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

SPECIAL CALLED MEETING
HELENA CITY COUNCIL

Helena City Council May 20, 2026

Council Work Session 6pm
» Review of the YTD Budget

City Council Meeting Agenda 6:30pm
Meeting Called to Order

Invocation

Pledge of Allegiance

Council Roll Call

Approve/Deny — Employee Handbook

Adjournment
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Proper notice of the posted Agenda for the Pre-Council Work Session and Regular Scheduled Meeting 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, 2026 @ 5pm Work Session followed by Regular Meeting at 6:00pm.

Updated: 05/15/2026
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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 filing a position in
the classified service.

City - The City of Helena.

Class ~ A group of positions in the regular service sufficiently similarin respect to the duties,
responsibilities and authority that the same descriptive titte may be used to identify
positions allocated fo 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 Mayor 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 confaining 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 quailified 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 appoeinting 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 overtiime provisions of
the Fair Labor Standards Act [FLSA) and is therefore entitled o overtime pay.

Open-Compelitive - The process of seeking qualified candidates for a regular position
from any gqualified person including taking applications from the general public and
other employees in the regular service not ctherwise in the department for which the
position exists.

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

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

Pclicy, Rule, or Regulalion - 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-time 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
prescrived.,

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 enfrance to the offices of the city clerk in a 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 low 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 o 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 pubiic, and to working hours customarily
observed in the community.

Reguiar Position — Any position in the regular service which has required or which is likely
to require the fulli-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 promaotion.

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 oral examination, or both, or other methods established as herein
orovided, to determine the merit, efficiency, or general fithess of applicants for positions.

Title - The term used to designate all 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. Ifs
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
e 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, operational changes within the local government, or by
other prevailing influences. Therefore, the City reserves the right and discretfion to modify,
alter, revoke, suspend, terminafe, 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, ancesfry, national origin, citizenship,
sex or gender (including pregnancy, childbirth, and pregnancy-related conditions).
sexual orientafion 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, orlocal laws and ordinances. Equal employment
opportunity applies to all terms and conditions of employment, including hiring,
placement, promotion, termination, 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 intimidation 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 qualified 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 nofify 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 freated 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 their rights 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 withessed.

2.3 Harassment and Complaint Procedure

It is the policy of the City to prohibit intentional and unintentional harassment against job
applicants, contractors, inferns, 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 orientation or gender identity,
marital status, religion, political offiliation, 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 determined from the perspective of a reasonable person under similar
circumstances.

Definition of “sexual harassment.” While ail 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.

» JSubmission 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 envircnment,

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 sexua! harassment.

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

« Unwanted sexual 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 info one's sexual experiences.
» Discussion of one’s sexual activities.
Retfaliation against any individual who reports sexual or other harassment, or who

participates in an investigation of such complaints, is strictly prohibited and constitutes a
violation 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 fo
cooperate fully in investigations. The City will make reasonable efforts to reach a timely
resolution and to communicate the outcome 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, infimidation, 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.

24 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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3.2 Examination

Applicants who meet the minimum qualifications and submit a 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.

16
DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT




