESS DISTRICT — 5248 HWY 17 —Parcel 13 8 28 1 001 018.000; with a second by Brooke Dodson.

AYE: Cathy Hammann, Brocke Dodson

NAY: Andy Healy, Dennis Wilson, Jeff McDaniels

Motion denied.

13. Approve/Deny - Henley-Sector 2 - Master Plan Modification/Preliminary Plat - Newcastle Development, LLC, with a
favorable recommendation from Planning & Zoning on April 16, 2026

COUNCIL COMMENT:

McDANIELS: The zoning ordinance does not require intent, but | do this that is applicable and important to know the economic
impact to the City; asking for a delay on this for 2-4 weeks. | am insistent on asking for this economic impact report.

WILSON: We have heard dozens of times that developers will not clear cul, including this property here. | am asking for
scmething a little more concrete from the developer to hold y'all to it that you will not clear cut the area,

HEALY: Any impact on ufilities, as we just had a rate increase?

JEFFREY NELSON, UTILITIES: Six homes would not impact the Utilities overall, should be pretty straight forward.

HAMMANN: Why should we draw the line with this developer on the economic impact study? Sure, it is valid, but why now?
McDANIELS: It is not indicative of this applicant, [ am just asking for this to be tabled to give us time to review, but that is up to
the Council as a whole.

PUBLIC COMMENT.

BRANDON TODD, NEWCASTLE DEVELOPMENT LLC: | understand the intent and appreciate all of the comments, this sector is
part of the Hillsboro master plan that was approved over twenty years ago; specifically these plans for Sector 2 were
approved in 2014. We are simply asking to go from the original eleven homes down to six as we feel that that better fits the
section. We are trying to limit our footprint, and the frees have dlready been cleared in that section, there is no more planned
to be cut at this fime.

Jeff McDanlels made a motion 1o table Henley-Sector 2 - Master Plan Modification/Preliminary Plat — Newcastle Development,
LLC to the May 11, 2026 meeting: with a second by Andy Healy.

AYE: Andy Healy, Dennis Wilson, Brooke Dodson, Jeff McDaniels

NAY: Cathy Hammann

Motion carried; item tabled.

BRANDON TODD, NEWCASTILE DEVELOPMENT LLC: Is there a request for more information from the Council for the 05/11
meeting?

N TR A IS RN BT TR 5 XD R A Vg, G0 S AL T LG e 2 A e YRRV S i e 4 b g I




e g R

iy

B T

AT 20 o U b

e

S e R

i s TR M (R

AN 5 g YT

IS

e

S ST  N e e R L e L Mo e eI e AR el st WA ARSI e YO S e 1 b ide G e d i R L S

McDANIELS: | will not clarify on the record at this time, but the applicant can foliow up with the Mayor for further clarification.

14. Period for Public Comment — 3 Minutes per Resident, to Sign in with City Clerk between Work Session and Council Meeting
Residents wanting to speak will sign-in with City Clerk prior to the meeting and will be given three minutes to speak.

15. Council Comments

Jeff McDaniels: To the citizens, good evening and thank you for being here. Tom Stanbury, thank you for that intro into this
topic, @ comprehensive plan for the City would not have us in the situation that we are cumrently in. Taxes are going to
surrounding municipalities as we do not have the infrastructure, and we do not have the millage rate either. | have a seat
and a vote, and | am here to voice my concermns as well as those of citizens around me. These properties are turned over to
the citizens and do not stay with the developers. Sitting here is not always easy, but it is important, Thank you and good night.

Andy Healy: | was unable to attend the Teen Council dinner last night, but y'all did a great job and had a great turnout. To
the teacher presented with a TAG grant tonight, this is one of the best things 1 get to do on this Council, so congratulations.

Pennis Wilson: Teen Council, this was a special night for you all. Alice knocked it out of the park last night with the dinner. |
have been hands off with the Teen Council because Alice, Laura, and Leigh Hulsey have been incredible with these teens.
I'd also like to thank Representative Kenneth Paschal for donating the funding for the food for the dinner. Old Town Live was
a great hit this weekend with between 2000-2500 people attending; and I'm excited about the stage coming from US Steel,
that will save the City and HOT Board on the budget. The parking lot will also be a great addition.

Cathy Hammann: Kudos to Teen Council and your recognitions tonight, thank you for all you've done to give back to the
City. On @ more somber note, please remember the April 27" tornados that came through 15 years ago. and take a minute
of silence if you will. Tharnk you all for attending.

Brooke Dodson: Once again, congratulations to the teens, and best wishes going forward. The community appreciates all
that you've done, and the dinner was o great success kast night. Congratulations to the TAG recipients, we are giad to be
able to give back to the community in this way. To your comments, Tom Stanbury, we do have to find the balance between
our residents and any incoming businesses, and we try to make the best decision for the community overall. That is why we
have public meetings and public comments. Great to see all in attendance, thank you for coming.

14. Adjourn
There being no further business meeting was adjourned at 6:52 pm.

ATTEST: SIGNED:
Madison Harris Brooke Dodson
City Clerk Council President
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& Outlook

Board & Committee Applicants

From Brooke Dodson <bdodson®@cityofhelena.org>
Date Tue 4/21/2026 1:26 PM

To  Andy Healy <ahealy@cityofhelena.org>; Cathy Hammann <chammann@cityofhelena.org>; Dennis Wilson
<dwilson@cityofhelena.org>; Jeff McDaniels <jmcdaniels@cityofhelena.org>

Cc  Madison Harris <MHarris@cityofhelena.org>; Billy Rosener <brosener@cityofhelena.org>;
bhayesesq@gmail.com <bhayesesq@gmail.com>

Good afternoon:

I've prepared a list of applications we've received for seats on our boards and committees.
Please share the respective candidates with the boards for which you serve as City Council
Liaison so that the process of filling vacancies can proceed. | think | have listed all of the
applicants we've received through the process; if you notice any that are missing, please let me
know. You should have been copied on all of the notification emails, and | would recommend
sharing the applications with your board/committee members for their input.

Library:

Lindsey Rigdon
Sheila Watson
Brittany Lindsey
Laura Joseph

HOT board:
Bruce Howland
Amy Hester
Robert Anderson
Jason Pruitt
LeAlan Carter
Jeremy Allen

One Helena:
Dr Tonya Oliver
Dominga Gardner

Beautification
Ron Undon
Laura Sparks
Ginger Klein

Farmers Market
Nina Gunnin




Historic Preservation
Karen Curtis

Brooke Dodson

President, Helena City Council
Place 4 Representative
205.663.2161, ext. 1617




& QOutlook

Monday May 11 Agenda ltems

From Brooke Dodson <bdodson@cityofhelena.org>
Date Wed 5/6/2026 10:14 AM

To  Andy Healy <ahealy@cityofhelena.org>; Cathy Hammann <chammann@cityofhelena.org>; Dennis Wilson
<dwilson@cityofhelena.org>; Jeff McDaniels <jmcdaniels@cityofhelena.org>

Cec  Madison Harris <MHarris@cityofhelena.org>; Billy Rosener <brosener@cityofhelena.org>;
bhayesesq@gmail.com <bhayesesg@gmail.com>

Good morning:
I'm aware of the following items for the Monday, May 11 City Council agenda:

Work Session:

Boards and committees updates: Approval of Library Board applicants Brittany Lindsey, Sheila
Watson, Lindsey Rigdon, Laura Joseph

Staffing Discussiin

Discussion of Motion to Move From Table: Henley Sector 2, Master Plan
Modification/Preliminary Plat

Executive Session: Discussion of real property

City Council Meeting:

Presentation of School Donations from One Cent fund

Recognition of Helena High School Senior Abigail Parsons, First Place Pole Vault at AHSAA 6A
Track & Field State Championship

(Tentative) Recognition of McAdory High School Senior Joirdan Godwin, Second Place at
AHSAA 6A Wrestling State Championship (rescheduled from February)

Please let me know of any other items. Thank you.

Brooke Dodson

President, Helena City Council
Place 4 Representative
205.663.2161, ext. 1617




& Outlook

Summer Reading Presentation

From Dan Dearing <ddearing@shelbycounty-al.org>
Date Tue 4/28/2026 9:38 AM
To  Madison Harris <MHarris@cityofhelena.org>

Hey Madison!

Wanted to let you know | am planning to present the summer reading program at the City
Council Meeting again this year.

| was not sure if they would want me to do so, with the changes, new venus, etc. but Mayor
Rosener said to go for it.

Anyway, if you can put it on the agenda for May 11, | would appreciate.
Hope all is well, and thanks,

Dan




Q Outlook

Invitation to City Hall

From Andy Healy <ahealy@cityofhelena.org>
Date Mon 5/4/2026 12:58 PM

To  LaTasha McMillan <I2mcmillan@shelbyed.org>; rlaney@shelbyed.org <rlaney@shelbyed.org>;
sbaker@shelbyed.org <sbaker@shelbyed.org>; ebahr@shelbyed.org <ebahr@shelbyed.org>

Cc  Billy Rosener <brosener@cityofhelena.org>; Brooke Dodson <bdodson@cityofhelena.org>; Madison Harris
<MHarris@cityofhelena.org>; Amber Bordelon <amber.bordelon.helena@gmail.com>

Good afternoon,

Mayor Billy Rosener, Council President Brook Dodson, the City Council members, and | would like to
invite you to City Hall on Monday, May 11 at 6:00 PM.

ftis our honor to present each of you with a donation check for your respective schools,
We look forward to this occasion and hope to see you all there.
Sincerely,

Andy Healy.

Sent from my iPhone. Please forgive any typos.




RECOGNITION

WHEREAS, Abigail Parsons, a senior student-athlete from Helena High School, has demonstrated

exceptional dedication, discipline, and sportsmanship through her participation in indoor track and
field; and

WHEREAS, Abigail Parsons competed at the 2026 éA Track and Field State Championship, |
representing her school and community with distinction: and 1

WHEREAS, ot the Track and Fieid State Championship, Abigail Parsons earned first place in the pole
vault with a successful vault of 11 feet, 6 inches, an outstanding accomplishment at the state level:
and

WHEREAS, Abigail Parsons achieved a new career personal record of 11 feet, 6 inches in the pole
vault, reflecting her continued growth, perseverance, and commitment to excellence in her sport;
and

WHEREAS, Abigail Parsons excels academically, ranking 8th in a class of 333 students with a 4.511
GPA and an ACT score of 33, and has earned recognition as an AP Scholar with Distinction; and

WHEREAS, Abigail Parsons is a seven-time state finalist in pole vault, a three-time Most Valuable Player
for Helena High School Track and Field, and a current team co-captain; and

WHEREAS, Abigail Parsons gives back to the community through volunteer service with local
organizations and events, contributing more than 150 service hours throughout the City of Helena;
and

WHEREAS, the City Council wishes to formally recognize and commend Abigail Parsons for her hard
work, determination, and athletic success;

NOW, THEREFORE, BE IT RESOLVED, that the City of Helena hereby recognizes and commends Abigail
Parsons for her accomplishments, sportsmanship, and dedication, on this 11th day of May, 2026.

Attest:

Billy Rosener, Mayor

Madison Harris, City Clerk

Brooke Dodson, City Council President




STATE OF ALABAMA
ALCOHOLIC BEVERAGE CONTROL BOARD

ALCOHOL LICENSE APPLICATION
Confirmation Number: 20260504131648509

Type License: 010 - LOUNGE RETAIL LIQUOR - CLASS | State: $ac0.00 County: srov.00

Trade Name: OLD TOWN BAR Filing Fee: $50.00

Applicant: SPE2AR LLC TFransfer Fee:

Location Address: 4161 HELENARD  HELENA, AL 35080
Mailing Address: 4161 HELENARD  HELENA, AL 35080

County: SHEL8Y Tobaceo sales: NO Tebacce Vending Machines:

Product Type: Type Ownership: LLC

Book, Page, or Document info: 001-238-135
Do you sell Draft Beer?: NA

Date Incorporated: 02/26/2026  State incorporated: AL County Incorporated: SHELBY

Date of Authority:

Federal Tax ID: 41-4517953 Alabama State Sales Tax ID: R012841770

Name: Title: Date and Place of Birth: Residence Address:

PRAGAT KA SIKFORAR MEMBER 072811979 5661 COLTON RD ]

70365692 - AL NEPAL HOOVER, AL 35244 '

RAJ KUMAR MANANDHAR WEMEER T1/16/1980 2201 TAL HEIM DR

8353317 - AL NEPAL HOOVER, AL 35216

BIJAY AWALE WEMBER EEERELR 5660 COLTON RD i

7198770 - AL NEPAL HOOVER, AL 35244 !
j

Has applicant complied with financial responsibility ABC RR 20-X-5-.147 YES

Does ABC have any actions pending against the current licensee? NO

Has anyone, including manager or applicant, had a Federal/State permit or license suspended or revoked? NO
Has a liguor, wine, malt or brewed license for thesé premises ever been denied, suspended, or revoked? NO
Are the applicant(s) named above, the only person(s), in any manner interested in the business sought to be

licensed? YES




STATE OF ALABAMA

ALCOHOLIC BEVERAGE CONTROL BOARD

ALCOHOL LICENSE APPLICATION
Confirmation Number: 20260504131648509

Are any of the applicants, whether individual, member of a partmership or association, or officers and
directors of a carporation itself, in any manner monetarily interested, either directly or indirectly, in the profits
of any other class of business regulated under authority of this act? NO

Does applicant own or control, directly or indirectly, hold lien against any real or personal property which is
rented, leased or used in the conduct of business by the holder of any vinous, malt or brewed beverage, or
distilled liquors permit or license issued under authority of this act? NO

Is applicant receiving, either directly or indirectly, any loan, credit, money, or the equivaleat thereof from or
through a subsidiary or affiliate or other licensee, or from any firm, association or corporation operating under

or regulated by the authority of this act? NO

Contact Person: PRAGAT SIKRIKAR Home Phone: 205-222-5818
Business Phone: 205-222-5818 Cell Phone: 205-222-5618
Fax: E-mail: SPRAGAT@GMAIL.COM

PREVIOUS LICENSE INFORMATION:
Trade Name: Previous Vendor Number:
Applicant;



STATE OF ALABAMA

ALCOHOLIC BEVERAGE CONTROL BOARD

ALCOHOL LICENSE APPLICATION
Confirmation Number: 20260504131648509

If applicant is leasing the property, is a copy of the lease agreement attached? YES

Name of Property owner/lessor and phone number; PRAGAT SIKRIKAR, BIJAY AWALE & RAJ MANANDHAR 205
What is lessors primary business? PACKAGE STORE

Is lessor involved in any way with the alcoholic beverage business? YES

Is there any further interest, or connection with, the licensee’s business by the lessor? YES

Does the premise have a fully equipped kitchen? NO
Is the business used to habitually and principally provide food to the public? NO
Does the establishment have restroom facilities? YES

Is the premise equipped with services and facilities for on premises consumption of alcoholic beverages? YES

Will the business be operated primarily as a package store? NO

Building Dimensions Square Footage: 1200 Display Square Footage:

Building seating capacity: 80 Does Licensed premises include a patio area? YES
License Structure: SINGLE STRUCTURE License covers: ENTIRE STRUCTURE

Number of licenses in the vicinity: Nearest:

Nearest school: Nearest church; Nearest residence:

Location is within; CITY/TOWN LIMITS Police protection: | Ty




STATE OF ALABAMA

ALCOHOLIC BEVERAGE CONTROL BOARD

ALCOHOL LICENSE APPLICATION
Confirmation Number: 20260504131648509

Has any person(s) with any interest, including manager, whether as sole applicant, officer, member, or partoer
been charged (whether convicted or not) of any law violation(s)?
Name: Violation & Date: Arresting Agency: Disposition:




STATE OF ALABAMA

ALCOHOLIC BEVERAGE CONTROL BOARD

ALCOHOL LICENSE APPLICATION
Confirmation Number: 20260504131648509

Private Clubs / Special Retail / or Special Events licenses ONLY

Private Club

Does the club charge and collect dues from elected members? N/A

Number of paid up members:

Are meetings regularly held? N/A

How often?

Is business conducted through officers regularly elected? N/A

Are members admitted by written application, investigation, and ballot? N/A

Has Agent verified membership applications for each member listed? N/A

Has at least 10% of members listed been confirmed and highlighted? N/A Agent’s Initials:
For what purpose is the club organized?

Does the property used, as well as the advantages, belong to all the members? N/A

Do the operations of the c¢lub benefit any individual member(s), officer(s), director(s}, agent(s), or
employee(s) of the club rather than to benefit of the entire membership? N/A

Special Retail
Is it for 30 days or less? N/A
More than 30 days? N/A

Franchisee or Concessionaire of above? N/A
Other valid responsible organization: N/A
Explanation:

Special Events / Special Retail (7 days or less)
Starting Date: Ending Date:
Special terms and conditions for special event/special retail:

Other Explanations

Does anyone involved with this license application have any monetary interest in any other ABC
licensed/permitted establishment?: PRAGAT SIKRIKAR AND BIJAY AWALE ARE CO-OWNERS OF
OTHER ABC LICENSED C-STORE AND PACKAGE STORES

Is the lessar involved in any way with the alcohol beverage business?: OWN PACKAGE STORES

s ther any further interest in, or connection with, the licensee's business by the lessor?: MEMBERS OF
THE APPLICANT'S/LICENSEE'S LL.C




Initial each
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¢ BEYER,
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STATE OF ALABAMA

ALCOHOLIC BEVERAGE CONTROL BOARD
ALCOHOL LICENSE APPLICATION
Confirmation Number: 20260504131648509

Signature page
In refarence to law violations, | attest to the truthfuiness of the raesponses given within the application.
In reference to the Lease/property ownership, i atlest to the truthfulness of the responses given within
the application.
In reference to ACT No, B0-529, 1 understand that if my application is denied or discontinued, | will not be refunded
the filing fee required by this application.
in reference to Special Retait or Spacial Events retail license, Wine Festival and Wine Festivai Participant Licenses,
and Food or Beverage Truck Licenses, | agres to comply with all applicable laws and regulations concarning this
class of license, and to abserve the special terms and conditions as indicated within the application.
In raference to the Ciub Application information, | attest to the truthfulness of the responses given
within the application.
In refarence lo the transfer of licanseflocation, 1 attest (o the truthfulness of the information listed on the attached
transfer agreement.
In accordance with Alabama Rules & Regulations 20-X-5-.01({4), any soclal security number disclosed
under this regulation shall be used for the purpose of investigation or verification by the ABC Board
and shall not be a matter of public record.
The undersigned agree, if a license is issued as herain applied for, to comply at all times wilh and to fully observe all
the provisions of the Alabama Alzaholic Beverage Control Acl. as appears in Code of Alabama, Title 28, and all
laws of the State of Alabama relative to the handling of alcoholic beverages. ’
The undersigned, if issued a license as herein requasted, further agrees to obey all rules and regulations
promutgated by the board relative to all alcoholic beverages received in this State. The undersigned,
if issued a licanse as herein requested, also agrees to allow and hereby invites duly authorized agents of
the Alabama Alcoholic Beverage Contral Board and any duly commissioned law enforcement officer of
the State, County or Municipality in which the licansa premises are located o enter and search without
a warrant the licensed premises or any building owned or accupied by him or her in connection with
said licensed premises. The undersigned hereby understands that he or she vialate any provisions of the
aferementioned laws his or her licanse shall be subject to revocation and no license can be again issued
to said licensee for a period of one year. The undersigned further understands and agrees that no changes in the
manner of operation and no deletion or discontinuance of any services or faciliies as described in this application
will be allowed without written appraval of the proper govermning body and the Alabama
Alcoholic Beverage Control Board.
| hereby swear and affirm that | have read the application and all stataments therein and facts set forth are true and
corract, and that the applicant is the only person interested in the business for which the license

is required. e nc‘ a hhgo n

Applicant Name {print): Rz,q@,g‘)" an;; ;:A?— Notary Name {print}:
Signature of Appllcant( e / Notary Signature: W ‘l'?’)"(\

/
! Commission expires! 22 gO

Application Taken: App. Inv. Completed: Forwarded to District Office:
Submitted to Local Gavernment: Received from Local Government:
Received in District Office: Reviewed by Supervisor: Forwarded to Central Office:
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TERMS

The words, terms, and phrases used in the Employee Handbook shall have the following
meaning:

Appointing Authority - The Mayor, the City Council, or any employee of the City duly
authorized to make appointments to the regular service by virtue of his or her supervisory
capacity as defined by their roles. The City recognizes Department Heads as an
Appointing Authority in their respective departments as defined.

Certification - A submission of names of eligibles from a reemployment list, a promotion
list, or an eligible register to an Appointing Authority for the purpose of filling a position in
the classified service.

City = The City of Helena.

Class - A group of positions in the regular service sufficiently similar in respect to the duties,
responsibilities and authority that the same descriptive title may be used to identify
positions allocated to the class, that the same requirements as to education, experience,
capacity, knowledge, proficiency, ability, and other qualifications should be required of
the incumbents, that the same tests of fitness may be used to choose qualified
employees, and that the same schedule of compensation can be made to apply with
equity.

Classification - The assigning of a position to the appropriate class in accordance with its
duties, responsibilities, and authority.

Classified Service - Any employment position in the city, whether regular, probationary,
temporary, or exempt, for which a position of employment exists and the salary and
benefits are determined by the appointing authority.

Council - the City Council of the City of Helena. The Council shall be the appointing
authority for the City Clerk, Police Chief, Fire Chief and other departments allocated to
by State of Alabama statute or City of Helena ordinance.

Demotion - Any disciplinary or other action which reduces the pay grade or pay step of
a nonexempt employee in the regular service.

Department Head - Any individual who provides administrative and supervisory work in
directing all activities and employees of a city department. Each Department Head is
considered an Appointing Authority in their respective divisions.

Director - The Personnel Director appointed by the Mayor or company contracted by
the Mavyor to perform personnel services.
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Eligible - An individual whose name is on a reemployment list, a promotion list, or an
eligible register.

