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FOREWORD

The policies and procedures contained in this manual cover the guidelines applicable to employment in the City
of Alexander City. They are based upon the premise that within city government elected officials, officers, and su-
pervisors have collectively been given the ultimate responsibility to make decisions that affect city operations. The
City of Alexander City is an equal opportunity employer.
In exercising their given responsibilities, It is necessary for them to make such decisions as who to hire, promote,
demote, discipline, and/or separate; what compensation and benefits should be provided; what services should
be provided; what equipment should be purchased, operated, or sold; which employees should be scheduled to
work at what tasks and at what times; which departments should perform what functions; how the city should be
organized; and whether certain functions should be performed by outside contractors. In making these and other
decisions the city will consider the interests and concerns of its employees and citizens, but, the final decision must
rest with city elected officials, department heads, and supervisors.
The governing body of the municipal government is the city council. The mayor is the chief executive officer re-
sponsible for administration of the city and management of employees. The rights and powers of city manage-
ment mentioned in these policies and procedures do not list or limit all such powers, and the rights listed together
with all other rights, powers, and prerogatives of the city management not specifically ceded in these policies
and procedures remain vested exclusively in city management.
The city council bears the responsibility of establishing by resolution the personnel policies of the City of Alexan-
der City and approving guidelines and procedures to implement such policies. The city council has undertaken
that responsibility by adopting this policies and procedures manual by which personnel decisions regarding city
employees may be made. Any changes here must also be made by resolution. Under these guidelines, the mayor,
as chief executive officer of the city, bears the responsibility to assure that the policies and procedures of the city,
including departmental rules and regulations necessary to enforce these guidelines, are impartially and equitably
administered through department heads and supervisors in the city service.
All city policies and procedures, whether explicit or implied, as established for the city personnel system are in-
tended to be guidelines and not a contract between the city and its employees and should not be viewed as such.
They are guidelines prepared by the city to assist elected officials, officers, and supervisors in making day-to-day
employee decisions. They are not considered to be all inclusive or perfect; therefore, when a situation arises,
where the literal interpretation and application of a particular guideline would create a result that is unacceptable,
the city reserves the right to deal with such situation in a manner that is best for the city.
These guidelines are intended to be instructive and not directive in most respects. Deviations from, or omissions
of, any particular procedure in the administration of these guidelines which may be considered to result from
oversight (or inadvertence) which do not materially affect or abrogate the rights of an employee in the adminis-
tration of personnel matters should not present course for Invalidations or reversal of any personnel action taken
under these guidelines upon review by any board, or court, which may hear appeals of, or civil action based
upon, personnel decisions related to city employees.
These guidelines are effective with the date of their adoption by the city council and will remain in effect until
changed by the city council. The city reserves the right to unilaterally make changes in either policies or proce-
dures at any time that the city deems it necessary or desirable. Proposed changes will be posted in locations that
are accessible to city employees at least seven (7) calendar days prior to being voted on by the city council. Ap-
proved changes will become effective upon their approval or at a date to be decided upon by the council.
This foreword is to be considered a preamble to this document and to state the Intent and purpose of the city coun-
cil in adopting these policies and procedures. It is Intended that this foreword be given the same effect as the poli-
cies and procedures which follow. Questions regarding any aspect of the city personnel system should be directed
to the city personnel department.
This manual is not and should not be construed as a guaranty of employment or an employment contract between
the City and prospective employee or present employee. 
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1

SECTION 1
GENERAL PROVISIONS

1.1 PURPOSE.
It is the intent and purpose of these policies arid procedures to establish guidelines for personnel actions within
the city which will facilitate the recruitment, selection and retention of qualified employees; the effective and ef-
ficient performance of employees in providing services for the citizens of the City of Alexander City; and, the at-
tainment of job satisfaction by employees in their work.
1.2 SCOPE.
The provisions of the City of Alexander City personnel policies and procedures as established herein shall apply
to all individuals employed by the city except:

(a) elected officials;
(b) members of appointed boards, commissions, and committees;
(c) attorneys and similar Individuals employed in their professional capacity;
(d) judges of any court;
(e) Independent contractors under contract with the city; and
(f) students or interns assigned to the city as part of a curriculum of study in which said 

student or intern is engaged.
1.3 AMENDMENT OR SUPPLEMENTATION.
The mayor is responsible for the development of such amended or additional policies, procedures, rules, regu-
lation, guidelines, and plans as may be necessary to implement the intent of such city resolution(s) and ordi-
nances passed by the city council. Such amendments and additions must be approved by the city council by
majority vote. All proposed changes to this manual will be posted in city offices and work areas at least seven (7)
calendar days before they will be considered for adoption by the city council. All changes will become effective
upon approval, or at a date to be established by the city council at the time of approval.
1.4 DEPARTMENTAL GUIDELINES.
These provisions are not intended to be Inclusive of all the guidelines which may be necessary at an operational
level. Therefore, they may be supplemented by departmental procedures, rules or regulations Initiated by de-
partment heads and approved by the mayor to ensure efficient and effective operations. However, no such de-
partmental procedure, rule, or regulation shall be in conflict with the basic policies and procedures.

1.4.1. Police & Fire Department Policies. The unique employment issues of the police and fire de-
partments require specific and special policies regarding all phases of police and fire department employment.
The police and fire departments have been authorized to institute policies and procedures specific to the needs
of each department.  The employees of the police and fire departments shall also be subject to said policies and
procedures in this manual.  Any conflicts between the policies and procedures of the police and fire departments
and this manual will be resolved by the Mayor.
1.5 PERSONNEL ADMINISTRATION.
The mayor shall be responsible for ensuring compliance withthe provisions of the city personnel system, includ-
ing all personnel policies and procedures, and other personnel plans adopted by the city council. The personnel
director is responsible for assisting the mayor, department heads, and supervisors in performing those adminis-
trative tasks required by these guidelines.

1.5.1 Department Head Responsibility. Department heads shall have the responsibility for fair
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are taken. (See paragraph 8.5 for specific steps.)

1.11 DRUG AND ALCOHOL PROVISIONS.
The welfare and success of the City of Alexander City depend upon the physical and psychological health of its
employees. The abuse of drugs and alcohol poses a serious threat to both the city and its employees. It is the
responsibility of both the city and the employees to maintain a safe, healthful and efficient drug-free working en-
vironment. See Alabama Drug Free Workplace Policy.

1.11.1. Prohibited. The possession, use, or sale of alcohol or unauthorized or illegal drugs on city
premises, in city vehicles, or while on city business, is prohibited and will be considered as grounds for separa-
tion.

1.11.2. Discipline.Any employee under the influence of drugs or alcohol which impairs judgment,
performance, or behavior while on city premises, or while on city business, will be subject to discipline to include
termination. 

1.11.3 Testing. The city has a number of jobs which present special safety considerations to em-
ployees. These include the use of moving machinery, operation of vehicles, handling of chemicals, providing pub-
lic safety services, and providing public welfare services. The city may require that any employee in a job which
involves special safety considerations be tested periodically for the use of drugs. An employee with positive test
results may be found disqualified to work in such job.

1.11.4. Pre-Testing. The city has established procedures to test prospective new employees for
the use of drugs as part of their pre-employment medical examinations. In such situations positive test results will
be considered in employment decisions and may result in a decision that the applicant is medically unqualified
for employment.

1.11.5. Reporting Responsibility. Each employee is responsible for promptly reporting to his/her
immediate supervisor any use of prescribed medication which may affect the employee’s judgment, perform-
ance, or behavior.

1.11.6. Enforcement Procedures. The city will establish such procedure as it feels necessary to
effectively enforce this policy; This may include a requirement that employees cooperate in personal or facility
searches when there is reason to believe drugs or alcohol are present. Refusing to cooperate with any enforce-
ment procedures established by the city may be cause for disciplinary action, including separation.

1.12 INDIVIDUALS WITH DISABILITIES.
The city will comply with the Americans with Disabilities Act of 1990. The city will endeavor to reasonably ac-
commodate the disabilities of individuals who are capable of performing the essential functions of city jobs, un-
less undue hardship to the city would result.

1.13 GENERAL PROVISIONS RELATED TO EMPLOYEES.

4

City of Alex City Handbook_Layout 1  12/17/12  11:22 AM  Page 18



1.13.1. Nepotism. No individual will be employed by the city in the unclassified, classified or part- time
service, if the individual would be subject to administrative or supervisory control by a member of his immediate
family. For this purpose, immediate family will be interpreted to include an individual’s spouse, parent, child,
brother, sister, grandparent, grandchild, uncle, aunt, and the like relationship of the individual’s spouse. Individ-
uals who are employed in such situations at the time of adoption of this provision will be exempted from its re-
striction. In the event that such situation would be created because two (2) individuals are currently employed in
the same department, and one of them is promoted to a position that creats a situation where he would be sub-
ject to administrative or supervisory control by a member of his immediate family, said employees could be ex-
empt by the Mayor if it were in the best interest of the city.