Eligible Register - A record containing names, listed and ranked in order of their final
earned average from the highest to the lowest, of those individuals who have successfully
completed prescribed tests and are qualified for original appointment to positions in the
class for which the test was held.

Exempt Employee - An individual who is exempt from the overtime provisions of the Fair
Labor Standards Act [FLSA). Certain computer professionals may also be exempt. With
some limited exceptions, exempt employees will be paid on a salary basis in compliance
with the FLSA.

Exempt Service — Employees not in the classified service as set forth in Section 6(2) of the
Civil Service Act.

Mayor - The individual elected or appointed to the official position of Mayor of the City
of Helena, Alabama. The Mavyor shall be the appointing authority for administrative staff
and the department heads not appointed by Council.

Medical Review Officer (MRO) - a licensed physician who is responsible for receiving and
reviewing laboratory results generated by the City's drug testing program and evaluating
medical explanations for certain drug test results.

Non-Exempt Employee — An individual who is not exempt from the cvertime provisions of
the Fair Labor Standards Act (FLSA) and is therefore entitled fo overtime pay.

Open-Competitive - The process of seeking qualified candidates for a regular position
from any guadlified person including taking applications from the general public and
other employees in the regular service not otherwise in the aepartment for which the
position exists.

Pay Grade - The specific pay range as set forth in the Pay Plan for a classification.

Pay Step - The specific pay rate within a pay range as set forth in the Pay Plan.
Personnel Board - The Boord created by the Civil Service Act.

Policy, Rule, or Regulation - Policies, rules, and regulations include those approved by
City Council as well as operating policies and procedures approved by the Mayor and/or
Department Head.

Position - Any job or set of duties in the regular service requiring the full-fime employment
of one individual in the performances and exercises of the job or duties,
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Probationary Employee - An employee appointed to a regular position from a
reemployment list, promotion list, or eligible register who has not completed his or her
probationary period.

Probationary Period - The probationary period for an employee hired or promoted to fill
a regular, full-time position shall begin immediately upon hire or promotion in such
position and continue for one (1) year.

Promotion - An advancement from one class to another related occupational class with
increased duties and/or responsibilities, or both, and for which a higher rate of pay is
prescribed.

Public Hearing - A meeting of the board, open to the public, at which any resident,
taxpayer, or party of interest may appear and may be heard.

Public Nofice ~ A written notice placed upon the bulletin board maintained at or near
the entrance to the offices of the city clerk in o place accessible to the public during
business hours,

Public Record ~ A record which the public has the right to inspect in a reasonable manner
during ordinary business hours.

Public Safety - Any position working in fire suppression or law enforcement.

Qualifications - The minimum experience, educational, physical, and personal
requirements determining the eligibility of an applicant for examination.

Reemployment List - A list containing the names of individuals who have occupied, and
have been separated from, regular positions in the classified service and who are entitled
to preference in appointment to vacancies in positions.

Regular Employee - An employee who was appointed under the provisions of the Civil
Service Act to a regular classified position and who has completed his or her
probationary period, the hours of work of which shall be fixed by the appointing authority
with due regard to the convenience of the public, and to working hours customarily
observed in the community.

Regular Position — Any position in the regular service which has required or which is likely
to require the full-time services of an individual without interruption for a period of more
than six months,

Seasonal Position - Any position in the classified service which requires or is likely to require

the services of an incumbent during certain parts of each year, only at recurring annual
or other periods.
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Series — A subdivision of a group consisting of two or more classes of positions, similar as
to line of work but differing in responsibility or difficulty, which constitutes steps in a normal
line of promotion.

Specifications - A formal statement descriptive of a position that contains all of the
following:
a. The title and class.
b. A description of the duties or responsibilities of the position.
¢. The minimum qualifications required of applicants as to education, experience,
physical ability, and other attributes.

Temporary Position — Any employment position in the city which is not regular, but which
requires or is likely to require the services of an employee for a set period of time not to
exceed twelve months.

Test = A written or ordl examination, or both, or other methods established as herein
orovided, to determine the merit, efficiency, or general fitness of applicants for positions.

Title - The term used to designate alf employment by class and grade and shall be
descriptive of the duties of the position.
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CITY OF HELENA, ALABAMA EMPLOYEE HANDBOOK
AND GENERAL POLICIES AND PROCEDURES MANUAL

The City of Helena (City) presents this handbook as a general guide to working rules,
terms and conditions, benefits and wages related to employment with the City. Its
purpose is to help employees understand their roles, responsibilities, and the City's
expectations regarding employee performance and evaluation. The policies and
guidelines outlined in this handbook are intended to provide general direction and may
be amended or vary as circumstances require.

Adoption of this Employee Handbook revokes and replaces all prior handbooks and prior
promulgated rules.

SECTION 1. INTRODUCTION

1.1 Purpose and Scope .

The City is committed to the effective and coordinated delivery of municipal services
and facilities. Providing high-quality services is essential to the health, safety, well-being
and satisfaction of the City's residents and stakeholders. The City's ability to meet this
responsibility depends on employees performing their duties in a consistently high
professional manner. Accordingly, City employees are expected to perform their work
assignments to the best of their ability, maintain regular and dependable attendance,
and comply with all City policies, rules, and regulations.

This Employee Handbook is intended to provide general information about the City's
employment policies and practices. It is not a contract of employment and should not
be interpreted as such.

The handbook is designed to help employees understand the terms and conditions of
their employment and the City's performance expectations. The policies and guidelines
described in this handbook may be modified, interpreted or applied differently as
circumstances require.

These policies are to be used as a guide and shall not be construed to create contractual
rights or any type of promise or guarantee of specific treatment upon which any
employee may rely. In the event of a conflict between departmental policy and this
handbook, the handbook shall control.

1.2 Departmental Rules and Regulations

The policies stated herein provide guidelines for all personnel of the City; however, they
do not include all policies, procedures, rules, or regulations that may be necessary at an
operational level. Therefore, when necessary to enhance efficiency and effectiveness at
the operational level, departments may implement standard operating procedures,
rules, and regulations for departmental operations enforceable upon employees in that
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department that are in addition to and not otherwise inconsistent with the rules, policies,
and procedures outlined in this handbook. In the event of a conflict, the policies
contained in this handbook shall take precedence.

1.3 Amendments

Occasionally changes are required in the operation of City government, due to federal,
state, and/or local legislation, operatfional changes within the local government, or by
other prevailing influences. Therefore, the City reserves the right and discretion to modify,
alter, revoke, suspend, terminate, discontinue, or change any language in this
handbook, in whole or in part, as necessary. Changes shall be effective as of the date of
their adoption by resolution or ordinance of the City Council.

1.4 Effective Date of This Policy

This policy, including, but not limited to, the procedures contained herein, is effective
June 1, 2026, and shall supersede all such prior Handbooks and related policies. Any
subsequent amendments to this policy shall be effective upon adoption or as otherwise
specified therein.

SECTION 2. Personnel Policy Statements

2.1 Equal Opportunity

The City provides equal employment opportunities to all employees and applicants for
employment without regard to race, color, creed, ancestry, national origin, citizenship,
sex or gender (including pregnancy, childbirth, and pregnancy-related conditions).
sexual orientation or gender identity, marital status, religion, political aoffiliation, age,
disability, genetic information, service in the military, or any other characteristic
protected by applicable federal, state, orlocal laws and ordinances. Equal employment
opportunity applies to all terms and conditions of employment, including hiring,
placement, promotion, fermination, layoff, recall, transfer, leave of absence,
compensation, and training.

The City expressly prohibits any form of unlawful employee harassment or discrimination
based on any of the characteristics cited above. Improper interference with the ability
of other employees to perform their expected job duties will not be tolerated.

The City will endeavor to make reasonable accommodation of an otherwise qualified
applicant or employee related to an individual's physical or mental disability, sincerely
held religious beliefs and practices, and/or any other reason required by applicable law,
unless doing so imposes an undue hardship on the City's business operations.

Any employees with questions or concerns about equal employment opportunities in the
workplace are encouraged to bring these issues to the attention of their supervisor,
Department Head, Personnel Director, City Clerk and/or Mayor. The City will not allow
any form of retaliation against individuals who raise issues of equal employment
opportunity. Employees who feel they have been subjected to any such potential
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retaliation should immediately bring it to the attention of their supervisor, Department
Head, Personnel Director, City Clerk and/or Mayor.

By definition, retaliation means adverse conduct taken because an individual reported
an actual or a perceived violation of this policy, opposed practices prohibited by this
policy, or participated in the reporting and investigation process described below.
"Adverse conduct” includes but is not limited to:

» Creating a hostile work environment or increased scrutiny of an individual who
reports harassment, discrimination, or retaliation.

* Express or implied threats or infimidation intended to prevent an individual from
reporting harassment, discrimination, or retaliation; or

» Denying employment benefits because an applicant or employee reported
harassment, discrimination, or retaliation or participated in the reporting and
investigation process.

Other examples of potential retaliation include firing, demotion, denial of promotion,
unjustified negative evaluations, increased surveillance, harassment, and assault.

Complaints of potential discrimination or retaliation should be filed according to the
procedures described in the Harassment and Complaint Procedure, found in section 2.4
of this Handbook.

2.2 Americans with Disabilities Act (ADA) / Reasonable

Accommodation

The City is committed to the fair and equal employment of individuals with disabilities
under the ADA. A qudlified individual with a disability will be afforded the same
opportunity to compete in the workplace based upon the same performance standards
and requirements expected of persons who are not disabled.

When an individual with a disability needs accommodation to perform his or her job, the
City will consider under appropriate circumstances whether a reasonable
accommodation exists that will enable the individual to perform the essential functions
of the job. Determining whether a reasonable accommodation is appropriate is an
individualized process. Decisions will be made on a case-by-case basis, depending upon
the individual involved and the essential functions of the job in question. No specific form
of accommodation is guaranteed.

The responsibility for requesting a reasonable accommodation rests with the employee
or applicant. An employee or applicant who believes a disability may limit their ability to
access equal employment opportunities must notify their direct supervisor, Department
Head, Personnel Director, or the City Clerk to initiate a request for reasonable
accommodation. Upon notification that a reasonable accommodation may be
needed, the City may request relevant information from the employee's or applicant's
physician or other qualified health care provider to evaluate the request and determine
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whether a reasonable accommodation can be provided. The City will engage in an
interactive process with the employee or applicant to identify reasonable and
appropriate accommodation; however, an accommodation cannot be determined
without the individual's active participation.

This is an interactive process that requires participation by the City and the employee or
applicant. While the City cannot guarantee that it will provide the specific
accommodation preferred by the employee or applicant, it will ensure that qualified
individuals with disabilities are afforded equal opportunity to compete for and perform
jobs, consistent with the requirements of applicable law.

All information obtained concerning the medical condition or history of an applicant or
employee will be treated as confidential information, maintained in separate medical
files, and disclosed only as permitted by law.

It is the policy of the City to prohibit harassment or discrimination based on disability or
because an employee has requested a reasonable accommodation. The City prohibits
retaliation against employees for exercising theirrights under the ADA or other applicable
civil rights laws. Employees should use the procedures described in the Harassment and
Complaint Procedure, found in section 2.3 of this Handbook, to report any potential
harassment, discrimination, or retaliation they may have experienced or witnessed.

2.3 Harassment and Complaint Procedure

It is the policy of the City to prohibit intentional and unintentional harassment against job
applicants, contractors, interns, volunteers, or employees by another employee,
supervisor, vendor, customer, or third party based on actual or perceived race, color,
creed, ancestry, national origin, citizenship, sex or gender (including pregnancy,
childbirth, and pregnancy-related conditions), sexual crientation or gender identity,
marital status, religion, political affiliation, age, disability, genetic information, service in
the military, or any other characteristic protected by applicable federal, state, or local
laws and ordinances. Such conduct will not be tolerated by the City.

Furthermore, any retaliation against an individual who has complained about sexual or
other harassment or retaliation against individuals for cooperating with an investigation
of a harassment complaint is similarly unlawful and will not be tolerated. The City will take
all reasonable steps necessary to prevent and eliminate unlawful harassment.

Definition of “unlawful harassment. “Unlawful harassment” is conduct that has the
purpose or effect of creating an intimidating, hostile, or offensive work environment; has
the purpose or effect of substantially and unreasonably interfering with an individual's
work performance; or otherwise adversely affects an individual’'s employment
opportunities because of the individual's membership in a protected class.

Unlawful harassment includes, but is not limited to, verbal, written, visual, or physical
conduct such as epithets, derogatory comments, jokes, pranks, innuendo, stereotyping,
or other conduct that is threatening, hostile, or intimidating. Harassment is prohibited
when such conduct is sufficiently severe or pervasive that it unreasonably interferes with
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an individual's work performance or creates an intimidating, hostile, or offensive work
environment, as defermined from the perspective of a reasonable persen under similar
circumstances.

Definition of “sexual harassment.” While all forms of harassment are prohibited, sexual
harassment requires particular attention, Sexual harassment may include any of the
conduct described in the general harassment policy, as well as unwelcome verbal,
visual, or physical conduct of a sexual nature. This may include uninvited touching, sexual
advances, requests for sexual favors, or other conduct that creates an intimidating,
hostite, or offensive work environment.

¢ Submission to or rejection of such conduct is made either explicitly or implicitly a
term or condition of an individual's employment or as a basis for employment
decisions.

* Such conduct has the purpose or effect of unreasonably interfering with an
individual's work performance or creating an intimidating, hostile, or offensive
work environment,

Other unwelcome sexually oriented conduct—whether intentional or not—that has the
effect of creating a hostile, offensive, intimidating, or humiliating work environment may
also constitute sexual harassment.

Because it is not possible to list every circumstance that may constitute sexual
harassment, the following exampiles illustrate conduct that, if unwelcome, may constitute
sexual harassment depending on the totality of the circumstances, including the severity
and pervasiveness of the conduct:

» Unwanted sexuat advances, whether they involve physical touching or not.

« Sexual epithets; jokes; written or oral references to sexual conduct; gossip
regarding one’s sex life; comments about an individual's body; and comments
about an individual’'s sexual activity, deficiencies, or prowess.

» Displaying sexually suggestive objects, pictures, or cartoons.

» Unwelcome leering, whistling, brushing up against the body, sexual gestures, or
suggestive or insulting comments.

¢ Inquiries into one’s sexual experiences.
» Discussion of one’s sexual activities.
Retaliation against any individual who reports sexual or other harassment, or who

participates in an investigation of such complaints, is strictly prohibited and constitutes a
viotation of City policy.
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How to Report Instances of Perceived Discrimination or Harassment. The City cannot
address or correct discrimination or harassment unless it is brought to the attention of
appropriate  management. All employees share responsibility for maintaining a
workplace free from unlawful discrimination and harassment.

Any employee who believes they have been subjected to, or who has witnessed,
unlawful discrimination, sexual harassment, other forms of unlawful harassment, or
conduct that violates this policy must promptly report the concern to City management.
Reports may be made to an immediate supervisor, Department Head, Personnel
Director, the City Clerk, the Mayor, or any other member of management with whom the
employee feels comfortable. Employees who observe discrimination or harassment
involving another employee are likewise required to report the conduct promptly.

Any employee or supervisor who becomes aware of potential discrimination,
harassment, or other policy violations—whether or not they are personally affected—
must report the matter to their supervisor, Department Head, Personnel Director, the City
Clerk, the Mayor, or another appropriate member of management.

How an Investigation Will Be Conducted. All reports of discrimination or harassment will
be taken seriously and investigated promptly and thoroughly. Confidentiality will be
maintained to the extent possible, consistent with the need to conduct a fair and
effective investigation and comply with applicable law. Employees are expected to
cooperate fully in investigations. The City will make reasonable efforts to reach a timely
resolution and to communicate the cutcome to the involved parties as appropriate.

If an investigation determines that conduct in violation of this policy or other City policies
has occurred, the City will take appropriate corrective action, which may include
disciplinary measures up to and including termination of employment.

Retaliation Prohibited. Retaliation against any individual who, in good faith, reports
discrimination or harassment or participates in an investigation is strictly prohibited. Any
suspected retaliation, intimidation, or adverse action related to a report or investigation
must be reported immediately to one of the individuals identified above and will be
addressed in accordance with this policy.

2.4 Religious Accommodations

The City is committed to treating all employees with fairness and respect and recognizes
the diversity of employees’ sincerely held religious beliefs and practices. Employees may
request a reasonable accommodation when such beliefs or practices conflict with City
policy, work schedules, job duties, or other terms and conditions of employment. The City
will consider all requests in good faith and may provide an appropriate accommodation,
offer an alternative accommodation, or deny the request if it would impose an undue
hardship, as permitted by applicable law. Employees seeking a religious
accommodation should submit their request to the Personnel Director or City Clerk.
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SECTION 3. RECRUITMENT AND EXAMINATION
3.1 Policy

To ensure the delivery of high-quality services to the public, the City of Helena seeks to
aftract gualified and competent individuals to compete for employment. Selection and
appointment fo all positions shall be based solely on job-related criteria and an
applicant’s demonstrated knowledge, skills, and abilities required for successful job
performance.

Vacancies and newly created positions in the regular service may be filled through open
competitive recruitment, transfer, promotion, appointment, reappointment, or
demotion, as determined by the appointing authority. The Personnel Director is
responsible for administering a centralized recruitment system approved by the City.
Recruitment efforts will be conducted in @ manner and for a duration deemed
appropriate for the position being filled. All applications must be specific to the position
applied for, and an application submitted for one vacancy will not be considered for
any other position.

Official vacancy announcements for open competitive positions shall be prepared and
issued by the Personnel Director at the direction of the appointing authority. Public notice
will be provided for all open competitive vacancies through appropriate advertising
within the community, with the methods of advertising determined by the nature and
requirements of the position. Notices of promotional opportunities may be limited to a
specific organizational unit, to all City employees, or advertised to the general public, as
determined by the City.

All applicants must complete and sign the City’s official application form before being
considered for employment. Resumes may be submitted to supplement the application
but will not be accepted in place of the required application. Any applicant who is hired
and later found to have provided false or misleading information is subject to disciplinary
action, up to and including immediate termination.

3.2 Examination

Applicants who meet the minimum quadlifications and submit o complete and timely
application are eligible to compete for vacancies requiring competitive selection.
Applicants whose applications are accepted for an examination will be notified of the
examination’s time, date, and location.

Appointments to positions in the classified service, whether at the entry or promotional
level, shall be based on merit, efficiency, and fitness, as determined to the extent
practicable through competitive examinations. Examinations will be designed to be fair,
job-related, and practical, and will assess an applicant’s ability to perform the duties of
the position.

Competitive examinations may include one or more of the following components, as

appropriate to the position: written examinations, cognitive or aptitude assessments,
performance or skills tests, role play exercises, physical ability tests, and/or oral interviews.
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3.3 Eligible Register

The Personnel Director will be responsible for receiving applications for employment and
determining the eligibility of candidates based on the minimum qualifications of the
position and the outcomes of any examinations. The Director shall certify a list of eligible
candidates to the Appointing Authority and the Appointing Authority shall then make an
appointment from the names certified to him or her.

3.4 Medical and/or Psychological Examination

To help ensure that employees are able to perform their duties safely and effectively,
medical examinations may be required under certain circumstances and in accordance
with applicable law. For specific job classifications, drug testing and psychological
examinations may also be required as a condition of employment or continued
employment.

The City may require a pre-employment medical examination be performed at the City's
expense by a health professional of the City's choice. Such examination shall be
scheduled by the Perscnnel Director. The offer of employment and assignment fo duties
is contingent upon satisfactory completion of the exam.

All employees may, during the period of their employment, be required by their
Department Head, and with the approval of the Personnel Director, to undergo periodic
“fitness for duty” medical and/or psychological examinations fo determine their physical
and mental fitness to perform the work of the position in which they are employed. These
periodic examinations shall be at no expense to the employee. Determination of physical
or mental fitness will be by a health care provider designated by the City.

3.5 Polygraph Examination

A polygraph examination, or other legally authorized truth verification test, may be
required for certain job classifications or positions when mandated as part of an internal
investigation by law or is contained in the job posting as a requirement for hire. Any such
examination given as a requirement for hire shall be limited in scope and directly related
to the applicant's or employee's prospective job duties.

3.6 Background Checks

The City shall conduct appropriate background checks on all final candidates for
employment. The scope and nature of the background check will vary based on the
requirements of the position. The City also reserves the right, consistent with applicable
law, to conduct background checks during an employee's tenure when job-related and
necessary for business or public safety purposes.

3.7 Rejection of Applicants

The Personnel Director or Appointing Authority may reject an applicant for employment
if it is determined that the applicant does not meet the qualifications or requirements of
the position. The reasons for rejection may include, but are not limited to, any one or
more of the following: The application was not submitted on the prescribed form or was
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not filed by the required deadline; The applicant does not meet the minimum
qualifications for the position; The applicant fails to successfully complete any phase of
the examination or selection process; The applicant has an unsatisfactory employment
or personnel record that demonstrates unsuitability for employment; The applicant
provided false, misleading, or incomplete information regarding a material fact; The
applicant is unable to perform the essential functions of the position, with or without
reasonable accommodation; The applicant fails to appear for a scheduled interview,
appointment, or examination, or does not respond to reasonable attempts at contact;
The applicant fails to accept an offer of employment within the time period specified;
The applicant was previously employed by the City and was and was removed for cause
or resigned not in good standing; or any other reason consistent with City policies,
procedures, and applicable law.

SECTION 4. CLASSIFICATION AND APPOINTMENT

4.1 Classification

The classification plan shall provide a complete inventory of allemployee positions in the
service of the City and an accurate description and specifications for each class of work,
and all other employee positions in the City for which salary and benefits are set out by
the City, with the exception of the City Council and Mayor. The plan shall standardize
titles so that each is indicative of a definite range of duties and responsibilities and has
the same meaning throughout the service and shall show whether the position is deemed
a regular position or exempt position. The classification plan will be established and
maintained as set forth in Section 8 of the Helena Civil Service Act. The classification plan
shall be approved by the City Council and may be amended from time to time by the
Council upon recommendation from the Mayor, including the elimination of, or
modification to, approved job descriptions and positions in the classification plan,
together with any pay grade recommendations associated with the position. Upon
approval by the Council of the proposed changes, any non-exempt regular employee
cumrently serving in a position being eliminated or modified in which the elimination or
modification results in the non-exempt employee's termination or demotion, shall have
all rights of appeal afforded employees solely as to the question of whether the
elimination or modification was arbitrary and capricious. In the event a modification of
a non-exempt employee position results in additional duties, the affected employee may
request, in writing, @ pay grade review by the council, which may, in its sole discretion,
modify the pay grade classification.

42 Appointment

The appointment status of any employee shall be for the purpose of classifying the
employment in accordance with the anticipated length of employment, working hours,
or other special employment conditions. The appointment status of all employees will be
established and maintained as set forth in Section 11 of the Helena Civil Service Act. To
determine eligibility for benefits and overtime status and to ensure compliance with
federal and state laws and regulations, the City classifies its employees as shown below:

18

DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT



Salaried Exempt. Salaried exempt employees receive a fixed amount of pay (salary)
regardless of how many hours they work each week. Salaried employees are not eligible
to receive overtime pay.

Hourly Nonexempt. Hourly nonexempt employees receive payment for the actual hours
he or she works during the work period. Hourly jobs typically indicate how much an
employee will be paid for each hour worked. Nonexempt employees are eligible to
receive overtime pay for overtime hours worked.

Regular, Full-time. Employees who are not in temporary status and work a minimum of 40
hours weekly and maintain continuous employment status. Generally, these employees
are eligible for the full-time benefits package and are subject to the terms, conditions,
and limitations of each benefits program.

Part-time. Employees who are not in temporary status and who are regularly scheduled
to work less than 30 hours weekly but at least 20 hours weekly and who mainfain
continuous employment status. Generally, part-time employees are not eligible for the
benefits offered by the City and are exempt from the “regular service" provisions of the
Civil Service Act and have no right to disciplinary appeal procedures.

Temporary/Seasonal. Employees who are hired as interim replacements fo temporarily
supplement the workforce or to assist in the completion of a specific project and who
are temporarily scheduled to work for a limited duration. Employment beyond any initially
stated period does not in any way imply a change in employment status.
Temporary/Seasonal employees are exempt from the “regular service” provisions of the
Civil Service Act and have no right to disciplinary appeal procedures.

Appointed. Certain positions are elected or appointed by the City Council or Mayor, such
as Police Chief, Fire Chief, City Clerk, Treasurer, Administrative Assistant to the Mayor, and
Personnel Director. Generally, these employees are eligible for the full-time benefits
package and are subject to the terms, conditions, and limitations of each benefits
program. Appointed employees are exempt from the “regular service" provisions of the
Civil Service Act and have no right to disciplinary appeal procedures.

Provisional Appointment. In the absence of an eligible register, or until such register is
available, the Mayor may, for urgent need, authorize the filing of a vacancy by
provisional appointment. Any candidate for provisional appointment shall meet
educational, experience, and related requirements set forth by the appointing authority.
Provisional appointment shall be for a period of not more than nine months._Provisional
employees are exempt from the “regular service" provisions of the Civil Service Act and
have no right to disciplinary appeal procedures.

4.3 Probationary Period

All newly hired employees, former employees who have been rehired, or employees
promoted to a new classification enter a probationary period, which is considered an
integral part of the selection and evaluation process. During the probationary period, an

19

DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT




employee is required fo demonstrate suitability for the position through actual work
performance,

The probationary period is one {1} year from the employee's date of hire, rehire or
promotion. A probationary employee, with the exception of those that have been
promoted, may be terminated without cause during the probationary period.

An employee will not be eligible for merit increases until the employee has satisfactorily
completed the initial new hire probationary period.

A promofional probationer who is demoted for unsatisfactory service may return to the
position held prior to appointment, if still vacant, without right of appedl. In the event the
position is filed, the Mayor shall determine the manner in which the employee shall be
retained in the service, being closely guided by the provisions governing layoffs and
reductions in force. The demoted employee may elect to separate from the service and
have his or her name retained on the layoff list for the classification of the former position
for a period not to exceed two years.

An employee's probationary period may be extended up to six {6) months when needed
due to circumstances such as extended illness or a need to continue to evaluate
marginal performance or to properly evaluate the employee's performance. The
probationary period will not be shortened for any reason.

The supervisor may evaluate the performance of the probationary employee at ninety
(?0) days, six {6) months, and one (1) year. Additional evaluations may be completed
prior to these intervals if necessary o address performance issues and concerns. If, at the
end of the probationary period, the performance evaluation does not “meet
expectations”, the probation may be extended for up to six (6} additional months, or the
employee may be dismissed at the discretion of the City.

With the exception of a promoted employee: an employee may be reprimanded or
disciplined for cause by the Department Head (or his/her designee) at any time during
the probationary period, with no right of review or appeal from such action. The goai of
any such reprimand shall be to train and encourage the probationary employee in the
high standards required of public employment so that the employee achieves and
maintains a consistently acceptable level of performance and obtains regular status with
the City.

With the exception of a promoted employee; at any time during or upon the conclusion

of the probationary period, an employee may be dismissed by the respective
Department Head with or without cause and with no right to appeal.
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SECTION 5. SALARY ADMINISTRATION

5.1 Compensation Plan

The pay plan will provide fair compensation for all classes of jobs in the classification plan
with due regard to such factors as the following: (a) Varying degrees of difficulty and
responsibility among the classes of work; (b) Prevailing rates of pay and fringe benefits for
similar employment in private establishments and other public jurisdictions in the area; (c)
Recruiting experience for the classes of work; and (d) Financial conditions of the City. The
compensation plan will be established and maintained as set forth in Section 10 of the
Helena Civil Service Act. Each employee in the regular service shall be paid at a rate set
forth in the pay plan for the classification in which he or she serves.

At alltimes the City shall diligently seek to comply with the Fair Labor Standards Act (FLSA),
and the policies enacted shall be so construed.

5.2 General Salary Increases

The pay plan is designed to provide for progressive pay increases to employees as a
reward for satisfactory performance and continual growth and development in their
career, thereby increasing their value to the City. Eligibility for any pay increase is based
on the results of employee performance evaluations demonstrating, at a minimum, an
overallrating of meeting performance standards. Pay increases are not guaranteed and
are subject to the sole discretion and approval of the City Council through the annual
budget resolution process.

5.3 Promotional Salary Increases

Upon promotion, the employee's regular base pay shall determine the new rate in the
promotional class. The new rate shall be the larger of either of the following:

(a) A one step increase above the former rate.

(b) The entrance rate for the promotional class.

(c) A different rate within the salary range at the discretion of the appointing authority
when circumstances, skills, or experience dictate a different rate.

5.4 Exempt and Non-exempt Employees

Each job classification shall be designated as either exempt or non-exempt in
accordance with federal and state wage and hour laws. Non-exempt employees are
entitled to overtime pay under the specific provisions of federal and state laws. Exempt
employees are excluded from specific provisions of federal and state wage and hour
laws. The Personnel Director shall recommend the appropriate exemption status for the
job classification and such classification may be changed only upon written notification
by the Personnel Director.

5.5 Overtime and Compensatory Time
Hours worked in excess of the standard work period shall be authorized only when
essential to the effective operation of City government. When overtime is deemed
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necessary, any employee scheduled and directed to work additional hours shall be
required to do so. Employees who work overtime without receiving prior authorization
from their Department Head or Supervisor will be paid for their time worked but may be
subject to disciplinary action for failure to obtain prior authorization of overtime as
required.

Non-exempt employees shall be compensated at the rate of one and one-half (1.5)
times the employee's regular hourly rate of pay for all hours physically worked in excess
of the standard hours for the work period, as defined by the Fair Labor Standards Act. For
employees who normally work 40 hours per week, the work period is 7 days. Public safety
classifications that are paid on a “work pericd"” basis have a different standard. The work
period for fire suppression personnel is 28 days, and those individuals will receive overtime
pay for hours worked in excess of 212 hours during the 28-day work period. The work
period for law enforcement personnel is 14 days, and those individuals will receive
overtime pay for hours worked in excess of 86 hours during the 14-day work period.

Overtime may be awarded by either payment based on the overtime rate of one and
one-half (1.5) times the employee's regular pay rate; or, by granting equivalent
compensatory time off work ("comp time").

For law enforcement officers and firefighters, a maximum of four-hundred eighty (480)
hours of compensaftory time (in lieu of overtime) can be accrued by an eligible
employee. For all other employees, a maximum of two-hundred forty (240) hours of
compensatory time can be accrued. Any employee with an accrual of compensatory
time more than these maximums shall, within the following pay period, be paid for any
accrued compensatory hours above the maximum. Compensatory time will be paid at
the employee’s regular hourly rate.

In the event an employee has ("overage compensatory time") in excess of two-hundred
forty (240) hours (four-hundred eighty (480) for law enforcement officers and firefighters)
the employee is allowed to convert and be paid up to twenty (20} hours of the overage
compensatory time upon thirty (30) days' notice to the Personnel Director. This conversion
and payment can only be made once per employee in a fiscal year.

Upon notification of a change in classification, an employee shall be paid at their hourly
rate for any compensatory time that is accrued prior to the change in classification.

5.6 On Call/Call Back Pay

Employees who are not restricted during their off-duty time or in their personal activities,
yet who may be required to be available only should their services be required, shall be
considered as waiting to be engaged to perform their assigned duties and shall not be
entitled to compensation unless such employee is actually engaged to perform such
required services.

Non-exempt employees who are unexpectedly called back to their assignment after
normal working hours shall be compensated the greater of:
(A) The equivalent of two (2) regular hours of work; or
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(B) The actual number of hours worked

5.7 Pay Procedures

The City pays employees by direct deposit on a bi-weekly basis and in a manner so that
the amount, method, and timing of wage payment comply with any applicable laws or
regulations.

5.8 Pay Deductions

Standard deductions shall be made from each employee's paycheck for federalincome
tax, social security taxes, and any other local, state or federal taxes that are applicable.
Employees may also voluntarily authorize deductions from their paychecks to cover the
cost of participating in various employee benefit programs offered by the City.

If any employee has questions or concerns regarding a deduction from his or her
paycheck, the employee should immediately discuss it with the City Clerk. The City will
investigate the matter fo determine if any improper deductions have been made. If it is
determined that improper deductions have been made, the employee will be
reimbursed as quickly as possible but no later than the subsequent payroll period
following the notification of error. In addition, the City will take steps to prevent such
deductions or errors from occurring again. Employees will not be retaliated against for
disputing the accuracy of their paychecks or deductions made from their wages.
Conversely, if an overpayment is found on an employee’s paycheck, the City will follow
the same fiming and protocol described above to return the overpayment of funds to
the City.

5.9 Time Records

The City is required by law to keep an accurate record of time worked by every non-
exempt employee. Your time records also provide the basis for payroll calculations. All
non-exempt employees must complete the proper required time records each pay
period, and all time worked during each pay period must be accurately recorded and
accounted for. Time worked includes all time that an employee is required to be
performing duties for the City. A non-exempt employee will not be permitted to perform
work away from the premises, job site or at home unless approved in advance by the
employee's supervisor. Non-exempt employees are prohibited from working “off-the-
clock.” A non-exempt employee is not allowed to work through an unpaid meal break
unless authorized by his or her supervisor. An employee who works during an unpaid meal
break must advise the supervisor and ensure that time is accounted for on the time
records.

Falsifying time records may result in disciplinary action, up to and including termination.

5.10 Nursing Breaks

The City will provide nursing employees with reasonable unpaid break time to express
breast milk for up to one (1) year following the birth of a child, in accordance with
applicable law.
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The City will make reasonable efforts to provide a private, secure, and sanitary space—
other than a restroom—in close proximity to the employee's work area for expressing
breast milk or breastfeeding. The designated space will be clearly identified and will
include a locking mechanism or signage to indicate when the roomis in use.

Employees may store expressed breast milk in City-provided refrigerators, refrigerators
located in a designated lactation space, another approved location, or a personal
cooler. Employees are responsible for clearly labeling stored milk to prevent confusion
when shared refrigeration is used.

Employees are encouraged to discuss the anticipated frequency and duration of such
breaks with their supervisor fo ensure operational needs are met.

Employees requesting lactation accommodations, including break time or use of a
designated space, should submit a request to their supervisor, the Personnel Director or
the City Clerk. The City will engage in an inferactive process tfo evaluate the request and
provide a reasonable accommodation, unless doing so would impose an undue
hardship as permitted by law. Confidentiality will be maintained fo the extent possible.

SECTION 6. WORKING HOURS, ATTENDANCE, AND LEAVE

6.1 Aftendance

Allemployees are expected to arrive on time and ready to work at the start of every shift
they are scheduled to work. Employees are also expected to work until the end time of
every shift they are scheduled to work. Employees are not permitted to leave work early
without prior approval from their supervisor or department head.

6.2 Absenteeism

If unable to arrive at work on time, or if an employee will be absent for an entire day, the
employee must directly contact the appropriate supervisor as soon as possible to provide
advance nofice. Voicemail, text, and email messages are not acceptable except in
certain emergencies.

Excessive absenteeism or tardiness will result in discipline up to and including termination.
Failure to show up or call in for a scheduled shift without prior approval may also result in
discipline up to and including termination. An absence of three (3) consecutive regularly
scheduled working days without notice will be considered job abandonment and a
voluntary resignation by the employee, unless there are unusual circumstances
preventing an employee from calling their supervisor (e.g., incapacitated medical
condition).
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6.3 Authorized Leave

Authorized leave is any absence during regularly scheduled work hours that is approved
by the proper authority. Authorized leave may be with or without pay and shall be
granted in accordance with these rules on the basis of the work requirements and,
whenever possible, the personal wishes of the employee.

The Department Head may cancel any scheduled leave at any time in the event of
emergency situations and/or the necessity for certain staffing requirements. Should such
cancellation of leave occur, the employee shall report to work as directed. Failure to
report for work as requested shall be grounds for disciplinary action.

NOTATION FOR SECTION BELOW: The methodology to calculate the varying Annual
Leave hourly equivalents was determined to be set as a percentage change from the
baseline of 40 regular hours (2080 annual hours). For instance, fire suppression personnel
have an established 28-day, 212-hour work period (2600 annual hours), as defined by the
Fair Labor Standards Act, and therefore would accrue approximately 25% more
equivalent hours by this formula [(2600-2080)/2080 = .25]. Police personnel engaged in
law enforcement have a 28-day, 171 hours work period (2,223 annual hours) and
therefore would accrue approximately 7% more equivalent hours by this formula [(2,223-
2080)/2080 = .07). Years of service shall be measured from the employment or re-
employment anniversary date.

6.4 Annual Leave (Vacation)
Based on the methodology above, for employees having an established 40-hour work
week (2080 annual hours) accrual of annual leave will be as follows:

96 hours per year earned at the rate of
3.7 hour per bi-weekly pay period

130 hours per year earned at the rate of 5
hours per bi-weekly pay period

162.5 hours per year earned at the rate of
6.25 hours per bi-weekly pay period.

0-5Years of service

6 - 10 Years of service

11 + Years of service

Based on the methodology above, for Police personnel having an established 28-day,
171-hour work period (2,223 annual hours) accrual of annual leave will be as follows:

102 hours per year earned at the rate of
3.93 hours per bi-weekly pay period
139 hours per year earned at the rate of
5.35 hours per bi-weekly pay period
174 hours per year earned at the rate of
6.69 hours per bi-weekly pay period.

0 -5 Years of service

6 - 10 Years of service

11 + Years of service

Based on the methodology above, for Fire personnel having an established 28-day,
212-hour work period (2,756 annual hours) accrual of annual leave will be as follows:
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119 hours per year earned at the rate of
4.58 hours per bi-weekly pay period
163 hours per year earned at the rate of
6.27 hours per bi-weekly pay period
203 hours per year earned at the rate of
7.81 hours per bi-weekly pay period.

0 - 5 Years of service

6 - 10 Years of service

11 + Years of service

Eligible employees will be credited with annual leave as time is earned. However, an
employee is entitled to use annual leave only after being currently employed for a period
of ninety (90) calendar days without a break in service, unless otherwise approved by the
Department Head.

Leave time shall not accrue while in a non-pay status for any portion of the pay period.
Supervisors and employees have a mutual obligation to plan and schedule leave.
Conseqguently, if annual leave must be denied or previously approved leave canceled,
an alternative period of time should be scheduled.

Annual leave shall be used in a minimum of one (1) hour increments, as approved by the
employee's supervisor.

Employees may accrue and carry forward a designated number of annual leave hours
from one calendar year to the next, subject fo employee use and the operational needs
of the City. Any annual leave accrued in excess of the allowable carryover amount must
be used by December 31 or will be transferred to the employee'’s sick leave balance (or
forfeited).

Regular, full-time employees who have completed ninety (90) calendar days of
employment may carry forward annual leave in the amounts listed below, based on their
established work schedule:
e Employees having an established 40-hour work week may carry over up to 240
hours of annual leave.

e Police personnel having an established 28-day, 171-hour work period may carry
over 257 hours of annual leave.

e Fire suppression personnel having an established 28-day, 212-hour work period
may carry over 320 hours of annual leave.

Upon separation from employment, employees will be compensated for accrued annual
leave, subject to the applicable maximum carryover limits.

6.5 Sick Leave

The City provides sick leave to eligible employees as financial protection in the event of
an employee's iliness or the illness of an immediate family member. Such leave shall not
be considered a right, but, rather, a privilege. Sick leave is a benefit provided by the City
and is infended to be used only for approved purposes.
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Employees must notify their supervisor when sick leave is needed. At a minimum, verbal
notice must be provided at least one (1) hour before the employee’s scheduled start
time. When the need for sick leave is foreseeable and non-emergency in nature,
employees are expected to notify their supervisor as soon as reasonably possible to allow
for appropriate scheduling.

Sick leave may be used only under the following circumstances:

I. When an employee is suffering from a condition, such as but not limited to
pregnancy. sickness, or iliness, that prevents the performance of the employee's
usual job functions.

2. When an employee requires medical, dental, psychological or optical
consultation or treatment; or

3. When an employee's immediate family member is suffering from any condition
related to pregnancy, iliness or injury and requires the employee's attention; or

4. When an employee's immediate family member requires medical, dental,
psychological or optical consultation or treatment whenever the employee must
accompany that family member to the appointment; or

5. Use of a prescription drug which may impair job performance or safety; or

6. Forthe care or support of a newborn or adopted child, subject to FMLA guidelines;
and

7. In accordance with Section 6.7 (Bereavement Policy).

Sick leave is not available for any other purpose. For purposes of using sick leave,
“immediate family” shall mean present spouse, children (including natural, step and
adoptive), parents, stepparents, in loco parentis, and any other individual residing within
the employee’s household who is a legal dependent of the employee for income tax
purposes. In the City’s sole discretion, it may require a written doctor's excuse before
approving sick leave or authorizing payment for any sick leave.

The following is the sick leave schedule available to Regular, Full-Time employees based
on position:

e Employees having an established 40-hour work week will accrue 8 hours of sick
leave per calendar month.

+ Police personnel having an established 28-day, 171-hour work period will accrue
9 hours of sick leave per calendar month.

» Fire personnel having an established 28-day, 212-hour work period will accrue 11
hours of sick leave per calendar month.

Accrued sick leave becomes available for use by eligible employees after ninety ($0)
calendar days of employment. There shall be no maximum amount of sick leave an
employee may accrue. At a minimum, sick leave may be used in quarter hour (.25)
increments as approved by the empioyee's supervisor.
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An employee must be in a paid status with the City for at least 50% of the month in order
to accrue sick leave for that month. lliness during vacation is considered vacation and
not sick time.

An employee shall be subject to disciplinary actfion if he/she engages in outside
employment at any time within a calendar day during which sick leave is claimed.

All sick leave will be forfeited upon separation or termination of employment with the
exception that eligible employees under the State of Alabama Retirement System may
convert up to the maximum allowable amount of sick leave to retirement credit in

accordance with the provisions of 36-26-36.1, Code of Alabama 1975 and City of Helena
Resolutions 09092019A and 01272020.

6.6 Leave provisions for employees hired prior to June 1, 2026
Employees in the regular service hired prior to June 1, 2026 shall not have their vacation,
sick, or compensatory leave accruals diminished as provided in Section 9 of the Civil
Service Act.

Vacation leave accrued prior to June 1, 2026 will remain separate from the annual
(vacation) leave outlined in Section 6.4 above and may be used as needed in
accordance with applicable leave policies. An employee may also request fo convert
such vacation leave to sick leave.

Sick leave accrued prior to June 1, 2026 will roll over and be combined with sick leave
accrued thereafter.

Compensatory time earned prior to June 1, 2026 will roll over and be combined with
compensatory time earned thereafter. Employees will be compensated for any hours
that exceed the maximum allowable balance, as outlined in Section 5.5. Payment for
compensatory fime will be made at the employee’s regular hourly rate.

Employees hired prior to June 1, 2026 may convert, vacation, leave, and compensatory
time to sick time upon approval by the Personnel Director.

6.7 Sick Leave Donations

In addition to the sick leave policy, the City allows donated sick leave for catastrophic
ilinesses. This sick donation plan is available to any regular, full-time employee who is
eligible to use sick time and has exhausted all available leave. For purposes of the plan,
a catastrophic illness is defined as a serious health condition or combination of conditions
that (a) affect the physical or mental health of the employee and/or spouse, parent, or
child (b) results in a life-threatening or life function altering condition and (c) requires an
extended period of absence from work.
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An employee in need of donated sick leave must submit a request in writing to the
Personnel Director. The request must include a doctor's statement explaining the nature
of the illiness and the anticipated date for returning to work, provided this information has
not already been received. If approved, the Personnel Director will send a request to all
City employees asking for donations. Employees wishing to donate must complete a sick
leave donation form and submit it to the Personnel Director. To be eligible to donate
leave, an employee should have a minimum of eighty (80) hours of accrued sick leave.
Employees are only allowed to donate accrued sick leave; vacation and other types of
leave may not be donated.