1.13.2. Moonlighting. Employment with the city will be considered by all classified service employees
as their primary jobs. Such employees will not commit themselves to second jobs that may conflict with the city’s
demand on their availability for work or reflect unfavorably upon the city. All anticipated outside employment will
be reported by the employee in writing to his department head at least five (5) calendar days prior to beginning
such work. A sworn police officer may not take a job which involves security, etc. without written consent of the
police chief. Specific Police Department rules and regulations are contained in their departmental manual.

1.13.3. Residence. Residence within the city will not be required unless, in the judgment of the employee’s
department head, the employee’s job specifically requires that the employee live within the city limits. However,
all employees shall be expected to be able to carry out the duties and responsibilities of their jobs. This may re-
quire that an employee live within a reasonable distance of the employee’s work station to meet these responsi-
bilities.

1.13.4. Attire. All employees are expected to dress appropriately for work. The mayor is responsible for
setting an appropriate dress standard for the various city departments, to include wearing uniforms if required. In
setting this standard the following will be considered:

(a) the nature of the work;
(b) safety considerations;
(c) the nature of the employee’s public contact;
(d) the prevailing practices of other workers in similar jobs;
(e) the performance of city employees, including consideration of the type of image the city     

wishes to project; and
(f) safety equipment must be worn at all times, when on the job.

The standards for women’s dress will be, to the extent that it is practical, comparable with that for men. Depart-
ment Heads may establish departmental dress codes as conditions warrant, subject to Mayoral approval.

5
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1.13.5. Smoking Policy. To maintain a safe and comfortable working environment and to ensure compliance
with all city smoking ordinances, employees should become familiar with areas where smoking is either prohib-
ited or permitted. Designated smoking areas are clearly marked. Employees smoking in any non-smoking area
may be subject to city disciplinary action and civil penalties. Employees should contact the personnel depart-
ment if there are any questions about the smoking policy. Complaints about violations of this policy may be filed
under the city’s grievance procedure described in Section 8 of these policies and procedures.

1.13.6. Employee Rights Protected. The rights of city employees will be protected, so far as possible,
in all personnel matters and proceedings. These rights include:

(a) right to privacy; and
(b) right to fair and equal treatment.
(c) right to due process proceedings.

1.14 DEFINITIONS.
The following words, terms, and phrases wherever used in these policies and procedures have the following
meanings.

1.14.1. Appointing Authority. The mayor, city council or other individual, such as department head,
and/or his/her designated representative, who is responsible for performing employment actions in his/her area
of responsibilities as established in the city personnel system and/or departmental rules.

1.14.2 City. The City of Alexander City, Alabama.
1.14.3 Classified Employee. An employee of the city employed in an on-going position in which the em-

ployee is normally scheduled to work at least forty (40) hours per week and who has not been designated by the
city council as a part-time employee. A classified employee is primarily distinguished from a part-time or tempo-
rary employee in that the employee’s appointment, termination, discipline and other such conditions of employ-
ment are to be administered pursuant to certain guidelines of these policies and procedures which are inapplicable
to the employment conditions of part-time or temporary employees.

1.14.4. Classified Service. That category of service to the city in which classified employees are en-
gaged.

1.14.5. Demotion. The non-temporary assignment of an employee, regardless of the employee’s cate-
gory of service, to a job in the city that is in a lower pay grade than the job the employee was assigned prior to
the new assignment.

1.14.6. Department Head. An employee in the classified service of the city charged with the responsibil-
ity of managing and administering activities and resources, to include personnel, within a defined and organized
department of city government as approved by the city council.

1.14.7. Disability. A physical or mental impairment which substantially limits one or more of a person’s
major life activities; or a record of such an impairment; or a physical or mental condition that is regarded by the
city as being such an impairment. (This definition applies to actions associated with the

6
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including sworn and non sworn personnel.
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(a) City Clerk
(b) Finance Director
(c) Police Chief
(d) Fire Chief

, Finance Director.
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2.4.3.
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may
at the discretion of he Department Head and Mayor.
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(c) the individual successfully demonstrating through a driving record check that the individual will be 
accepted by the city’s insurance carrier under preferred rates, when driving is required because of job duties;

(d) the individual successfully being issued a bond, when required because of job duties;
(e) the individual successfully meeting any standards or certifications as required by law; and
(f) the individual successfully meeting any other Job-related requirements established at the time of the offer. 