The employee receiving the sick time donation is eligible to receive a (total lifetime)
donation of up to a maximum of:

e 480 hours for regular service employees who work a standard forty (40) hour per

week schedule

* 514 hours for regular service employees in the Police department

» 600 hours for regular service employees in the Fire department
The donation may come from several different eligible employees but may not exceed
the total hours within their respective designations mentioned above. When sick leave is
donated to an employee in excess of the needs of the employee, the remaining
donated time will be returned to the person that donated the time. The donated time
will be used in the order in which the Personnel Director receives the donations (first in/first
used).

Donated sick leave is not to be used for intermittent leave or to supplement on-the-job
injury leave.

6.8 Bereavement Leave

Paid Bereavement Leave is provided to employees in order that they may be with the
family of the deceased during the immediate period following a death. All eligible
employees who work a standard forty (40) hour weekly schedule shall be entitled to
bereavement leave with pay for twenty-four (24) work hours upon the death of an
immediate family member. Employees in the Police department shall be entitled to
bereavement leave with pay for twenty-seven (27) work hours upon the death of an
immediate family member. Employees in the Fire department shall be entitled to
bereavement leave with pay for thirty (30) work hours upon the death of an immediate
family member.

For the purpose of using bereavement leave, “immediate family" shall include present
spouse, children (including natural, step and adoptive), parents (including natural, step
and adoptive), siblings, parents-in-law, siblings-in-law, grandparents and grandchildren,
and any otfher individual residing within the employee's household who is a legal
dependent of the employee for income tax purposes. Such bereavement paid leave
shall not be charged against the employee's accrued sick leave or annual leave. An
eligible employee may use an additional twenty-four (24) houss of accrued sick leave, if
available, or, if approved by their supervisor, annual leave, should more time be
necessary.
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In all other instances of bereavement, including the death of close friends, an employee
may use annual leave, if available, as approved by the employee's supervisor.

6.9 Family and Medical Leave

The City complies with the federal Family and Medical Leave Act (FMLA), which provides
eligible employees with job-protected leave for certain family and medical reasons.
FMLA leave may be unpaid or may run concurrently with available accrued paid leave,
in accordance with applicable law and City policy. The City also complies with all
applicable state and local leave laws. When an employee is eligible under both federal
and state or local law, the provision that is most beneficial to the employee will apply.
Please note there are many requirements, qualifications, and exceptions under these
laws, and each employee’s situation is different. Contact the Personnel Director to
discuss options for leave.

In accordance with the Family and Medical Leave Act (FMLA), the City will provide
eligible employees with up to twelve (12) weeks of family and medical leave, or up to
twenty-six (26) weeks of military caregiver leave, during a rolling twelve (12)-month
period, as defined by City policy.

FMLA leave may be paid, unpaid, or a combination of both, depending on the
employee's available accrued leave. All FMLA leave will run concurrently with any
applicable paid leave benefits for which the employee is eligible, including, buf not
limited to, vacation, sick leave, and workers’ compensation leave. Employees are
required to exhaust all available paid leave prior to taking unpaid FMLA leave.

Eligibility:
1. The employee must have worked for the City for at least 12 months or 52 weeks.
The 12 months or 52 weeks do not have to be consecutive.
2. The employee must have worked at least 1250 hours during the twelve-month
period immediately before the date leave is requested to commence.

Type of Leave Covered
Under this policy, an Eligible Employee may take leave for any of the following reasons:

1. The birth of a child, or the placement of a child with the employee for adoption
or foster care, and to care for the child. (Such leave must be taken within twelve
(12) months of the birth or placement and must be taken in a single, continuous
period. Intermittent or reduced-schedule leave is not permitted for this purpose.)

2. To care for the employee’s spouse, child, or parent who has a serious health
condition, when the employee's presence is necessary to provide care.

3. The employee's own serious health condition that renders the employee unable
to perform one or more of the essential functions of their position.

4. Any gualifying exigency arising from the fact that the employee's spouse, parent,
child, or a person standing in loco parentis to the employee is on active duty, or
has been notified of an impending call or order to active duty, in the Armed
Forces, including the National Guard or Reserves, in support of a contingency
operation.
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This policy applies to serious heaith conditions that are chronic or long-term in nature and
that result in recurring or extended periods of incapacity. In general, a serious health
condition includes a chronic or long-term condition that, if left untreated, would result in
a period of incapacity lasting more than three {3) consecutive days.

Any ieave taken for one or more of the quadlifying reasons described above will count
toward the employee’s total FMLA leave entitiement for the applicable twelve [12)-
month period.

The 12-Month Period; The City measures the 12-month period as a rolling 12-month period
measured backward from the date an employee uses any leave under this policy,
except Military Caregiver Leave. Military Caregiver Leave under FMLA uses a single 12-
month period, not a rolling year like other FMLA leave.

Notice of Leave: When the need for Family and Medical Leave Act (FMLA) leave is
foreseeable. employees are required to provide at least thirty {30) days' advance written
notfice. When the need for leave is not foreseeable, employees must provide written
notice as soon as practicable under the circumstances. The City requires written notice
for all requests for FMLA leave. Failure to provide the required written notice—either thirty
(30} days in advance or as soon as practicable—may result in a delay or denial of FMLA
leave, as permitted by law. Verbal or oral notice alone does not satisfy this requirement.

Medical Certification: The City may require medical certification from a health care
provider to substantiate serious health conditions and may also require periodic
recertification, as permitted by law. Employees are generally required to submit
requested medical certification within fifteen (15} calendar days of the City’s request.
Failure to provide timely medical certification may result in a delay or denial of FMLA
leave until the required documentation is received. As a condition of returning to work
following FMLA leave taken for the employee’s own serious health condition, the City
may require a medical certification of fitness for duty. The City may also require the
employee to undergo a fitness-for-duty examination conducted by a physician
designated by the City, consistent with applicable law.

Leave is Unpaid: Family and Medical Leave Act (FMLA) leave is unpaid. To the extent
permifted by law, FMLA leave will run concurrently with any available paid leave,
including vacation, sick leave, or other applicable leave. Employees are required to
exhaust all accrued paid leave for which they are eligible before taking unpaid leave
under FMLA.

Medical and Other Benefits: While an eligible employee is on approved FMLA leave, the
City will continue the employee's group health insurance coverage on the same terms
as if the employee were actively employed. If paid teave is used concurrently with FMLA
leave, the employee’s share of health insurance premiums will be deducted through
regular payroll deductions. If the leave is unpaid, the employee is responsible for paying
their portion of the premiums by submitting payment to the City by the first (1st) day of
the month for which coverage is due. Health insurance coverage may be terminated if
the employee’s premium payment is more than thirty (30} days late. The City will provide
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at least fiffteen (15) days' written notice before coverage is discontinued due to
nonpayment.

If an employee does not return to work at the conclusion of FMLA leave for reasons other
than the continuation or recurrence of a serious health condition or circumstances
beyond the employee's control, the City may require reimbursement of the employer-
paid portion of health insurance premiums during any period of unpaid FMLA leave.

No Work While on Leave: Oufside employment is prohibited while on FMLA leave or any
other authcrized leave of absence and may lead to disciplinary action up to and
including termination.

Return to Work: Employees are expected to notify their supervisor in advance of their
anficipated return-to-work date, preferably at least five (5) days prior, 1o allow for
approprate scheduling. In accordance with applicable law, employees returning from
approved FMLA leave will generally be restored to the same position held prior to the
leave or to an eqguivalent position with equivalent pay, benefits, and working conditions.
The City reserves the right to fill or temporarily replace positions during an employee's
leave, consistent with state and federal law. In limited circumstances permitted by the
FMLA, reinstatement may be denied to a "key employee” if restoration would cause
substantial and grievous economic injury to the City's operations. Under FMLA, "key
employee” is defined as a salaried employee who is among the highest paid 10 percent
of all employees. In such cases, the City will provide written notice to the employee of
their status as a key employee and of the potential conseqguences regarding
reinstatement, as required by law. Employees who are unable to return to work at the
conclusion of approved family and medical leave, or who fail to return to work after
exhausting available leave, may be removed from the City's payroll, depending on the
circumstances and in compliance with applicable state and federal laws.

Military Caregiver Leave: Military caregiver leave allows an eligible employee who is the
spouse, child, parent, or next of kin of a covered servicemember to take up to a total of
twenty-six (26) workweeks of unpaid leave during a single twelve {12)-month period to
provide care for the servicemember who has a serious injury or iliness. For purposes of this
policy, a covered servicemember includes a curment member of the Armed Forces or a
covered veteran, as defined by the FMLA. A cumrent servicemember is a member of the
Armed Forces, including a member of the National Guard or Reserves, who is undergoing
medical freatment, recuperation, or therapy; is in outpatient status; oris on the temporary
disability retired list for a serious injury oriliness incurred in the line of duty. Military caregiver
leave is subject to all applicable FMLA eligibility, notice, certification, and job protection
requirements.

A serlous injury or lllness is one that is incurred by a servicemember in the line of duty
while on active duty that may cause the servicemember to be medically unfit to perform
the duties of his or her office, grade, rank, or rating. A serious injury or iliness also includes
injuries or ilinesses that existed before the servicemember's active duty and that were
aggravated by service in the line of duty while on active duty.

33

DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT




Employees with questions about this policy should consult with the Personnel Director.

Eligibility Notification: The City will notify employees who request leave whether they are
eligible for leave under the FMLA. If an employee is eligible, the City will provide written
notice outlining any additional information required, as well as the employee's rights and
responsibilities under the FMLA. If an employee is not eligible, the City will provide written
notice explaining the reason for ineligibility. When the City has sufficient information to
deftermine that an employee's leave is for an FMLA-qualifying reason, the leave will be
designated as FMLA leave, regardless of whether the employee specifically requests
FMLA designation. Employees may not waive or decline FMLA protections for qualifying
leave. To ensure compliance with these requirements, supervisors are required to
promptly notify the Personnel Director when they become aware that an employee’s
absence or anticipated absence may qualify for FMLA leave.

Other provisions: Under an excepftion provided in the Family and Medical Leave Act
(FMLA) regulations, the City may make deductions from the salaries of employees who
are exempt from minimum wage and overtime requirements under the Fair Labor
Standards Act (FLSA) for unpaid FMLA leave, without affecting their exempt status. This
exception applies to executive, administrative, and professional employees; outside sales
employees; certain computer professionals; and certain highly compensated
employees. This salary-deduction exception applies only to unpaid leave taken under
the FMLA.

6.10 Holiday Pay

The holiday schedule shall be adopted and published, annually, by the City Council for
all full-time employees of the City of Helena.

The following is the equivalent scale available to Regular, Full-Time employees, based on
position:

* Employees having an established 40-hour work week will receive holiday pay
based upon 8 hours.

» Police personnel having an established 14-day, 86-hour work period will receive
holiday pay based upon 8.5 hours.

* Fire suppression personnel having an established 28-day, 212-hour work period
will receive holiday pay based upon 11 hours.

For other full-time employees working alternate schedules, as approved by their
supervisor, each holiday shall receive the declared value of the normal hours the
employee would work that day.

As many employees as possible will be allowed off on a recognized holiday. However,
certain responsibilities and duties cannot be dispensed with to ensure and maintain
efficient operation of City government. All full-time employees required to work on a
recognized holiday shall be paid the holiday hours in addition to hours worked during the
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pay period. This provision also applies if such holiday falls on a full-time employee's "off
day".

To be eligible for the paid holiday, an employee must be in an active employment status
and not on leave without pay, unexcused absence, disciplinary suspension, or unpaid
leave of absence the regularly scheduled shift before and the regularly scheduled shift
after the holiday. Employees using sick leave the regularly scheduled shift before and the
regularly scheduled shift after the holiday shall be required to provide a doctor's excuse
for the absence.

6.11 Leave Without Pay

The Mayor may grant leaves of absence without pay for absence from work not covered
by any other type of leave or if other leave balances are exhausted. Examples of
situations for which leave without pay may be granted include time off work for personal
reasons, such as prolonged illness, parenting, caring for an ill relative, pursuing an
education, or other reasonable and justifiable purpose. Such leave may only be
extended under extenuating circumstances.

Employees who have applied for and received approval for a leave of absence shall not
be enfitled to accrue any benefits during the period of absence. Employees will be
required to pay all premiums for group insurance during the period of absence to
maintain eligibility for such benefits. Jobs vacated by a leave of absence under this
Section will be filed temporarily where possible, but the City retains the right to
permanently fill these vacancies as business needs require. Failure fo return to work from
a leave of absence at the prescribed time may be considered as a resignation without
notice.

6.12 Administrative Leave

Administrafive Leave is leave with pay granted to one or more employees and not
requiring the employee(s) to use accrued paid leave. Administrative Leave may be
granted in the following circumstances:

1. The Mayor may grant Administrative Leave at his/her discretion, including, but not
limited to, for short-ferm circumstances involving an unforeseeable catastrophic
event affecting the employee or a member of the employee’'s immediate family
that was beyond the control of the employee and which renders the employee
unable to attend work. Unforeseeable catastrophic events may include
hazardous weather events or emergency conditions which necessitate the closing
of the work place to the public and employees due fo safety concerns.

2. As a non-disciplinary measure, a Department Head, with the written approval of
the Mayor, may grant Administrative Leave, if disciplinary action is being
considered and/or workplace conduct is being investigated by the Department
Head.
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The Mayor or Department Head may require an employee on Administrative Leave to
report to work and/or contact their supervisor periodically.

6.13 Military Leave

A military leave of absence will be granted to employees who are absent from work
because of service in the U.S. uniformed services in accordance with the Uniformed
Services Employment and Reemployment Rights Act (USERRA). Advance notice of
military service is required unless military necessity prevents such notice, or it is otherwise
impossible or unreasonable.

An employee occupying a regular full-time position who is ordered by appropriate
authority to attend training or is ordered to active service will be paid for up to 168 hours
per calendar year. The employee is required to present orders or other appropriate
documentation of the requirement to attend, to qualify for payment. If the employee
exhausts the 168 hours of paid military leave, he or she may use any available accrued
vacation or compensatory time for the absence.

Confinuation of health insurance benefits is available as required by USERRA based on
the length of the leave and subject to the terms, conditions, and limitations of the
applicable plans for which the employee is otherwise eligible.

While on unpaid military leave, benefit accruals for sick, vacation, and holiday leave will
be suspended during the leave and will resume upon the employee's return to active
employment. All military leave will be counted as time worked for vacation accrual
pUrposes.

Employees on military leave for up to 30 days are required to return to work for the first
regularly scheduled shift after the end of service, allowing reasonable travel time.
Employees on longer military leave must apply for reinstatement in accordance with
USERRA and all applicable state laws.

Employees returning from military leave will be placed in the position they would have
attained had they remained continuously employed or a comparable one depending
on the length of military service in accordance with USERRA. They will be treated as
though they were continuously employed for purposes of determining benefits based on
length of service.

6.14 Jury Duty/Court Appearance

The City supports employees in their civic duty to serve on a jury. Employees must present
any summons to jury duty to their supervisor as soon as possible after receiving the notice
to allow advance planning for an employee's absence.

Nonexempt employees will be paid for up to two (2) weeks of jury duty service at their
regular rate of pay minus any compensation received from the court for the period of
service. Exempt employees are subject to the same two (2) week limitation except that
they will also receive pay for any days they serve as a juror or witness in a workweek in
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which they actually perform work. Allowances for jury duty for employees required to
serve more than two (2) weeks on a jury will be reviewed on a case-by-case basis.

If an employee is released from jury duty after four (4) hours or less of jury service on any
day, the employee must report to work for the remainder of that workday.

Time for appearance in court for personal business will be the individual employee's
responsibility. Vacation time should be used for this purpose.

6.15 Time Off for Voting

The City recognizes that voting is a fundamental right and privilege of citizenship and
encourages employees to exercise their right to vote. In most circumstances, employees
should have sufficient time outside of working hours to vote. Employees are encouraged
to make every reasonable effort to vote before or after their scheduled work hours. If an
employee is unable to vote outside of working hours, the employee should contact their
supervisor in advance to discuss reasonable scheduling accommodations, consistent
with applicable law.

6.16 Hazardous Weather/Emergency Conditions

In the event of hazardous weather or emergency conditions, employees are expected
to report to their regular work location during their normally scheduled work hours or shift
unless otherwise directed by their supervisor. Employees should allow sufficient time to
fravel safely to their assigned worksite. Employees who are unable to report to work due
to hazardous conditions must notify theirimmediate supervisor and/or Department Head
as soon as possible.

Employees are encouraged to maintain an adequate balance of accrued leave for use
when unable to report to work due to hazardous weather or emergency conditions.

If the City officially closes due to hazardous weather or an emergency, full-time non-
essential employees will be granted paid time off for the hours they were scheduled to
work. Employees who are on approved leave, such as vacation or sick leave, on the day
of the closure will continue to be charged the applicable leave and will not receive
additional hazardous weather or emergency pay. To be eligible for paid time off due to
a City closure, employees must be in a paid status on the regularly scheduled workday
immediately before and after the closure, unless otherwise required by law.

Employees designated as essential and required to work during hazardous weather or
emergency events will be compensated for all hours worked, including any applicable
overtime, in accordance with the Fair Labor Standards Act (FLSA). If an essential
employee works fewer hours than their normally scheduled workday, the employee will
receive hazardous weather pay for the remaining scheduled hours. If conditions exist
that impact an essential employee from working, and upon the approval of the
Department Head, the employee will be granted paid time off for the hours they were
scheduled to work.
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Department Heads are responsible for designating which positions are essential and
which are non-essential during hazardous weather or emergency conditions. Essential
employees are those required to maintain critical services, respond to emergencies, or
protect public health and safety.

Situations not specifically addressed in this policy will be evaluated and resolved on a
case-by-case basis, considering all relevant facts and circumstances.

6.17 light Duty

Under this policy, light duty assignments are temporary, specially created light, limited, or
modified duty assignments for employees who are injured or otherwise medically
restricted.

Light Duty generally involves temporarily excusing an employee from certain job tasks
they would normally perform.

Limited Duty may involve a temporary reduction in the number of hours an employee
works.

Modified Duty may involve adjusting job duties by removing certain tasks and substituting
others that are more compatible with the employee's medical restrictions within the
employee's regular position.

Light duty assignments are not infended to serve as permanent positions. The City is not
required to create light duty assignments but may do so when it is determined to be in
the best interest of the City and the department.

The availability and duration of light duty assignments depend on the employee's
medical restrictions and the operational needs of the department and the City. As o
general guideline, temporary light duty assignments will normally not exceed ninety (20)
calendar days. Extensions may be considered on a case-by-case basis based on
updated medical documentation, operational needs, and applicable law. Light duty
assignments are subject to periodic review and may be modified or discontinued at any
time. .

Employees requesting a light duty assignment must provide medical documentation
from a treating health care provider that clearly identifies work restrictions and the
expected duration of those restrictions. Requests will be reviewed by the Department
Head and the Personnel Director.

If an employee is determined to have permanent or long-term restrictions, continuation
of a temporary light duty assignment will generally not be appropriate. In such cases, the
City will engage in the interactive process required under the Americans with Disabilities
Act (ADA) to determine whether the employee is able to perform the essential functions
of their position with or without a reasonable accommodation, or whether another
accommodation is appropriate, consistent with applicable law. The ADA does not
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require the City to create a permanent light duty position or to eliminate essential job
functions.

Employees who are off work due to an injury covered by workers’ compensation and
who are offered a light duty assignment but decline it may experience an adverse
impact on workers' compensation benefits, as permitted by law. Employees on
approved Family and Medical Leave Act (FMLA) leave may decline a light duty
assignment without affecting their FMLA rights.

Employees assigned to a light duty assignment will be compensated at their regular rate
of pay for hours worked.

6.18 Employment References

The City does not provide employment references, other than to confirm the dates of
employment and position held. All requests for references on cumrent or former
employees must be directed to the Personnel Director.

SECTION 7. SEPARATION

7.1 Resignation

In the event of a voluntary resignation initiated by the employee, employees are
requested to provide written notice to their supervisor at least ten (10) working days prior
to their last day of employment. The ten (10) days must be actual working days; holidays,
vacation, and sick leave do not count toward the nofice period. Employees who provide
the required notice will be considered to have resigned in good standing and will
generally be eligible for rehire. Accrued but unused vacation leave will be paid in
accordance with the limits set forth in the vacation leave policy, provided proper notice
is given, or as otherwise approved by the Department Head in extenuating
circumstances where proper nofice is not possible.

In most cases, the Personnel Director or Department Head will conduct an exit meeting
on or before the employee’s final day of employment to collect City property and fo
review final pay, benefits, and other separation-related matters.

Employees who separate from City employment and are later rehired, regardless of the
length of separatfion or the circumstances surrounding it, will be considered new
employees for all employment-related purposes, unless otherwise required by law or
provided for in a collective bargaining agreement.

7.2 Retirement

Retirement is the separation of an employee in accordance with the provisions of the
Retirement System of Alabama (RSA) under which the employee is eligible to begin
receiving benefits. Any employee considering retirement should contact the Department
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Head and Personnel Director at least ninety (90) days prior to the anticipated retirement
date to ensure timely application and receipt of eligible benefits.

7.3 Dismissal

Disciplinary Action

The City maintains standards of performance and conduct to ensure the effective,
efficient, and safe operation of municipal services. When an employee's conduct,
performance, or behavior fails fo meet these standards, the City may take corrective or
disciplinary action, up to and including involuntary separation from employment for
cause.

Involuntary separation for cause may occur when an employee violates City policies,
fails to perform job duties satisfactorily, engages in misconduct, or otherwise acts in a
manner inconsistent with the expectations of City employment. Disciplinary action is
intended to be corrective when possible; however, depending on the nature and
severity of the conduct, immediate dismissal may be warranted.

The City generally follows a progressive discipline process, when appropriate, but reserves
the right to determine the level of discipline imposed based on the circumstances of
each case. Nothing in this section alters the City's authority to take immediate action
when necessary to protect public safety, City operations, or the integrity of City services.
All disciplinary actions will be administered in a manner consistent with applicable laws,
regulations, and City policies, including those outlined in Section 8 of this handbook.

Loss of Certification

Separation from employment may occur when an employee's position requires state,
federal, or agency licensure or certification as an essential function of the job, and the
employee fails to obtain, maintain, or renew the required licensure or certification, as
identified in the applicable job description.

7.4 Reduction in Force or Position Abolishment

In the event of a reduction in force due to fiscal constraints or because a position or
positions are no longer necessary, employee reductions within each job classification
shall be made based on the type of appointment, in the following order: temporary, part-
time, probationary, and then regular full-time. Regular full-time employees will not be
subject to layoff until all non-regular ful-time employees occupying the same
classification have been separated.

A reduction in force may be implemented without the filing of written disciplinary
charges, and employees affected by a reduction in force are not entitled to a hearing
prior to separation. A reduction in force shall not be considered a disciplinary dismissal
under any circumstances.

In determining which employees are aoffected by a reduction in force, both job
performance and length of service shall be considered. Job performance shall be the
primary factor, with length of service considered as a secondary factor.
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No action under this subsection shall be taken without the prior approval of the Mayor
and City Council.

Notice

No position abolishment, layoff, or non-disciplinary reduction in pay affecting a regular,
full-time employee shall occur without at least two (2) weeks' prior written notice to the
affected employee. Additional notice will be provided when required by applicable
federal or state law, including any notice obligations related to a reduction in force.

Procedures

Employees separated as a result of a layoff under these provisions will be placed on a
reemployment preference list by the Personnel Director. Employees on the preference list
will receive preferential consideration for future vacancies in positions requiring similar
qudlifications at the same or lower pay grade, provided the employee meets the
minimum qualifications for the position.

When multiple employees are eligible for the same vacancy, the Department Head shall
determine the order of preference based on factors including seniority, work history, and
prior performance evaluations.

If no suitable vacancy exists at the time of layoff, orif the employee declines an available
position at the time of layoff, the employee’'s name will remain on the preference list for
a period of one (1) year. An employee who declines two (2) offers of suitable
employment during the preference period will forfeit further preferential consideration
under this policy.

SECTION 8. CONDUCT AND DISICPLINARY ACTIONS

8.1 Employee Conduct

Employees of the City are expected to maintain high standards of cooperation,
efficiency, professionalism, and job performance. Honesty, integrity, and appropriate
conduct are essential to the effective operation of City services and to maintaining the
frust and confidence of the public.

When an employee's work habits, productivity, or conduct fall below expected
standards, supervisors are encouraged to address the issue promptly and provide the
employee with notice of the deficiency, guidance on expectations and an opportunity
for improvement. When appropriate, comrective guidance or warning should be
provided before formal disciplinary action is taken. However, nothing in this policy limits
the City's authority fo take immediate or formal disciplinary action when warranted by
the seriousness of the conduct or when necessary to protect the best interests of the City.
Every employee's conduct and all disciplinary actions will be governed by Section 12 of
the Helena Civil Service Act.
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8.2 Disciplinary Actions

The City's disciplinary policy is intended to be progressive in nature and designed to
correct performance or conduct issues whenever possible. The purpose of progressive
discipline is to help employees understand when a performance deficiency or behavioral
concern exists and to provide an opportunity for improvement. When appropriate,
disciplinary action will generally follow a progressive sequence, which may include the
following steps:

(1) Verbal Warning

(2) Written Reprimand
(3) Imposed probation
(4) Suspension

(5) Termination

In appropriate circumstances, demotion may be considered as an alternative to
termination. While progressive discipline is intended to be corrective, the City reserves the
right to bypass one or more steps in the progressive process when the nature or severity
of the conduct warrants immediate or more serious action.

This policy and the procedures outlined herein apply only to regular, full-time employees.
Probationary, temporary, part-time, and special status employees are not covered by
this progressive discipline process.

Any regular, full-time employee may be reprimanded, placed on imposed probation,
suspended, demoted, or terminated only for cause and in accordance with this Conduct
and Disciplinary Policy section 12 of the Helena Civil Service Act.

8.3 Causes for Disciplinary Actions

Violations of City policy and performance expectations may result in disciplinary action.
The identification of specific examples of misconduct in this handbook is not intended to
exclude other conduct that may warrant discipline based on the same or similar actions.
A single act or course of conduct may violate multiple provisions of this handbook and
may result in more than one charge or basis for disciplinary action.

The examples of conduct listed below are provided for illustrative purposes only and are
not intended to be exhaustive or to limit the City's authority to take disciplinary action for
other conduct that constitutes just cause. This list is infended to supplement, and not
conflict with, the causes for disciplinary action set forth in Section 12 of the Helena Civil
Service Act.

(a) Absence without notice or leave approval.

(b) The commitment of any criminal act involving drugs, alcohol, violence against a
person, theft, embezzlement, or any crime charged as a felony.

(c) Conduct unbecoming an employee in the public service.

(d) Conviction of a criminal offense or of a misdemeanor involving moral turpitude.
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(e) Disorderly or immoral conduct.
(f) Failure to pay or make proper provision for the liquidation of just debts.
(g) Incapacity due to mental or physical disability of a permanent nature.
(h) Incompetency or inefficiency.

(i) Acts of insubordination, including, but not limited to, refusal to obey legitimate orders,
delay or failure to carry out assigned work, disrespect, insolence, and like behavior.

(j) Intoxication while on duty or public intoxication while off duty.
(k) Neglect of duty.

() Negligence or willful damage to public property or waste of public supplies or
eqguipment.

(m) Violation of any regulations or orders published, made, or given by asuperior officer.
(n) Willful violation of any provision of this act or the Employee Handbook

(o) Violation of City and/or deparfmental rules and regulations.

(p) Tardiness.

(g) Disregard of safety rules and regulations

(r) Falsification, misrepresentation, or suppression of any information including, but not limited
to, employment application, employee reports, records, or time entry required by or supplied
to any agency including, but not limited to, the City of Helena

(s) Refusal to fully and fruthfully answer questions of a supervisor or other designated
individual during any inquiry, interrogation, hearing or court proceeding.

(t) Habitual, or repetitive, acts of misconduct, violations of policy, and/or infractions of rules
and regulations.

(o) Use of paid time for personal or business reasons other than the purposes for which
hired.

(p) Failure to maintain required objective certifications and other requirements necessary
to perform the duties of employment.

(g) For any other reason deemed to be in the best interest of the public service.

8.4 Types of Disciplinary Actions

Certain disciplinary actions taken by the City may be subject to appeal to the Personnel
Board, while others are not. The availability of an appeal depends on the nature of the
disciplinary action, the employee's classification or employment status, and applicable
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laws, ordinances, or civil service rules. Only those disciplinary actions and employees for
whom appeal rights are expressly provided by the Helena Civil Service Act or other
applicable law may pursue an appeal before the Personnel Board. Disciplinary actions
that do not cary appeal rights, including those involving employees who are
probationary(with the exception of a promoted employee). temporary, part-time, or
otherwise excluded by law or policy, are final and not subject to review by the Personnel
Board. Employees who are eligible to appeal a disciplinary action will be provided with
notice of their appeal rights and the applicable procedures. Nothing in this policy is
intended to expand, limit, or modify appeal rights beyond those provided by law.

1. Disciplinary Actions Not Subject to Appeal

(A) Verbal Warning: The Department Head, or Supervisor, may orally reprimand an
employee when the employee fails to maintain desirable performance or behavior
standards or violates the policies, rules, or regulations of the department, or the City.
Written notice of the verbal warning should be forwarded to the Personnel Director
for maintenance in the employee's personnel file.

(B) Written Reprimand: The Department Head, or other designated official, may issue
an official written reprimand o an employee, if the seriousness of the offense calls for
action greater in severity than an oral reprimand, or if previous counseling discussions
or oral reprimands have not produced the desired result. The written reprimand should
be forwarded to the Personnel Director for maintenance in the employee’s personnel
file. In addition, within three (3) days of the receipt of a written reprimand, an
employee may submit to his/her Department Head a written response to the written
reprimand. Such response shall forwarded to the Personnel Director for maintenance
in the employee's personnel file.

(C) Imposed Probation: The Department Head, or another designated official with the
approval of the Department Head, may place an employee on imposed probation,
either as a stand-alone disciplinary action orin conjunction with other discipline, when
the seriousness of the conduct warrants action more severe than an oral or written
reprimand, or when prior corrective efforts have not resulted in improvement. An
employee may be placed on imposed probation for cause, following appropriate
noftice, for a period not to exceed twelve (12) months. The terms and expectations of
imposed probation shall be documented in writing. Any repetition of the conduct
identified in the probation notice, or failure to meet the conditions of probation during
fhe probationary term, may result in further disciplinary action, up to and including
termination. Imposed probation may be considered by the Department Head in
determining eligibility for merit increases for a period of up to one {1} year.

Upon satisfactory completion of the imposed probationary term, including receipt of
a performance evaluation rated “satisfactory” or higher, the employee shall be
considered in good standing with the department and the City of Helena and shall
e restored to the rights, privileges, and benefits held prior to the imposed probation.
Restoration of such rights and privileges does not preclude consideration of the
imposed probation during future promotional processes or in the determination of
appropriate discipline for any future misconduct. Failure to satisfactorily complete an
imposed probationary term may result in additional disciplinary action, up to and
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including termination.

(D) Suspension: The Appointing Authority may suspend without pay any employee
under his or her supervision. In the event the suspension or suspensions do not exceed
an aggregate of 40 working hours as a singular offense or 80 working hours cumulative
in any year of service, the employee shall not have the right of an appeal hearing.

Any employee suspended without right to a hearing may obtain a review of the
suspension by the Appointing Authority by filing with the Mayor not more than two (2)
business days thereafter, a written answer to the charges and a request for the review.

2. Disciplinary Actions Subject to Appeal

An employee’'s right to appeal a disciplinary action of dismissal, demotion, or
suspension is governed by Section 13 of the Helena Civil Service Act.

The notice of suspension, dismissal, or demotion shall be provided to the employee in
writing and include the following:

(a) The cause of action.

(b) Discipline being imposed.

(c) The dates suspension, dismissal, or demotion are to become effective.
(d) Any other information deemed appropriate.

A copy of the notice shall be delivered to the Personnel Director no later than the
same day that the notice isserved on the employee. Notification shall be made prior
to oron the date the dismissal or demotion is to be effected, or as soon as practicable.

With the exception of a promoted employee a employee serving a probationary
period may be disciplined, demoted, ordismissed by an Appointing Authority without
right of appeal.

8.5 Pre-Determination Meeting

Disciplinary actions of suspension, demotion, or termination shall only be taken after the
employee has had an opportunity for an informal pre-determination meeting conducted
by the Department Head or the Department Head's designee.

Itis at the discretion of the Mayor to waive the right to a pre-determination meeting when
it is viewed in the best interest, the safety of employees and its representatives. Decision
is based on allegations and or charge(s) of an egregious act as defined by the conduct
of a person committing an act or omission that involves violation of a law and/or violent
acts of aggression.

An employee shall be given advance written notice of the meeting which shall include
the date, time, and location of the hearing and the grounds for the proposed disciplinary
action. At the hearing, the employee will be given the opportunity to present any
evidence they may have (either orally, in writing, or both), including the testimony of
other witnesses. If the employee submits a written response, a copy of such shall be filed
in the personnel file. Attorneys may attend but not participate in the meeting.
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An employee may choose to waive their right to a pre-determination meeting. A written
waiver must be submitted to the Personnel Director no later than one hour prior to the
hearing. If the meeting is waived, then the Department Head will make their decision
based on the information gathered and/or received prior to the hearing. In waiving their
right to a disciplinary hearing, the employee also waives their right to appeal any
disciplinary action issued by the Department Head. Should an employee not submit a
written waiver for the hearing and not attend the hearing, then the lack of attendance
will be considered as a waiver.

8.6 Appeals

All appeals will be governed by Section 12 of the Helena Civil Service Act.

(1) An employee with regular status may appeal disciplinary actions of dismissal,
demotion, or suspension. The discipline imposed shall not be otherwise set aside during
the pendency of the appeal. An employee desiring to appeal shall, within 10 calendar
days after notice of disciplinary action, file with the Personnel Director and the Mayor a
written answer to the charges and request a hearing. The answer shall contain the
following:

(a) The reason for dismissal, demotion, or suspension.
(b) An admission or denial of guilt.
(c) Reasons why dismissal, demotion, or suspension should not take effect.

(2) Upon timely appeal, the Personnel Board shall order a hearing of the charges before
a hearing officer appointed pursuant to Board rules and this act. The hearing shall be
solely for the purpose of determining whether substantial evidence supports the
disciplinary action, and whether the employee, by reason of his or her act or acts as
charged and his or her record of service, merits retention in the service or should be
removed therefrom or otherwise disciplined. To that end, the hearing officer appointed
shall not be bound by the technical rules of evidence but shall diligently seek all the
information bearing on the merits of the case. The hearing officer appointed by the Board
shall be a practicing attorney licensed in this state who shall take testimony offered in
support and denial of the charges and therefrom, and shall submit to the Board and the
parties, within 15 days, a finding of facfts involved, interpretation of law and policy, and
arecommended decision. Either party at interest may be represented by counsel.

(3) The hearing officer shall have authority to permit discovery by any party in the hearing
officer's discretion, but shall, in all instances, hold the hearing within 30 calendar days of
his or her appointment by the Board unless otherwise confinued by consent of the parties.
As allowed by the hearing officer in his or her discretion, discovery may be obtained by
one or more of the methods provided under the Alabama Rules of Civil Procedure,
including, but not limited to, written interrogatories, depositions, requests for production
of documents or things for inspection or copying, and requests for admissions addressed
to parties, the time for response to which shall be set by the hearing officer. The Alabama
Rules of Civil Procedure may be used as a general guide for discovery practices and
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proceedings. However, the Alabama Rules of Civil Procedure shallbe deemed instructive
rather than controlling.

(4] When a request for discovery is directed to an officer or employee of the City, the City
shall make the officer or employee available on official time for the purpose of
responding to the request, and shall assist the officer or employee as necessary in
providing relevant information that is available to the City. A party seeking discovery from
a nonparty officer or employee of the City shall initiate the process by serving a request
for discovery, signed by the hearing officer, on the nonparty officer or employee.
Discovery from other nonparties may be initiated by serving a request for discovery
signed by the hearing officer on the nonparty directly. Absent a request or upon failure
to obtain voluntary cooperation with discovery from a nonparty the hearing officer
appointed by the Board shall have the right to issue subpoenas for production and
attendance enforceable by the Circuit Court of Sheloy County, Alabama. Further, the
hearing officer may subpoena witnesses, other than character witnesses, for or against
the employee upon written request. Employees in the regular service shall be required to
aftend and testify without subpoena. ,
(5) The parties shall be present at next regular or special meeting held by the Board, who
shall consider the report and may set aside the report and order a new hearing, or may
rescind, modify, or increase the penalty imposed by the appointing authority as
warranted by the facts adduced at the hearing, or affirm the report as written and certify
its findings to the appointing authority who shall forthwith put the same into effect. At the
meeting, the Board may ask summation statements from the parties, not to exceed 15
minutes per party, as to the recommended disciplinary recommendation of the hearing
officer. The summation shall be limited to the finding of facts contained in the report of
the hearing officer after consultation with the Board. The Board shall render its decision
at the meeting, unless by affirmative vote of the Board, it continues the hearing to a date
certain, nofifying all parties of the continuation date.

Both parties may record the hearing. At a minimum, the hearing will be recorded by the
Personnel Director or his or her designee. Both parties will be granted access to the
recording following the hearing. At their own expense, either party may request a court
reporter to be present to record the meeting. The record of the court reporter shall be
included as an addendum to the hearing officer's report.

(6) The decision of the Board shall be final and may be appealed by either party to the
circuit court to review questions of law and whether or not the decision or order of the
Board is supported by substantial and legal evidence. On the appeal, the Circuit Court
of Shelby County, Alabama shall not reverse the finding of the Board unless it finds the
decision was arbitrary and capricious, against the great weight of evidence, or otherwise
invalid for reasons of fraud, and shall thereafter affirm, reverse, remand, or render the
cause. The decision of the Board shall be controlling untilreversed on appeal as provided
for herein.

{7) The appeal to circuit court shall be perfected by filing a notice of appeal with the
Circuit Court of Shelby County, Alabama, signed by the party appealing, to the effect
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that the party appeals from the decision or order of the Board to the Circuit Court and
fhe reasons therefore, and same shall confer jurisdiction upon the Court. The statement
of appeal shall be filed within 10 calendar days from the announcement of the decision
or order of the Board, and the appeal shall be served on the Personnel Director of City
Clerk within two days of filing in the Circuit Court of Shelby County, Alabama.

SECTION 9. GRIEVANCE POLICY AND PROCEDURE

9.1 Grievance Policy

The City seeks to promote an atmosphere where employees are comfortable voicing
their concerns and raising employment-related issues. Therefore, employees are
encouraged to speak informally and discuss any problems with their supervisor so that
appropriate actions may be taken to alleviate and resolve concerns. The City is
commitfed to ensuring a responsive and fair problem-solving process at the lowest
possible organizational level and encourages this same commitment from all employees.
If such informal discussions fail to resolve an employee's concerns in a timely manner,
they may follow formal grievance procedures outlined in this policy. Complaints of
potential unlawful conduct, including but not limited to complaints of potential
harassment or retaliation as set forth in Section 2.3, must be brought directly to the
Personnel Director.

It is the policy of the City that any regular, ful-time employee of the City may file a
grievance pursuant to the procedure set forth in this section. Resignation of employment
by an employee shall constitute an automatic withdrawal of any pending grievance.

(A) Acceptable Reasons for Grievance:

1. Unsafe working conditions;

2. Retaliation by a supervisor against an employee for exercising a right protected by
law; complying with any law; reporting a violation of any law to the proper
government authority; or, reporting fraud, waste, or abuse to the proper government
authority;

3. Violation or misapplication of law, ordinance, or policy affecting matters or conditions

of employment;

Unfair or inconsistent application of rules, regulations, or policy;

Improper working conditions or treatment by a supervisor or manager; and

Promotional by-passing where there is evidence of arbitrariness and capriciousness.

Arbitrariness and capriciousness are defined as an unreasonable action in disregard

of the facts or without a determining principle; and

7. Unauthorized or inappropriate use or disclosure of protected health information, as
defined by HIPAA Privacy Regulations.

Sl <Al o

(B) Unacceptable Reasons for Grievance:

1. Performance evaluations (unless alleging procedural violations);
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To contest position classification and rates of pay;

Legislative or budgetary decisions of the City Council or other governing authority;
To contest any disciplinary action;

To contest non-selection for advancement or promotion, except as provided in
subsection A above; or,

6. To contest any action that does not pertain directly, personally, and solely to the
employee's own employment.

@ 5 LIRS

9.2 Grievance Procedure

Step 1: Informal Resolution

Employees are encouraged to raise concerns with their immediate supervisor within
seven (7) calendar days of becoming aware of the issue. Many concerns can be
resolved at this level through open and honest communication. All parfies involved are
expected to act respectfully and fairly, and confidentiality will be maintained to the
extent practicable.

If the concern involves the employee's immediate supervisor, the employee may raise
the matter with the next level in the chain of command or with the Department Head.

Step 2: Written Grievance

If the issue is not resolved informally, the employee may submit a written grievance within
thirty (30) calendar days of the informal discussion, the incident giving rise to the
grievance, or the last act giving rise to the grievance. The grievance should be filed on
a form provided by the City and should include the following information.

¢ A statement of the rules, regulations or procedures description of such viclation or
misapplication; or the disciplinary action that is being appealed.
The specific remedy which is being sought.

* Previous supervisory decisions, if any.

A copy of the grievance must be submitted to both the Department Head and the
Personnel Director.

The Department Head (or if the Department Head is the subject of the grievance, then
the Personnel Director) shall investigate the grievance and deliver a written response to
the employee within twenty-one (21) days after the grievance is received. The
requirement to respond fo a grievance within twenty-one (21) days of receipt may be
extended by mutual consent of the Department Head, the employee, and the Personnel
Director.

The response shall state the Department Head's decision and the reason(s) therefore. The
Department Head shall furnish a copy of the grievance and the response thereto to the
Personnel Director no later than immediately after such response is delivered to the
employee. In the absence of the Department Head or the Personnel Director, a designee
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may perform the investigation or deliver the written response required by this section. If
the Department Head or the Personnel Director fails to deliver or furnish a written response
or other paperwork within the specified time limit, the grievance shall be deemed denied
and the employee is authorized to proceed to the next step in the grievance process.
The employee'’s failure to timely proceed to the next step shall be deemed a withdrawal
of the grievance without resolution and shall be a forfeiture of any further appeal of the
grievance.

Grievance processes can be suspended at any time by the Department Head, Personnel
Director, and/or Mayor if a formal investigation is being conducted or needs to be
initiated. The grievance process may resume if the formal investigation results in no
findings.

Step 3: Appeal to the Personnel Board

If the employee is dissatisfied with the Step 2 response, they may submit a written appeal
to the Personnel Board within seven (7) calendar days of receiving the decision.

Upon appeal, the Board shall receive all evidence in support of the action and any
evidence or other facts offered by such employee against such action. The Board is not
bound by technical rules of evidence. At its discretion, the board may choose:

1. To deny review of the grievance in which case the Department Head's
decision will be final.

2. Conduct an informal review of the evidence and issue a response to the
employee in writing.

3. Conduct an informal formal hearing in which the employee and his/her
supervisor and/or appointing authority will each have the right to appear
before the Board with reasonable representation of their choice if they so
desire. The Board may call any witnesses as it deems necessary.

At the conclusion of the appeal, the Personnel Board will issue a written recommendation
to the Department Head and Personnel Director and a copy shall be forwarded to the
employee. All decisions of the Personnel Board regarding grievances shall be finall.