3.7.3. Starting Work. The department head may, in coordination with the personnel director, approve
the individual’s starting to work with the city prior to the individual’s meeting the requirements listed in Section 
3.7.2. However, the individual will be informed in writing by the department head that continuation of employment
will be contingent upon the individual’s meeting the requirements in a reasonable time period. A copy of such no-
tification will be provided to the personnel department. If the individual does not satisfy the established require-
ments within a reasonable time period, the individual may be separated.

3.7.4. Medical Examination. When required, the personnel department will schedule, at the city’s ex-
pense, a medical examination with the city’s designated physician. to ensure that the individual is capable of per-
forming the work required.

3.7.5. In-Processing. After a determination by the appointing authority that the individual is eligible to
start to work, the authority will coordinate the necessary in-processing with the personnel department.

3.7.6. Starting Pay. The starting pay for all new employees will be established in accordance with SEC-
TION X. COMPENSATION of these policies and procedures.
3.8 PROBATIONARY PERIOD.
To acquire regular status in the classified or part-time service a new employee must satisfactorily complete the
city probationary period. The probationary period is considered an integral part of the training and evaluation
process for each new employee and will be utilized for closely observing the employee’s work, for obtaining the
most effective adjustment of the employee, and for separating any new employee whose performance does not
meet required standards.

3.8.1. Duration. The probationary period for all classified and part-time service employees, except those
individuals who are employed in public safety positions will be one (1) year. The probationary period for public
safety employees may be extended up to an additional six (6) months.

3.82. Extension of Probationary Period. A department head may extend the normal probationary pe-
riod up to six (6) additional months, if necessary for the employee to meet the standards required in the job. All
extensions will be coordinated with the personnel department. Problems related to scheduling (schools, classes,
etc necessary to meet minimum standards may extend a probationary period beyond one year.)

3.8.3. Evaluation. A probationary status employee’s performance will be evaluated every six (6) months
during the employee’s probationary period. The first evaluation will come during the sixth month.

20
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Nevertheless, if the city cannot reasonably accommodate the employee’s impairment and a vacant position does
not exist for which the employee is qualified, the city may elect to medically retire (if eligible) or terminate the em-
ployee. Each determination will be made according to the specific circumstances of the deficiency, availability of
other suitable employment and any other factors as deemed necessary. Personnel actions as discussed above
will be at the recommendation of the employee’s appointing authority and with the approval of the mayor.

6.2.3.1. Worker’s Compensation Disability. If the impairment is the result of a job related condition and
the employee is receiving worker’s compensation benefits, the employee may be placed in a non pay status for
up to one (1) year before being separated if the medical prognosis indicates there is a possibility that the employee
may recover sufficiently to return to work. However, if the medical prognosis indicates that the employee will not
be able to perform the duties of the employee’s job within a year of the employee’s impairment, the employee may
be separated Immediately.

6.2.3.2. Initiation of Separation Action. Separation action may be initiated by either
the employee or the employee’s appointing authority. In all cases the separation will be supported by medical ev-
idence provided by a physician. The city may require a second opinion by a physician of its choice, If deemed nec-
essary.

6.2.3.3. Retirement Option.  An employee who is eligible for retirement will be entitled to apply for re-
tirement benefits in accordance with the city’s retirement program.

6.2.4 Death. Separation is effective as of the date of death. Any compensation due the 
employee as of that date will be paid to the estate of the employee, except for such sums that must be paid by
law. Any indebtedness owed to the city will be withheld from the individual’s final compensation, unless waived
by the city council.

6.2.5. Retirement.Whenever an employee meets the eligibility requirements set forth in
the city’s retirement plan, the employee may elect to retire and receive benefits as provided under the provisions
of the retirement plan. An employee who wishes to retire should notify the personnel department through the em-
ployee’s appointing authority no later than sixty (60) days prior to the planned, retirement date.