9.3 Retaliation Prohibited

No employee or official of the City shall threaten or in fact retaliate in any way against
an employee for exercising any right the employee may have under this grievance
policy; and no employee or official of the City shall interfere with an employee's
preparation and presentation of a grievance as herein prescribed.

Likewise, no employee or official of the City shall threaten or in fact retaliate in any way
against an employee who testifies for or otherwise assists another employee in the
grievance process, except that perjury before the hearing body shall be grounds for
disciplinary action, including termination of employment where appropriate. ‘

Any retaliation against, or interference with, the employment of an employee who has
availed oneself of the grievance procedure, or an employee who has assisted another
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employee in the grievance process, shall be grounds for disciplinary action, including
termination of employment where appropriate.

SECTION 10. WORKPLACE SAFETY

10.1 General Safety

All employees are expected to maintain a high level of awareness regarding workplace
safety and fo take all reasonable precautions to prevent accidents or injuries to
themselves, co-workers, and the public. Employees must promptly report any unsafe
condition, hazardous worksite, or dangerous procedure to their supervisor. Employees are
required to comply with all applicable safety and health laws, standards, rules, and City
policies. Failure to follow safety requirements, or accidents resulting from employee
negligence, may result in disciplinary action, up to and including termination.

10.2 Accidents

Any accident occurring in a City-owned vehicle, while conducting City business, or on
City property must be reported fo the Department Head and the Personnel Director as
soon as practicable following the incident. The immediate priority in any accident or
injury is to ensure appropriate medical care for all involved. If property damage occurs,
a written accident report and photographs documenting the damage must be
submitted as soon as reasonably possible. Employees who sustain injuries shall seek or be
provided necessary medical freatment without delay. Following receipt of medical care,
injured employees will be required to submit to post-accident drug testing af a City-
designated facility, in accordance with applicable law and City policy. Failure to timely
report an accident orinjury, orrefusal to comply with required post-accident drug testing,
may result in disciplinary action.

10.3 Fitness for Duty Examinations

During the course of employment, employees may be required to undergo periodic
fitness-for-duty medical and/or psychological examinations when job-related and
consistent with business necessity, to determine their ability to safely and effectively
perform the essential functions of their position. Any required examinations will be
conducted at no cost to the employee. Fitness-for-duty determinations will be made by
a health care provider designated by the City. Allmedical and psychological information
obtained through such examinations will be treated as confidential and maintained in
separate medical files, in accordance with applicable law, and separate from the
employee’s personnel file.

10.4 Workers’ Compensation

All City employees are covered by the Alabama Workers' Compensation Act. Workers'
compensation is a state-mandated insurance program that provides benefits to
employees who sustain job-related injuries or illnesses arising out of and in the course of
employment. These benefits may include payment for authorized medical tfreatment,

51

DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT




partial wage replacement for time missed from work due to a compensable injury, and
other benefits as provided by state law.

Employees must promptly report any work-related accident, injury, or illness to their
supervisor so that required documentation may be completed and benefits may be
administered in a timely manner. Supervisors are responsible for completing a First Report
of Injury and submitting it to the Personnel Director as soon as practicable, but no later
than twenty-four (24) hours after the injury is reported.

Employees requiring medical treatment for a work-related injury must follow the City's
established medical treatment protocol and obtain care from an approved medical
provider, except in emergency situations. If the treating physician determines that an
employee is unable to work due solely to a compensable, work-related injury or iliness,
the employee may be eligible to receive workers' compensation benefits in accordance
with state law.

Workers' compensation benefits, whether paid or unpaid, will run concurrently with
Family and Medical Leave Act (FMLA) leave when applicable and as permitted by state
and federal law. Employees will not receive compensatory time, vacation, or sick leave
for absences covered by workers' compensation, except to the extent such leave is used
to supplement workers' compensation benefits when partial wage replacement is
provided, as allowed by state law. Employees may elect to use accrued, sick, or
vacation time to make up the difference in Worker's compensation pay versus the
employee's normal pay. In no event may an employee exceed their normal pay by
using accrued sick, or vacation time while on Worker's Compensation.

10.5 Firearms in the Workplace

Employees are prohibited from carrying firearms in the workplace or from possessing
firearms in City facilities, workspaces, or City-owned vehicles, unless the possession and
use of firearms is an essential function of the employee's position with the City. In
accordance with Alabama law, employees who are legally permitted to possess firearms
may store a firearm in their personal vehicle while parked on City property, provided the
frearm is kept inside a locked vehicle and out of plain view, including from persons
looking through vehicle windows or open doors. Employees are responsible for ensuring
full compliance with all applicable state and federal firearm laws. Nothing in this policy is
intended to authorize the carrying or use of firearms in the workplace beyond what is
expressly permitted by law or required by job duties. Violations of this policy may result in
disciplinary action.

10.6 Workplace Violence Prevention

The City is committed to maintaining a safe, secure, and violence-free workplace for all
employees. In support of this commitment, employees are discouraged from engaging
in physical confrontations with violent or potentially violent individuals and from engaging
in threatening, aggressive, or violent behavior of any kind.
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Threats, threatening language, intimidation, harassment, or acts of violence—whether
verbal, physical, or written—will not be tolerated. A threat may include, but is not limited
to, verbal or physical abuse, attempts to intimidate others, menacing gestures, stalking,
or other hostile, aggressive, or destructive actions infended to intimidate or cause harm.
This policy applies to conduct occurring in the workplace, on City property, in City-owned
vehicles, and at City-sponsored events or functions.

All City employees share responsibility for maintaining a workplace free from violence or
the threat of violence. Any employee who witnesses or experiences violent or potentially
violent behavior must promptly report the incident to their supervisor, Department Head,
or the Personnel Director. All reported threats or incidents will be promptly and
appropriately investigated. Failure to report known incidents of workplace violence may
result in disciplinary action. No employee will be subject to retaliation, intimidation, or
adverse action for reporting concerns in good faith under this policy.

The City reserves the right, in its sole discretion and based on the totality of the
circumstances, to determine whether conduct constitutes workplace violence or a
violation of this policy. Threatening behavior, physical conduct, or other actions—
whether intended as a joke, “horseplay,” or otherwise—may sfill be considered a
violation of this policy. Violations may result in disciplinary action, up to and including
termination of employment.

10.7 Use of City Vehicles

(A) General

The Mayor, City Administrator, or Department Head is authorized, in accordance with
applicable ordinances, to assign and approve the use of City-owned vehicles to
employees or authorized individuals for the purpose of conducting official City business.
Any misuse of a City vehicle or violation of this policy may result in disciplinary action
and/or revocation of driving privileges or take-home vehicle authorization.

City vehicles may be operated only by City employees or authorized individuals while
conducting official City business. Employees operating City vehicles, or personal vehicles
while on City business, are required to comply with all traffic laws and rules of the road,
except when operating authorized emergency vehicles in response to an emergency
and using required emergency lights and sirens. The City is not responsible for traffic
citations or fines incurred by employees or authorized individuals, whether they are on or
off duty or operating a City vehicle.

Due to liability considerations, only City employees or authorized individuals who possess
a valid driver's license may operate City vehicles. Non-employees are not permitted to
drive City vehicles, and passengers are limited to City employees or authorized individuals
performing City business. City vehicles may be used only for official City business and
emergency public services, including police, fire, and public services operations.

Employees whose duties require work before or after normal business hours may be
authorized to take a City vehicle home when performing such duties. Prior approval must
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be obtained from the employee’simmediate supervisor or Department Head. Employees
must promptly report any accident, damage, or traffic citation incurred while operating
a City vehicle or while driving on City business to their supervisor or Department Head.

(B) Driver’s Llicense Requirements

Prospective and current employees whose job duties include operating a motor vehicle
must possess and maintain a valid and current Alabama driver’s license appropriate for
the type and class of vehicie being operated, including any required commercial driver's
license (CDL). Under no circumstances may an employee operate a City vehicle if their
driver's license is expired, suspended, revoked, or otherwise invalid, Employees who
operate a City vehicle without a valid and current driver's license may be subject to
disciplinary action.

Employees whose job duties require driving must immediately notify their Department
Head or designated official of any change in the status of their driver's license or driving
privileges, including suspension, revocation, cancellation, expiration, or any arrest for
driving under the influence of drugs or alcohol. Failure to promptly report such changes
may result in disciplinary action.

if an employee's driver's license or driving privileges are suspended, revoked, canceled,
or otherwise restricted by a court of competent jurisdiction or the Alabama Department
of Public Safety, and the Department Head determines that driving is an essential
function of the employee’s position or that a valid driver's license is a minimum job
requirement, the employee may be subject to appropriate employment action. Such
action may include reassignment, demotion, suspension without pay, or termination,
depending on the circumstances and in accordance with applicable law and City

policy.

(C) Motor Vehicle Record (MVR) Requirements

Applicants for positions with the City whose job duties include operating a City vehicle—
including current employees applying for promotion or transfer—wiil have their Motor
Vehicle Record (MVR] reviewed as part of the pre-employment or pre-placement
process. Applicants will be notified that an MVR review is required and must provide
written authorization permitting the City to obtain and review driving records, in
accordance with applicable law.

For purposes of this policy, the look-back period for evaluating driving history is the
twenty-four (24) months immediately preceding the date of application or consideration
for the position. Points accumulation is based on the Alabama Uniform Traffic Citation
(UTC) offense code point scale, and points are counted for a twenty-four (24) month
period measured from the date of conviction.

An applicant will be disqualified from consideration for a position requiring driving if the
MVR reflects more than eight (8) points during the applicable look-back period, orif the
applicant has a conviction or pending charge for driving under the influence of drugs or
alcohol during that same period.
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In addition, all applicants and employees must meet the minimum driving eligibility
standards established by the City's insurance carrier. The City reserves the right to
disqualify an applicant or restrict an employee's driving privileges based on insurance
efigibility requirements or other job-related information obtained through MVR review or
background screening, consistent with applicable law.

Employees whose job duties require or may require operation of a City vehicle are
subject fo post-hire MVR monitoring. At a minimum, each such employee's MVR will be
reviewed annually. Additional reviews may be conducted as necessary based on
operational needs, insurance requirements, or reported driving incidents,

If a current employee's MVR reflects more than eight (8) points at any time within the
applicable twenty-four {24) month period, the employee will be placed on driving
probation and required to successfully complete a defensive driving course at the
employee's expense within thirty (30) days of nofification. Failure to complete the
required course within the specified timeframe may result in further disciplinary action.

Any employee who is charged with, arrested for, or convicted of driving under the
influence of drugs or alcohol, or any felony fraffic offense, shall be immediately prohibited
from operating a City vehicle. Emplovyees are required to report any such charge, arrest,
or conviction to their supervisor within twenty-four (24} hours of occurrence. Failure to
timely report may result in disciplinary action, up te and including termination.

Adverse changes in an employee's driving record may result in revocation of City driving
privieges and may lead to reassignment, suspension, demotion, or termination,
depending on the circumstances and in accordance with City policy, insurance
requirements, and applicable law.

(D) Loss of City Vehicle Use Privileges
The following is a partial list of conditions on a Driver License Record which may cause
the loss of City vehicle privileges:

» Three (3] or more af-fault accidents in the past three [3) years where the employee
was the contributory driver.

« Two(2} incidents {including tickets) in the past three (3] years as a result of which the
individual was found responsible for committing a moving traffic violation while
operating a motor vehicle.

+ A combination of two (2] at fault accidents and one {1} incident as a result of which
the individual was found responsible for committing a traffic violation within the past
three (3) years.

» Operating under the influence of alcohol or drugs.

s Failure to report an accident while operating a City owned vehicle.

« Negligent homicide, manslaughter, assaults involving the operation of a motor
vehicle.

« Driving on a suspended or revoked license.
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(E) Departmental Vehicle Policy
If a department adopts a department-specific vehicle use policy that appears to conflict
with this handbook, the more restrictive policy shall apply.

(F) Seat Belt Use

The City requires all employees and passengers to wear seat belts at all times when
operating or riding in City-owned vehicles. Seat belt use is also required for employees
operating or riding in personal vehicles while engaged in City business.

(G) Distracted Driving

Employees should be free of distractions while operating a City vehicle. Cell phone use
without a hands-free device while operating a commercial motor vehicle is strictly
prohibited in accordance with the Federal Motor Carrier Safety Regulations. Cell phone
use without a hands-free device in all other City vehicles is prohibited except in
emergency situations. Texting, reading, typing, accessing social media, etc. while driving
is prohibited.

10.8 Workplace Searches

As a condition of employment, City employees grant to management and supervisory
personnel the right and authority to conduct unannounced searches or inspections of
employee offices, desks, lockers, file cabinets, computers and other items, equipment,
vehicles, and spaces furnished by the City to the employee (and the contents of any of
the foregoing), whether unlocked or locked with a City provided or employee-provided
lock. These searches or inspections may occur for work-related purposes, including,
without limitation, prompt, efficient and orderly performance of City business and
services: health and safety in the workplace; compliance with all federal, state, and local
laws, ordinances, rules, regulations, policies, and procedures; and, in addition, for the
purpose of investigating work-related misconduct. Employees should not have any
expectation of privacy with regard to their possessions brought into and stored in the
workplace. The provisions of this section shall also apply to inspection of articles or
packages entering or leaving City property, as deemed necessary by management.

Workplace searches that clearly include an employee's personal property and are not
part of the typical routine review or inspection of the workplace shall include at least two
supervisory personnel for the search or shall be approved in advance in writing by the
Personnel Director or Mayor. The supervisory personnel or the Mayor, prior fo conducting
the search, shall make a record of the reason(s) and describe the probable cause for
the search and sign such record.

SECTION 11. SUBSTANCE ABUSE POLICY

11.1 Policy
The City is committed to maintaining a safe, healthy, and productive work environment
for employees and the public. This commitment is compromised when employees misuse
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drugs or alcohol, report to work impaired, or engage in drug- or alcohol-related
misconduct. Accordingly, the City maintains a drug- and alcohol-free workplace.

The following conduct is strictly prohibited:

e Employees may not use, possess, distribute, sell, trade, offer for sale, or offer to
purchase illegal drugs or engage in the unlawful use of drugs or controlled
substances, whether on or off duty.

e Employees may not report to work under the influence of illegal drugs or with any
detectable amount of illegal drugs in their system.

e Employees may not consume alcoholic beverages within eight (8) hours prior to
reporting for duty and may not report to work under the influence of alcohol.

« Employees may not consume alcoholic beverages during working hours or while
performing City business.

e Employees may not unlawfully use prescription medications, including using
medications that were not legally prescribed to them or using prescription drugs
in a manner inconsistent with the prescribing provider's instructions. Nothing in this
policy prohibits the lawful use of prescribed medications that do not impair an
employee's ability to perform their job safely and effectively.

Violations of this policy may result in disciplinary action, up to and including termination
of employment, and may also require participation in a rehabilitation or treatment
program, as determined by the City.

Employees are encouraged to voluntarily seek assistance for substance abuse concerns.
Employees who self-report and request help before violating this policy or before being
subject to disciplinary action may do so without fear of retaliation. The City will provide
information on available assistance resources, and eligible employees may qualify for
leave under the Family and Medical Leave Act (FMLA) or other applicable leave policies.

11.2 Use of Prescription Medication

Employees are prohibited from reporting fo work or performing job duties while under the
influence of any prescription medication, over-the-counter medication, or other
substance that impairs their ability to safely and effectively perform their job.

Prior to reporting for duty, employees are required to disclose to their supervisor or the
Personnel Department if they are taking or using any medication or substance that may
impair job performance or safety. This includes, but is not limited fo, prescription
medications, over-the-counter medications, medical marijuana (where permifted by
law), synthefic or designer drugs, or any other substance that may affect alertness,
judgment, coordination, or the ability to safely perform assigned duties. Disclosure is
required only to the extent necessary to assess fitness for duty and will be handled in a
confidential manner consistent with applicable law.
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Failure to disclose the use of an impairing medication or substance prior to duty, when
required, may result in disciplinary action up to and including termination. An employee
who tests positive for, is otherwise determined to be using, or is found to pose a safety risk
due to an undisclosed impairing medication or substance may be subject to discipline
for willful misconduct.

In addition, if an employee is involved in a work-related accident and post-accident drug
testing reveals the presence of an undisclosed impairing medication or substance in the
employee’s system at the time of the incident, the employee may be subject to
disqualification from workers' compensation benefits for willful misconduct, as permitted
by law.

When an employee discloses the use of an impairing medication or substance, the City
reserves the right to require a fitness-for-duty evaluation to assess whether the employee
can safely perform the essential functions of their position. Any such evaluation will be
conducted in accordance with applicable law, and medical information will be
maintained confidentially and separate from the employee's personnel file.

11.3 Testing
It shall be a condition of employment for all employees to submit to substance abuse
testing under the following circumstances:

* As part of pre-employment testing for employees working in a safety sensitive job.

* When an employee is reclassified or promoted to a safety sensitive position.

* When there is reasonable suspicion to believe an employee is abusing illicit drugs
or alcohol. Reasonable suspicion is based on a belief that an employee is using or
has used drugs or alcohol in violation of our policy.

When an employee has caused or contributed to an on-the-job injury.

Routine fitness-for-duty testing for safety sensitive positions.

On a random basis for safety-sensitive positions with no prior notice given.

As a post-rehabilitation/follow-up. An employee who has voluntarily requested
rehabilitation prior to a positive drug test may be subject to random testing for
twenty-four (24) months from the return-to-work date.

e o o o

Testing positive on a drug or alcohol test is a serious violation of the City’s Policy. Any
employee who tests positive, or refuses to be tested, may be subject to appropriate
disciplinary action for gross misconduct, up to and including termination, as well as
disqualification from receiving unemployment compensation benefits (Alabama Code
§ 25-4-78(3)) and/or worker's compensation benefits (Alabama Code § 25-5-51).
Additionally, any employee who fails to report an on-the-job accident immediately and
seeks medical freatment from a medical provider not designated by the City, may be
classified as refusing to submit to post-accident testing. Following a positive test, an
employee may be offered a “Last-Chance Agreement” in which the employee agrees
to attend a rehabilitation program in lieu of termination.

Employees and job applicants who have a positive confirmed drug or alcohol test result
may explain or contest the result to the medical review officer within five (5) working days

58

DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT



after receiving notification of the test result from the medical review officer. If the
challenge is unsatisfactory to a medical review officer, the medical review officer will
report a positive test.

Methods of testing may include urine, breath, oral fluids, hair, and/or blood. A Breath
Alcohol Content of 0.04 or higher is classified as a positive test. The drugs tested for may
include all or some of the following: (1) Amphetamines; (2) Cannabinoids; (3) Cocaine;
(4) Phencyclidine (PCP); (5) Opiates; (6) Methadone; (7) Methagualone; (8) Barbiturates;
(?) Benzodiazepines; (10) Propoxyphene; (11) Ecstasy or a metabolite of any of the above
substances including mind altering synthetic or designer drugs, and (12) Alcohol.
Employees should be cautioned that using CBD products may result in a positive drug
screen.

For purposes of this policy, safety-sensitive employees are those employees who
discharge duties so fraught with risks of injury to self or others, environmental injury and/or
property damage that even a momentary lapse of attention can have disastrous
consequences. It is an essential job function safety rule applicable o every employee
working in a safety sensitive classified position to be able to work in a constant state of
alertness and in a safe manner.

The term "illegal use of drugs” includes any controlled or scheduled substance not used
in accordance with a health care provider's lawful prescription for the user.

11.4 Cannabidiol (CBD) Products

Cannabidiol (CBD) products, including oils, gummies, creams, and other forms, may be
legally available under Alabama law. However, many CBD products are not regulated
by the U.S. Food and Drug Administration (FDA) and may contain measurable amounts
of tetrahydrocannabinol (THC), the psychoactive component of marijuana.

Employees are advised that the use of CBD products may result in a positive drug test for
THC. A positive test result will be treated the same as any other violation of the Substance
Abuse Policy.

The use, possession, distribution, or being under the influence of marijuana or THC-
containing substances during work hours, on City property, in City vehicles, or while
performing job-related duties is strictly prohibited, regardless of whether the substance
was obtained legally or claimed to be a CBD product.

SECTION 12 TECHNOLOGY

12.1 Computers, Internet, Email, and Other Resources

The City provides employees with a variety of communication tools and technology
resources to support the efficient conduct of City business. These resources include, but
are not limited to, telephones, voicemail, scanners, internet and intranet access, email,
text messaging, portable electronic devices, and other City-provided technology. City
communication systems are intended primarily for business-related purposes during
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working hours. All use of City communication tools must be conducted in a professional,
respectful, and lawful manner and in accordance with City policies.

No Expectation of Privacy

Employees should not have any expectation of privacy in their use of City issued
computer, phone, portable electronic devices, or other communication tools. All
communications made using City-provided equipment or services. including email ond
internet activity, are subject to inspection by the City. Employees should keep in mind
that even if they delete an email. a voicemail, or another communication, a copy may
be archived on the City's systems.

Internet Access

Internet access and electronic communication systems are provided to employees solely
for the purpose of conducting City business in an efficient and timely manner. Employees
accessing the internet or using City communication systems represent the City, and all
communications must be business-related, professional, and appropriate. Personal use
of City-provided communication systems, including email and internet access, that is not
job-related may negatively affect productivity, system performance, and security. The
City monitors internet and system usage to ensure that these resources are used for
legitimate business purposes and are not misused or abused.

The City has zero tolerance for the viewing, accessing, downloading, or transmission of
obscene, pornographic, or otherwise inappropriate materials using City equipment or
systems, including email and text messaging. Any employee found engaging in such
conduct may be subject to disciplinary action, up to and including immediate
termination of employment.

Employees are prohibited from downloading software, applications, or files from the
internet or other external sources without the express approval of the Department Head.
Files or applications obtained from outside sources may contain malware or viruses and
must be scanned using approved antivirus software before being installed or used on
City systems. Uploading information to the internet or external systems is prohibited unless
expressly authorized by the Department Head, to prevent unauthorized access or
interception of City data. Employees may not disable antivirus software, bypass security
confrols, or make unauthorized changes to system configurations on City computers or
devices. Violations of this policy may resutt in disciplinary action, up to and including
termination, even for a first offense.

Email and Other Communication Systems

The City encourages employees to use email solely for communication related to City
business with fellow employees, vendors, customers, or other authorized parties. All
internal and external email communications are considered City business records and
may be subject to federal and state public records and record-retention laws, as well as
disclosure during audits, investigations, or litigation. Employees shouid be mindful of these
obligations when creating and tfransmitting email communications.
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Use of City-provided communication systems, including email and internet access, must
comply with all City policies, including but not limited to those governing Equal
Employment Opportunity, harassment, confidentiality, and conflicts of interest.
Employees must not use City systems to engage in harassing, discriminatory, or retaliatory
conduct, make defamatory statements, or disclose confidential or proprietary
information.

Employees should also be aware that email messages and electronic communications
may contain viruses, malware, or other security threats. To protect City systems and data,
employees should not open or respond fo messages from unknown or suspicious senders
and should delete such messages without opening them.

City-provided communication systems, including email, telephone, voicemail, and
internet access, are provided for City business purposes and are critical to City
operations. Accordingly, employees should have no expectation of privacy in the use of
these systems. The City reserves the right to monitor, access, review. and disclose
communications and usage records, without further notice, to ensure compliance with
City policies, protect system security, and meet legal and operational reguirements.

Use and Security of Electronic Devices

Employees must exercise particular care in the use and security of portable electronic
devices used for City business, including laptops, tablets, smartphones, and other data
starage media, whether City-owned or personally owned. The loss or theft of a device
containing City information may result in a security breach and the unauthorized
disclosure of sensitive or confidential information relating to citizens, customers, or
employees.

Employees are required to use appropriate security measures for such devices, including
password protection or other approved safeguards,. and to store devices only in secure
locations when not in use. Any loss, theft, or suspected compromise of a portable
electronic device used for City business must be reported immediately to the employee’s
supervisor and the Information Technology Department so that appropriate protective
measures can be taken.

Telephones including Personnel Cell Phone Usage

Office telephones and City-provided communication systems are intended primarily for
City business. While the City recognizes that limited personal phone use may be
necessary, such use must be brief, infrequent, and kept to a minimum, This policy applies
equally to the use of personal mobile phones, smart devices, and text messaging during
working time,

Employees may make or receive urgent, occasional, and brief personal calls or messages
while at work. All other personal phone use should be limited to meal perieds, scheduled
breaks, or before or after work hours. Personal phone use must not interfere with work
performance, productivity, safety, or the efficient and effective delivery of City services.

Recording. Photography, and Video Restrictions
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To protect employee privacy, confidentiality, workplace safety, and the integrity of City
operations, employees are prohibited from using personal or City-issued devices to
photograph, video record, audio record, livestream, or otherwise capture images or
sound of City employees, members of the public, meetings, conversations, workspaces,
documents, or activities occuring: (1) in City facilities, (2) on City property, (3) in City
vehicles, or (4) at City-sponsored events, unless an exception listed below applies.

Although Alabama law generally permits one-party consent for audio recordings, this
workplace policy imposes stricter standards for City operations. Recording that may be
lawful under state law may still violate City policy.

This prohibition does not apply in the following circumstances:
» Authorized City Business: Recording is expressly authorized in advance by a

supervisor or Department Head for legitimate City business purposes, such as
training, documentation, inspections, or public communications.

» Official Job Duties: Recording is required as part of an employee's assigned duties,
including but not limited to sworn law enforcement activities, body-worn cameras,
dash cameras, emergency response documentation, or other legally mandated
recordings.

o Public Meetings: Recording of public meetings that are open to the public and
conducted in accordance with Alabama's Open Meetings Act, provided the
recording does not disrupt the meeting or violate other City policies.

* Legal Reguirement: Recording is required by law, court order, or subpoena.

Employees may not record private or confidential conversations, non-public meetings,
personnel matters, or internal discussions without proper authorization, even if the
employee is a participant in the conversation.

Supervisors may address personal phone use or recording activity that creates a
distraction, disrupts operations, compromises safety or confidentiality, or otherwise
interferes with the proper performance of City duties. Violations of this policy may result
in disciplinary action, up to and including termination of employment.

12.2 Social Media Acceptable Use

The City seeks to maintain professional, respectful, and appropriate communication
regarding its operations, employees, programs, and services. Nothing in this policy is
intended to interfere with, restrict, or discourage employees’ rights under the United
States Constitution, the Alabama Constitution, or applicable law, including lawful rights
related to freedom of speech, association, or political activity. Employees should be
mindful that, in their capacity as City employees, they may have access to confidential
or non-public information. Employees have a continuing duty to protect the
confidentiality of such information and to comply with all applicable City policies when
using social media. The City recognizes that social media can be a valuable tool for
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personal expression and communication. At the same fime, social media use carries
responsibiliies and potential consequences. These guidelines are intended to assist
employees in making responsible decisions about social media use as it relates to City
employment,

Protected Speech

The City recognizes that employees do not surrender their constitutional rights as citizens
when they accept public employment. Employees may engage in protected speech,
including speech made as private citizens on matters of public concern, consistent with
applicable law.

Nothing in this policy is intended to prohibit or discipline employees for:

s Lawful speech made as a private citizen on matfers of public concern;

« Lawful political speech or participation in political activities conducted on the
employee's own time and using personal resources; or

o Lawful reporting of suspected wrongdoing, waste, fraud, abuse, or violations of
law, including whistleblower activity protected by law.

However, speech that is otherwise protected may lose protection if it:

s Is made pursuant to the employee’s official job duties rather than as a private
cifizen;

s Discloses confidential or non-public City information:
Vicolates City policies regarding harassment, discrimination, threats, or retaliation;
or

« Substantially disrupts City operations, undermines working relationships, impairs job
performance, or interferes with the City’s ability to provide effective public
services, as determined in accordance with applicable law,

Delfinition of Social Media

For purposes of this policy, "social media” includes any online platform or method used
to create, post, share, or exchange information or content, including blogs, social
networking sites, video- and photo-sharing platforms, message boards, chat rooms, and
emerging communication technologies. Examples include Facebook, Instagram, TikTok,
Snapchat, X. Bluesky, Linkedln, YouTube, and similar platforms. These guidelines apply
whether social media use occurs on City systems or personal devices and whether or not
the platform is affiiated with the City.

General Guidelines

The same standards of conduct that apply in the workplace also apply to social media
use. Employees are personally responsible for what they post online. Employees should
carefully consider the potential impact of their online activity, recognizing that content
posted on the internet may be permanent, widely shared, and subject 1o public scrutiny.
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Social media activity that adversely affects job performance, the work environment,
public frust, or the City’s legitimate operational interests may result in disciplinary action,
consistent with applicable law.

Compliance with Other City Policies

Social media use must comply with all City policies, including those reiated to:
Equal Employment Opportunity and non-discrimination

Harassment and retaliation

Confidentiality and records

Use of City technology and equipment

Conflicts of interest

& * & & o @

Employees may be subject to discipline for social media conduct that violates City policy,
even if such conduct occurs off duty or on personal devices, to the extent permitted by
law.

Respectful and Professional Conduct

Employees are expected to treat coworkers, citizens, vendors, contractors, and others
connected to the City with respect and professionalism. Employees are encouraged to
address workplace concerns through appropriate internal channels. Employees who
choose to express crificism or complaints online should avoid content that could
reasonably be viewed as malicious, threatening, intimidating, harassing. bullying, or
intended to harm another person’s reputation, or that could contribute to a hostile work
environment based on a protected characteristic.

Accuracy and Integrity

Employees should not knowingly post false or misleading information, rumaors, or unverified
ciaims, particularly when related to City operations or personnel. If an employee
becomes aware that previously posted information is inaccurate, the employee is
encouraged to comect it promptly.

Confidenfiglity and Representation

Employees must not disclose confidential, proprietary, or non-public City information,
including interal reports, personnef matters, or sensitive operational details. Employees
may not represent themselves as speaking on behalf of the City unless expressly
authorized. When posting about the City or matters related to their employment,
employees should clearly state that their views are their own and do not represent the
City. A recommended disclaimer is: “The views expressed are my own and do not
necessarily reflect the views of the City."”

Employees may not use a City email address to register for personal social media
accounts.

Use During Work Time and with City Resources

Employees may not use social media during working time or on City equipment unless
the use is job-related and authorized. Employees may not respond to media inquiries or
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speak on behalf of the City unless authorized and should direct such inquiries to their
supervisor or Department Head.

Non-Retaliation

The City strictly prohibits retaliation against any employee who reports a possible policy
violation, engages in protected speech, or participates in an investigation. Retaliation
may result in disciplinary action.

Questions
Employees with questions about this policy or about appropriate social media use should
contact their supervisor or the Personnel Director.

SECTION 13 WORKPLACE GUIDELINES

13.1 Respectin the Workplace

A respectful workplace is essential to the effective and efficient operation of the City and
to maintaining the trust and confidence of the public. Employees are expected to freat
citizens, coworkers, supervisors, and subordinates with professionalism, respect, civility,
and courtesy at all times. Employees are expected to refrain from disrespectful or
inappropriate conduct, including but not limited to the following behaviors:

e Using threatening or abusive language, profanity, or language that is intended to

be oris reasonably perceived by others fo be demeaning, berating, or offensive

Bullying

Retaliation

Excessive yelling or repeated emotional outbursts

Making threats of violence, retribution, litigation, or financial harm

Using racial or ethnic slurs

Spreading malicious rumors or gossip

Throwing instruments, tools, office equipment, or other items as an expression of

anger, criticism, or threat, or in an otherwise disrespectful or abusive manner

e Engaging in any pattern of disruptive behavior or interaction that could interfere
with the workplace or adversely impact the quality of City services.

Employees are encouraged to report instances of disrespectful behavior to their
immediate supervisor, Department Head, or Personnel Director. Employees found to be
in violation of this policy are subject to disciplinary action, up to and including
termination.

13.2 Employee Advisory Committee

Purpose

The Employee Advisory Committee ["EAC" or “Committee") is intended to serve as an
advisory communication forum through which City employees may share general
feedback, ideas, and suggestions with City leadership. The EAC exists to promote open
communication, enhance employee engagement, and identify opportunities to
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improve workplace practices related to morale, safety, efficiency, and organizational
culture.

The EAC is strictly advisory in nature. It has no authority to make decisions, establish policy,
or bind the City in any manner. Participation on the EAC does not create a contract,
guarantee, or expectation of changes to wages, hours, benefits, or other terms and
conditions of employment.

The EAC does not replace existing reporting channels, complaint procedures, or the
authority of the Mayor, City Council. Department Heads, supervisors, or the Personnel
Director. :

Membership and Terms of Service

Members shall be seiected through a process coordinated by the Mayor, Personnel
Director, City Clerk, Police Chief, and Fire Chief, which may include expressions of irterest,
nominations, or other methods designed to ensure broad participation and continued
operational effectiveness including a vote by employees for members. Selection to the
EAC is not guaranteed and does not create a right to contfinued service.

EAC members may serve terms of up to two (2) years, subject to contfinued employment,
attendance at meetings, and operational needs. Members may be reappointed, but
the City encourages periodic rotation of membership to allow broader employee
pariicipation over fime.

To promote continuity, the City may stagger member terms or rotate membership
perodically. Nothing in this section creates a guarantee of service for any specific period.

Members must be current City employees who have successfully completed their initial
probationary period. An employee who separates from City employment for any reason
is no tonger eligible to serve on the EAC.

Members serve at the discretion of the City and may be removed for cause by the City
following consultation with the Board, subject to approval by a majerity of the Mayor,
Personnel Director, City Clerk, Police Chief, and Fire Chief, for reasons including, but nct
limited to, failure to attend meetings, viclations of City policy, breach of confidentiality,
or conduct inconsistent with the advisory purpose of the Board.

Officers
The EAC may designate a Chair, Vice Chair, and Secretary fromm among its Members.
Department Heads may not serve as officers.

The Chair shall:
s Preside over meetings;
e Work with the Personnel Director to develop proposed meeting agendas and
schedules:

66

DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT



e Serve as a primary point of contact between the EAC and Cify administration as
requested.

The Vice Chair shall assist the Chair and perform the Chair's duties in the Chair's absence.

The Secretary shall prepare meeting summaries or minutes, which shall be reviewed by
the Personnel Director prior to disfribution.

Duties and Responsibilities
The EAC may: _
s Share general employee feedback and themes related to workplace practices
and operations;
Encourage communication and cooperation across departments;
« |dentify opportunities to improve employee engagement, morale, and workplace
culture;
Promote awareness of City policies, progrems, and initiatives;
o Offer suggestions regarding employee engagement activities or infernal
communications.

The EAC shall not:

Act as a bargaining agent, spokesperson, or representative body for employees;
Negotiate wages, benefits, hours, or other terms and conditions of employment;
Hear or resolve grievances, appeals, or disciplinary matters;

Address individual personnel issues, including performance evaluations, pay.
accommodations, leave, discipiine, or complaints;

¢ Investigate or resolve complaints of harassment or discrimination.

Any employee who raises a concern regarding harassment or discrimination with an EAC
member shall be promptly referred 10 management in accordance with Section 2.3 of
this Handbook.

Meetings

The EAC shall meet as needed, based on operational considerations and the availability
of agenda items appropriate for advisory discussion. Meetings may be convened at the
request of the Personnel Director or upon submission of proposed topics by Committee
members for review and approval by the Personnel Director,

Meetings shall be scheduled in advance and coordinated with Department Heads o
minimize operational disruption. Reasonable efforts will be made fo allow participation
from employees working different shifts when meetings are held.

The Personnel Director, or designee, shall facilitate or atiend meetings as appropriate to
ensure discussions remain within the advisory scope of the Committee and are consistent
with City policy and legal requirements.

A majority of cument members shall constitute a quorum for any meeting.
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Confidentiality

EAC members are expected to maintain the confidentiality of sensitive information,
including personnel matters, security issues, and information protected by law or City
policy. Failure to maintain confidentiality may result in removal from the EAC and/or
disciplinary action, consistent with City policy.

Non-Retaliation

The City prohibits retaliation against any employee for participating in the EAC or for
providing feedback or suggestions in good faith. This provision does not protect conduct
that violates City policy, disrupts operations, or exceeds the advisory scope of the EAC.

Reservation of Rights
The City reserves the right to modify, suspend, or discontinue the EAC at any time, with or
without notice, based on operational, legal, or administrative considerations and subject
to City Council approval

13.3 Job Performance & Evaluation

Effective communication between employees, supervisors, and Department Heads is
essential to maintaining high levels of performance and accountability. Discussions
regarding job performance are ongoing and may occur formally or informally.
Employees are encouraged to communicate with their supervisors and request
additional feedback whenever they believe it would be helpful.

The Personnel Director is responsible for establishing and maintaining the City's employee
performance evaluation system. All formal performance evaluations must be
documented in writing using forms provided or approved by the Personnel Director. While
formal evaluations occur at designated intervals, day-to-day performance
management remains the responsibility of the employee's immediate supervisor.

Formal performance evaluations will generally be conducted at least annually and will
include a written appraisal and a discussion between the employee and supervisor
regarding job performance and expectations for the upcoming evaluation period. The
number and timing of evaluations may vary based on operational needs or individual
circumstances. A performance evaluation may be initiated at any time by either the
supervisor or the employee. Probationary employees will be evaluated at the conclusion
of their probationary period.

Performance evaluations become part of the employee's personnel record and may be
considered in employment-related decisions, including eligibility for wage increases,
promotion, transfer, demotion, layoff, or termination, in accordance with applicable law
and City policy.

13.4 Training and Career Development

The City is committed to supporting employee training and professional development
and recognizes that participation in seminars, conferences, workshops, and similar
programs is an effective way to enhance job-related knowledge, skills, and abilities.
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Because the City operates with limited staffing and training resources, the following
guidelines apply to requests for training and professional development opportunities:

¢ Training should directly enhance the employee’s job-related skills, knowledge, or
abilities, or be necessary to maintain required licenses, certifications, or
professional credentials.

e Training oppeortunities may include, but are not limited to, workshops, seminars,
conferences or conventions, in-house fraining programs, and other approved
fraining offered by external agencies or organizations.

« All training-related expenses must be within the limits of the approved annual
budget.

Requests fo attend external fraining programs must be submitted through the
employee's immediate supervisor for review and approval by the Department Head.
Employees are responsible for notifying their supervisor at least one (1) week in advance
of any approved training that will require time away from work.

Training time will be considered compensable work time when attendance is required by
the City or when the training is directly related to the employee's current job duties or
required to maintain licensure or cerfification. Training that is voluntary, occurs outside of
normal working hours, and is not directly related to the employee's current job duties
may be unpaid, consistent with applicable wage and hour laws.

Upon completion of training, employees may be required to submit a certificate of
completion or atftendance and, if available, an official training agenda. Such
documentation will be maintained in the employee's personnel file.

13.5 Maintenance and Retention of Records

The Personnel Director is responsible for maintaining the official personnel records of City
employees. All personnel records, whether maintained in paper or electronic form, are
the property of the City and are maintained for legitimate governmental and
administrative purposes.

Official personnel records may include, but are not limited to, the employee's
application for employment, job-related examination or assessment results, employment
history, current employment status, performance evaluations, disciplinary actions, and
other records pertinent to the employee’s service with the City.

Access to Personnel Records

In accordance with applicable law and City policy, employees may review their own
official personnel file upon written request. Employees are not permitted to review the
personnel files of other employees, except when required in an official supervisory,
managerial, or administrative capacity.

Employees wishing to review their personnel file should submit a request to their supervisor
or directly to the Personnel Director. The City will make reasonable efforts to schedule a
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review within five (5) business days of the request, unless additional time is required due
to operational needs.

Personnel file reviews shall take place in the Personnel Department or another
designated location and must be supervised. Original documents may not be altered or
removed from the personnel file, and no copies or photographs may be made of file
documents.

An employee has the right to submit a written rebuttal or explanatory statement
regarding any document contained in their personnel file. Such rebuttal must be
submitted within ten (10) business days after the employee reviews the document, unless
an extension is approved by the Personnel Director. Any rebuttal submitted by the
employee will be permanently maintained in the personnel file and included with the
document to which it relates.

Exclusions from Personnel File Review
The following records are not part of the official personnel file and are not subject to
employee review, except as required by law:

e Reference checks, background investigations, and pre-employment screening
materials

* Recordsrelated to ongoing or confidential investigations

« Medical records, psychological evaluations, fitness-for-duty documentation, and
drug or alcohol testing records (which are maintained in separate confidential
medical files)

*» Atftorney-client privileged materials or documents prepared in anticipation of
litigation

« |Information restricted from disclosure by law

13.6 Privileged, Confidential, Proprietary, or Restricted Information
Employees may deal with certain information of importance to the City, to other
employees, to businesses dealing with or governed by the City, or to members of the
public. Such information may be of a privieged, confidential or proprietary nature, or
may be otherwise restricted. Employees shall not disclose such information without
appropriate coordination with and approval by the Department Head. Employees shall
not use such information for their own advantage, provide friends or acquaintances with
such information, or otherwise inappropriately disclose such information to others. Each
employee is charged with the responsibility of ensuring that information released or made
available to others is to promote orderly and efficient business operations and has been
appropriately approved for release.

13.7 Outside Employment

Employees of the City may engage in outside employment, including self-employment,
provided that such activity does not interfere with job performance, create an actual or
perceived conflict of interest, or otherwise conflict with the employee's duties to the City.
Before engaging in any outside employment of work activity, all employees, including
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part-time employees, must submit an affidavit that they have met with their department
head and agree to abide by the policies regarding outside employment. The
Department Head, after conferring with the Mayor, will provide a written approval or
denial to the employee which will be maintained in the employee’s personnel file along
with the affidavit.

Approval of outside employment is not permanent and may be subject to periodic
review and re-approval, including annual reauthorization or review upon a change in
the nature of the outside employment, the employee's job duties, work schedule, or
performance status. Employees are responsible for promptly notifying their Department
Head of any material change in outside employment.

Qutside employment will not be approved, or may be revoked, if it:

s Interferes with the employee’s ability to perform City duties in a proper, efficient,
and effective manner;
Results in an actual or perceived conflict of interest;

s Violates the State of Alabama Ethics Law, including Section 36-25-14, Code of
Alabama {1975}, as amended;

« Conflicts with departmental rules, professional standards, or law enforcement
accreditation requirements; or

* Subjects the City or any department to public criticism, loss of public trust, or
embarrassment,

Departments may establish additional rules governing outside employment consistent
with this policy and applicable law.

Employees engaged in approved outside employment are expected to fully meet City
work schedule requirements. Qutside employment will not be accepted as an excuse for
absenteeism, tardiness, early departure, refusal to travel, refusal to work overtime, or
refusal to work alfernative schedules when required.

Employees are prohibited from engaging in outside employment or business activity
during any period in which they are on Family and Medical Leave Act (FMLA) leave,
workers' compensation leave, sick leave, administrative leave with pay, or any other
approved leave of absence. Employees may not conduct outside employment activities
during assigned City work hours.

Approval for outside employment is contingent upon the employee remaining in good
standing with the City. Approval may be suspended or revoked if the employee is subject
to disciplinary action or fails to comply with this policy.

For sworn law enforcement personnel, approval for outside or extra-duty law
enforcement employment is subject to additional restrictions and oversight. Such
approval may be limited or withdrawn if the employee is relieved of law enforcement
authority, placed on administrative leave, resiricted from duty, or otherwise determined
to be unfit for enforcement duties. Law enforcement personnel must comply with all
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departmental rules, standards of conduct, and applicable certification or accreditation
requirements related to secondary employment.

Except for compensation lawfully received for City duties, no City officer or employee
may have a private financial interest in, or profit directly or indirectly from, business
dealings with or conducted by the City.

If outside employment causes or contributes to job-related problems or conflicts of
interest, the employee may be required to discontinue the outside employment or may
be subject to disciplinary action, up to and including termination of employment.

13.8 Dress and Grooming

The City provides a casual yet professional work environment. While business casual attire
is generally appropriate for office setftings, employees are expected to present a
professional appearance at all times and to project a positive image to the public,
visitors, and coworkers. All employees must maintain good hygiene and dress in a manner
that is safe, appropriate, and consistent with good judgment and professional standards.

Employees may be required to comply with specific dress and grooming requirements
based on the nature of their position, including the wearing of uniforms, protective
clothing, or safety equipment. Such requirements will be communicated by the
Department Head.

Questions or concerns regarding appropriate attire or grooming standards should be
directed to the employee's Department Head. The City reserves the right to determine
whether an employee's attire or grooming is appropriate for the workplace and to
require corrective action when necessary, consistent with applicable law.

13.9 Smoking tobacco products, and Vaping

Smoking tobacco products, and the use of vaping or electronic smoking devices are
prohibited in all buildings and facilities owned, operated, or controlled by the City of
Helena or any agency of the City. This prohibition applies to all indoor areas without
exception. Smoking tobacco products and vaping are also prohibited in all City-owned
or City-operated vehicles and equipment at all imes. No tobacco products of any kind
are to be used when interacting with customers, agents, or the public. Employees are
expected to comply with this policy and with all applicable state and local laws.
Violations may result in disciplinary action in accordance with City policy.

13.10 No Solicitation or Acceptance of Gratuities

No City officer or employee may solicit or accept money, compensation, favors, or any
other thing of value from any person or entity other than the City in exchange for
performing, or refraining from performing, any act that is part of the officer's or
employee's official duties. In addition, no officer or employee may directly or indirectly
solicit or accept any gift, gratuity, favor, or other thing of value that could reasonably be
perceived as intended to influence, or that might influence, the employee's judgment,
actions, or decisions related to City business.
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13.11 State Ethics Requirements

Employees are required to be familiar with and comply with all state ethics laws
applicable to public employees, including the Alabama Ethics Law. Employees who are
required to file a Statement of Economic Interests pursuant to Section 36-25-14, Code of
Alabama (1975), as amended, must fully comply with all filing requirements and
deadlines.

No employee may solicit, accept, or request anything of value from a subordinate, or
from any person or business that the employee directly inspects, regulates, supervises, or
otherwise oversees in an official capacity, except in the ordinary course of business as
permitted by law.

Employees are prohibited from using, or allowing the use of, City equipment, facilities,
time, materials, labor, or any other public property or resources under their control for
personal gain or for the private business benefit of the employee or any other individual
or entity.

Employees serving in positions such as director, assistant director, department or division
chief, or any employee who participates in the negotiation, approval, or administration
of contracts, grants, or awards on behalf of the City, may not enter into, solicit, or
negotiate a contract, grant, or award with the City for a period of two (2) years following
separation from City employment, as provided by law.

Additionally, no employee who personally participates in the direct regulation, audit, or
investigation of a private business, corporation, partnership, or individual may, within two
(2) years following separation from City employment, solicit or accept employment with
that same business, corporation, partnership, or individual.

Violations of applicable ethics laws or this policy may result in disciplinary action, up to
and including termination of employment, and may also subject the employee to
penalties under state law.

13.12 Political Activities
Employees should be aware that the Civil Service Act, Chapter 14, and applicable
Alabama law place certain restrictions on political activity by public employees. These
restrictions are not intended to discourage or limit employees from exercising their rights
as private citizens, but rather to ensure the integrity, neutrality, and independent
operation of City government.

The City encourages employees to exercise their civic rights and responsibilities. However,
employees may not use their City position, authority, time, or City resources for political
purposes, whether on or off duty.

Permitted Political Activities
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When an employee is on approved leave, using personal time before or after work, on
unpaid meal periods, or on a holiday—and not on City property or using City resources—
the employee may:

* Participate in political activities
e Belong to political organizations or parties
e Support political issues or causes
e Campaign for or support political candidates
Prohibited Political Activities
City employees may not, at any time:
* Use or allow the use of City funds for political activities
¢ Use orallow the use of City property, equipment, vehicles, uniforms, or supplies for
political activities
e Use or allow the use of City time, including paid break time, for political activities
e Solicit political contributions from subordinate employees
» Coerce or attempt to coerce subordinate employees to engage in political
activity or campaign work
e Engage in political activity while on duty, while at work, or while wearing a City
uniform
* Abuse of Position or Authority

No City employee may use or attempt to use their official position, authority, or influence
to affect the political actions or voting decisions of any person, including voters,
candidates, or elected officials. Employees should be advised that misuse of official
authority for political purposes is a serious violation of law. Any City employee convicted
of such conduct may be guilty of a Class C felony, as provided by Alabama law.

Applicable Alabama Law
This policy is consistent with the Code of Alabama (1975), Section 17-17-5, which provides,
in part:

No person in the employment of the State of Alabama, a county, a city, a local school
board, or any other governmental agency, whether classified or unclassified, shall use
any state, county, city, local school board, or other governmental agency funds,
property, or time for any political actfivities.

Violations of this policy or applicable law may result in disciplinary action, up to and
including termination of employment, and may also subject the employee to criminal
penalties under state law.

If employees have questions regarding permissible political activity, they should contact
their supervisor or the Personnel Director before engaging in the activity.

13.13 Nepotism
No family member or co-habitant may have direct or indirect supervision over the
progress, performance, pay, or welfare of another.
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For these purposes "immediate family" shall include present spouse, children (including
natural, step and adoptive), parents (including natural, step and adoptive), siblings,
parents-in-law, siblings-in-law, grandparents and grandchildren, and any other Individual
residing within the employee's household who is a legal dependent of the employee
for income tax purposes. This policy shall also apply to romantic relationships.

Any relationships in place prior to the effective date of this policy and handbook shall be
considered grandfathered at the level of supervision as it exists on the effective date of
this policy.

Neither the Council nor any of its members shall direct or request the appointment or
removal of officers and employees in the classified service of the City.

13.14 Travel

Travel shall be undertaken only when it is in the best interest of the City and directly
related to official City business. All travel must be approved in advance by the
Department Head. Out-of-state travel, fravel exceeding budgeted amounts, or fravel by
a Department Head or elected official must be approved in advance by the Mayor. All
travel should be conducted in a fiscally responsible manner, with due consideration
given to minimizing costs while maintaining efficiency and safety.

Reimbursable travel expenses may include:
« Transportation (airfare, mileage, rental vehicles, public transportation)
» Lodging
s  Meals
« Conference or registration fees
« Parking, tolls, and other necessary travel-related expenses

All expenses must be reasonable, necessary, and directly related to official City business.
At no time may a City employee use a City purchasing card or request reimbursement
for the following expenses while traveling:

Alcohol

Personal entertainment including movies, videos, pay-per-view services in a hotel
Spa services

Cleaning or pressing of laundry

Membership fees in airline clubs

Fines for parking or fraffic violations

Lost or damaged personal property

Airline or trip insurance not approved in advance

Travel upgrades not previously approved

Any other expense not clearly outlined in this policy as acceptable

Immediate family members may stay in a hotel room reserved for an employee while
traveling on City business; however, the City will not pay for additional rooms for family
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members, nor will it reimburse any expenses incurred by family members. This includes,
but is not limited to, fransportation, meals, registration fees, or other incidental costs.

Transportation
City-owned vehicles should be used for travel when available and practical. Employees
traveling to the same destination are encouraged to carpool when feasible.

Air travel will be reimbursed only at the lowest reasonable economy fare. Employees
should book air travel sufficiently in advance to avoid higher fares whenever possible.

Rental vehicles may be used when they are more economical or practical than other
forms of fransportation. ECconomy or compact vehicles should be selected unless a larger
vehicle is justified by business needs and approved in advance.

Lodging

Lodging selections should be based on reasonable cost, proximity to the business
destination, and safety. Reimbursement for lodging shall not exceed the standard
lodging rates established by the U.S. General Services Administration {GSA) or other rates
adopted by the City, unless prior approval is obtained.

The City will reimburse lodging expenses only for the number of nights necessary to
conduct authorized City business or training. Employees who choose to extend their stay
for personal reasons must arrange and pay for additional nights separately. Failure to
comply with this policy may result in payroll deduction to reimburse the City for
unauthorized lodging expenses.

The City will not reimburse lodging expenses for conferences or training events held within
fifty (50) miles of City Hall unless prior written authorization is obtained from the City
Manager.

Employees are responsible for canceling lodging reservations in a timely manner to avoid
unnecessary charges. Charges incurred due to failure to cancel reservations may not be
reimbursed.

Meals

Meal reimbursement must comply with any maximum rates established by the City or the
Department Head. All meal reimbursement requests must be supported by itemized
receipts.

Receipts must clearly identify the individuals for whom the meal was purchased and the
business purpose of the expense. If an itemized receipt is unavailable, the employee must
submit a signed affidavit stating that:

¢ The meal was purchased solely for City employees:

» No impermissible items, such as alcohol, were included: and
» The tip amount was reasonable and not excessive.,
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The Department Head reserves the right to deny reimbursement for meal expenses or to
require repayment of meals purchased using a City credit card if proper documentation
is not provided, regardless of whether an affidavit is submitted.

13.15 Federal Motor Carrier Safety Association (FMCSA) Drug and

Alcohol Clearinghouse

Pre-employment queries required by 49 CFR 382.701(a).

The City shall conduct a pre-employment full query through the FMCSA Drug and Alcohol
Clearinghouse (clearinghouse) before a Commercial Motor Vehicle (CMV) driver begins
employment. The applicant shall register with the clearinghouse and login to the
clearinghouse and give consent to the City to run a full query. Failure of the applicant to
consent to the City running of a full query within twenty-four (24) hours of nofice shall
result in the application no longer being considered or withdrawal of a conditional offer
and/or final offer of employment.

Employee annual queries required by 49 CFR 382.701(b). The City shall conduct a limited
query through the clearinghouse on all CMV drivers at least once a year. All employee
CMYV drivers shall sign a consent form to remain in the employee's personnel file for the
duration of employment enabling the City fo conduct unlimited queries on the employee
CMV driver. If a limited query on a CMV driver employee shows that a record exists for
the employee, then the City shall run a full query within twenty-four (24) hours. If employee
fails to login to the clearinghouse and give full consent to the query in reasonable time,
not to exceed twenty-four (24) hours, then the employee will be removed from safety
sensitive duty, will be subject to disciplinary action, and be considered not capable of
performing the essential functions of the job.

Notification/reporting. The City and/or medical review officer and/or a third-party
administrator shall report to the clearinghouse the following required by 49 CFR 382.705:

A verified positive, adulterated, or substituted drug test result;

An alcohol confirmation test with a concentration of 0.04 or higher;

A refusal to submit to a drug or alcohol test in violation of 49 CFR 382.211;
An employer's report of actual knowledge, as defined by 49 CFR 382.107;
On-duty alcohol use pursuant to 49 CFR 382.205;

Pre-duty alcohol use pursuant to 49 CFR 382.207;

Alcohol use following an accident pursuant to 49 CFR 382.209;

Drug use pursuant to 49 CFR 382.213;

A substance abuse professional's (SAP's) report of the successful completion of the return
to duty process and negative return to duty test and an employer's report of completion
of follow-up testing.

Employees shall notify the City of a change to employee's clearinghouse record within
thirty (30) days of the City conducting a query. CMV driver employees shall notify the City
of drug and alcohoal violations while working for a different employer within one business
day.
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Return to duty prohibition: No CMV driver shall perform any safety-sensitive function if the
results of a clearinghouse query demonstrate that the driver has a verified positive,
adulterated, or substituted controlled substances test result; has an alcohol confirmation
test with a concentration of 0.04 or higher; has refused to submit to a test in violation of
49 CFR 382.211; or that an employer has reported actual knowledge, as defined at 49
CFR 382.107, that the driver used alcohol on duty in violation of 49 CFR 382.205, used
alcohol before duty in violation of 49 CFR 382.207, used alcohol following an accident in
violation of 42 CFR 382.209, or used a controlled substance in violation of 49 CFR 382.213,
except where a query of the clearinghouse demonstrates:

That the driver has successfully completed the substance abuse professional {SAP)
evaluation, referral, and education/treatment process set forth in 49 CFR part 40,
subpart C;

Achieves a negative return-to-duty test result;

Completes the follow-up testing plan prescribed by the SAP and/or the City; and
That, if the driver has not completed all follow-up tests as prescribed by the SAP in
accordance with 49 CFR 40.307 and specified in the SAP report required by 49 CFR
40311, the driver has completed the SAP evaluation, refemral, and
education/treatment process set forth in 49 CFR part 40, subpart 0, and achieves
a negative return-to-duty test result, and the City ‘assumes the responsibility for
managing the follow-up testing process associated with the testing violation.

-END-
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TO BE PLACED IN EMPLOYEE'S PERSONNEL FILE

EMPLOYEE HANDBOOK ACKNOWLEDGMENT AND RECEIPT

| acknowledge that | have received a copy of the City of Helena Employee Handbook.

| understand that this handbook replaces any and all prior verbal and written
communications regarding the City of Helena working conditions, policies, procedures,
appeal processes, and benefits.

| have read and understand the contents of this handbook and will act in accord with
these policies and procedures as a condition of my employment with the City of Helena.

| understand that if | have questions or concerns at any time about the handbook, | will
consult with my immediate supervisor or City management for clarification.

| also acknowledge that the handbook contains an employment-at-will provision. |
understand that if | am not a regular employee outside of the probationary period as
defined by Alabama Act No: 2013-316, either the City of Helena or | can terminate my
employment relationship at any time, with or without cause, and with or without noftice;
That this employment-at-will relationship is in effect regardless of any other written
statements or policies contained in this handbook, in any other the City of Helena
documents, or in any verbal statements to the confrary; and

Finally, | understand that the contents of this employee handbook are simply policies and
guidelines, not a contfract or implied contract with employees. The contents of the
employee handbook may change at any time.

Please read this Handbook and these employee Standards of Conduct carefully to
understand these conditions of employment before you sign this document.

| further understand that | will receive updates from time to time to this Handbook and
will be expected to read and adhere to the updates as they appear.

Employee's Name in Print

Signature of Employee
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Date Signed by Employee

TO BE PLACED IN EMPLOYEE'S PERSONNEL FILE

EMPLOYEE ACKNOWLEDGMENT AND RECEIPT OF HARASSMENT POLICY

I have read and understand the City of Helena's Harassment Policy. My signature below
confirms my knowledge, acceptance, and agreement to comply with this policy.

NO, | am not aware of any current situations involving workplace harassment that
should be reported to Management.

YES. | am aware of current situations involving workplace harassment that should be
reported to Management.

Employee's Name in Print

Signature of Employee

Date Signed by Employee
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TO BE PLACED IN EMPLOYEE'S PERSONNEL FILE
DRUG AND ALCOHOL-FREE WORKPLACE POLICY ACKNOWLEDGEMENT

It is the policy of the City of Helena to maintain a drug and alcohol-free work environment that is safe and
productive for employees and others having business with the City. Employee must remain free of the
influence of alcohol and illegal drugs. In addifion, the employee should not fake any prescription drug(s)
that adversely affects his or her ability to perform safely and effectively his or her job duties. If an employee
has a medical condition and has concerns about complying with this requirement, the employee should
consult with the Personnel Director. The unlawful use, possession, purchase, sale, or distribution of or being
under the influence of any illegal drug or controlled substance (including medical marijuana) while on
City premises or while performing services for the City is sfrictly prohibited. The City also prohibits reporting
to work or performing services under the influence of alcohol or consuming alcohol while on duty or during
work hours. In addition, the City prohibits off-premises abuse of alcohol and controlled substances
(including medical marijuana), as well as the possession, use, or sale of illegal drugs, when these activities
adversely affect job performance, job safety, or the City's reputation in the community.

To ensure compliance with this paolicy, substance abuse screening may be conducted in the following
situations:

o As part of pre-employment testing for employees working in a safety sensitive job.

¢ When an employee is reclassified or promoted to a safety sensitive position.

* When there is reasonable suspicion to believe an employee is abusing illicit drugs or alcohol.
Reasonable suspicion is based on a belief that an employee is using or has used drugs or alcohol
in violation of our policy.

When an employee has caused or confribufed to an on-the-job injury.

Routine fitness-for-duty testing for safety sensitive positions.

On a random basis for safety-sensitive positions with no prior notice given.

As a post-rehabilitation/follow-up. An employee who has voluntarily requested rehabilitation prior
to a positive drug test may be subject to random testing for twenty-four (24) months from the return-
to-work date.

Compliance with this policy is a condition of employment. Employees who test positive or who refuse to
submit fo substance screening will be subject to terminatfion. Notwithstanding any provision herein, this
policy will be enforced at all times in accordance with applicable state and local law. Any employee
violafing this policy is subject to discipline, up to and including termination.

| hereby consent to allow the City to take a specimen of my hair, urine, or blood and submit it to a
laboratory testing service for a pre-employment, random, reasonable suspicion or posf-accident drug
test. | further consent to allow the laboratory testing service to make the results of the drug test available
to the City. | understand that [where allowed by state law] positive test results, refusal to be tested or any
attempt to affect the test results or test sample will result in withdrawal of any provisional employment
offer | have received from the City or termination of employment, depending on when the results are
received.

Employee's Name in Print
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Signature of Employee Date Signed

TO BE PLACED IN EMPLOYEE'S PERSONNEL FILE

SOCIAL MEDIA POLICY ACKNOWLEDGEMENT FORM

I have read and understand the City of Helena's Social Media Policy. My signature below
confirms my knowledge, acceptance, and agreement to comply with the policy.

Employee's Name in Print

Signature of Employee

Date Signed by Employee
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Q Outlook

Re: Monday May 11 Agenda Items

From Brooke Dodson <bdodson@cityothelena.org>
Date Fri 5/8/2026 9:.03 AM

To  Dennis Wilson <dwilson@cityofhelena.org>; Madison Harris <MHarris@cityofhelena.org>;
bhayesesq@gmail.com <bhayesesq@gmail.com>

Cc  Andy Healy <ahealy@cityofhelena.org>; Cathy Hammann <chammann@cityofhelena.org>; Jeff McDaniels
<jmcdaniels@cityofhelena.org>; Billy Rosener <brosener@cityofhelena.org>

Good morning, Madison:

After discussing with city attorney Brian Hayes following an inquiry from Councilmam
McDaniels, Councilman Wilson's request for a Motion to Reconsider should be a Motion to
Rescind.

Please add the following:

Work Session: [discussion of the two City Council Meeting items listed below]

Motion to Rescind - April 27, 2026 Vote to deny Re-zone Request from B1-NEIGHBORHOOQOD BUSINESS DISTRICT to B2-
GENERAL BUSINESS DISTRICT - 5248 HWY 17 -~ Parcel 13 8 28 1 001 018.000- Maggie Valley, LLC and Dan Rasmussen ds
Owners, with a favorable recommendation from Planning & Zoning on April 16, 2024

Motion to Take From the Table from April 27, 2024 City Council Meeting - Henley-Sector 2 - Master Plan
Modification/Preliminary Plat — Newcastle Development, LLC, with a favorable recommendation from Planning &
Zoning on April 14, 2024

Thank you.

Brooke Dodson

President, Helena City Council
Place 4 Representative
205.663.2161, ext. 1617

From: Dennis Wilson <dwilson@cityofhelena.org>

Sent: Thursday, May 7, 2026 11:04:04 AM

To: Madison Harris <MHarris@cityofhelena.org>; bhayesesq@gmail.com <bhayesesq@gmail.com>

Cc: Andy Healy <ahealy@cityofhelena.org>; Brooke Dodson <hdodson@cityofhelena.org>; Cathy Hammann
<chammann@cityofhelena.org>; Jeff McDaniels <jmcdaniels@cityofhelena.org>; Billy Rosener
<brosener@cityofhelena.org>

Subject: Re: Monday May 11 Agenda ltems

Brooke, | meant to ask earlier in the week, but it's been chaos for me. Can we add a motion to
reconsider on the rezoning of the property on Highway 17? The one we denied at the last




& Outlook

Re: Monday May 11 Agenda ltems

From Dennis Wilson <dwilson@cityofhelena.org>
Date Thu 5/7/2026 11:04 AM
To  Madison Harris <MHarris@cityofhelena.org>; bhayesesqg@gmail.com <bhayesesqg@gmail.com>

Cc  Andy Healy <ahealy@cityofhelena.org>; Brooke Dodson <bdodson@cityofhelena.org>; Cathy Hammann
<chammann@cityofhelena.org>; Jeff McDaniels <jmcdaniels@cityofhelena.org>; Billy Rosener
<brosener@cityofhelena.org>

Brooke, | meant to ask earlier in the week, but it's been chaos for me. Can we add a motion to
reconsider on the rezoning of the property on Highway 177 The one we denied at the last
meeting?

Get QOutlook for iOS

From: Brian Hayes <bhayesesg@gmail.com>

Sent: Thursday, May 7, 2026 9:48:13 AM

To: Madison Harris <MHarris@cityofhelena.org>

Cc: Andy Healy <ahealy@cityofhelena.org>; Brooke Dodson <bdodson@cityofhelena.org>; Cathy Hammann
<chammann@cityofhelena.org>; Dennis Wilson <dwilson@cityofhelena.org>; Jeff McDaniels
<jmcdaniels@cityofhelena.org>; Billy Rosener <brosener@cityofhelena.org>

Subject: Re: Monday May 11 Agenda Items

Good morning all,

With all the drafts of the handbook, here is the latest version. We adjusted section 6.5 to allow for no
cap on sick time to be rolled over to RSA. This should help with audits etc and remove a lot of liability
that has accrued over the years for the City.

Please if you have any questions feel free to email/call with questions prior to Monday.

Thanks,

Brian

On Thu, May 7, 2026 at 9:22 AM Madison Harris <MHarris@cityofhelena.org> wrote:
PACKET IS ATTACHED. WILL POST SHORTLY.

*PLEASE NOTE OUR CHANGE OF ADDRESS BELOW*

Madison Harris
City Clerk/Treasurer

City of Helena

10 Jack Gray Way
Helena, AL 35080

(205) 663-2161 ext, 111

mharris@cityofhelena.org