6.2.6. Dismissal. Any employee may be dismissed from the city service for
(a) unacceptable job performance;
(b) violation(s) of city rules and standards;
(c) failure to qualify for job-related licensure(s), certification(s) or insurance required for continued 

employment; and/or
(d) the good of the city.
6.2.6.1. Unacceptable Job Performance. When the job performance of a regular status classified or

part-time service employee is considered to be unacceptable, the following guidelines will apply:
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7.3 CLASSIFICATION OF OFFENSES.
The classification of offenses, as grouped below, are considered general guidelines to assist a disciplining Indi-
vidual in the determination of appropriate disciplinary action required for a specific Infraction. Examples of em-
ployee conduct that are considered to be unacceptable are grouped below as either group one or group two
offenses. A summary of the disciplinary actions that are normally recommended for each group is also shown.
However, the offenses and recommended disciplinary actions, as described, are neither all Inclusive nor auto-
matic. Disciplining individuals are permitted, and expected, to treat individual situations according to the circum-
stances and facts involved.

7.3.1. Group One Offenses. Group one offenses are defined as instances of unacceptable conduct by
an employee which are very serious and normally constitute grounds for dismissal upon the first occurrence of
such conduct unless mitigating and/or, extenuating circumstances render lesser discipline more appropriate. Ex-
amples of group one offenses Include, but are not limited to the following types of situations:

(a) Unauthorized Use of Property - unauthorized use, misappropriation, destruction, theft, or  
conversion of public property;

(b) Insubordination - acts of insubordination, including refusal to obey legitimate orders, or 
delay or failure to carry out assigned work, or disrespect, insolence or like behavior;

(c) Theft or Abuse of Property - theft, destruction, careless or negligent use, or willful damage 
of city property or property of employees;

(d) Driving City Vehicle Under the Influence - operation of a city vehicle or motorized 
equipment while under the influence of intoxicants such as alcohol, unprescribed drugs, and 
for prescribed drugs which induce an unsafe mental and/or physical state;

(e) Drugs and Alcohol - possession and/or use of alcohol, unprescribed drugs, or similar 
intoxicants while on city property or on the job (other than such possession as may be 
required of law enforcement personnel In the line of duty); or reporting to work while under 
the influence of alcohol, unprescribed drugs, or similar intoxicants;

(f) Fighting - fighting, except when the employee is a victim of an unwarranted assault;
(g) Serious Leave Offenses - excessive tardiness, three (3) or more unauthorized absences in a six 

(6) month period, or fraudulent or abusive use of sick leave;
(h) Conviction - conviction of a felony or other crime or misdemeanor involving moral turpitude, 

or conviction of a misdemeanor which affects the employee’s character    
and/or his effectiveness on the job;

(i) Firearm/Weapon Possession - unauthorized possession and/or use of firearms, or other weapons 
including explosives or other dangerous materials on/in city property (other than such possession
and/or use as may be required of law enforcement personnel in the line of duty);
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If the disciplinary individual determines that the facts of the case do support disciplinary action and a written warn-
ing is sufficient to correct the situation, he/she will prepare and deliver a written warning to the employee. Both
the employee and the disciplining individual will sign the warning. A copy will be provided to the employee and a
copy will be provided to the personnel department for inclusion in the employee’s personnel file. If the disciplin-
ing individual determines that the facts of the case do support disciplinary action but more severe action is war-
ranted, he/she will notify the employee orally and proceed with the guidelines required for the anticipated
disciplinary action. If an employee receives no additional written warnings of any nature during the following
twelve (12) months after receiving a written warning, the employee will not be penalized further by the fact of ref-
erence to the past warning(s).

7.6.3. Content of Written Warnings. A written warning will contain the following information:
(a)   references to any discussion(s) held, Including the date(s), time(s) and place(s);
(b) specific reason(s) for the warning, the employee’s explanation as given during any     

discussion(s), other relevant Information discovered during the disciplining individual’s 
inquiry, and the disciplinary individual’s conclusions;

(c)  warning that future Infractions could result in more severe disciplinary action;
(d)  where appropriate, recommendations for corrective action; and
(e)  when, the warning Is considered to be a final written warning prior to discharge, a statement 

that this is the final written warning and any further rule violation will result in immediate 
discharge.

7.6.4. No Effect on Benefits or Privileges. A written warning will not affect the rights, privileges, or ben-
efits to which an employee may have been entitled before the warning.

7.7 GUIDELINES FOR SUSPENSION WITHOUT PAY.
The following guidelines will be used by the mayor in administering suspensions without pay.

7.7.1. When Given.  An employee may be suspended from duty and pay for a period of time not to ex-
ceed twenty (20) scheduled working days (nine (9) scheduled working days for personnel who work extended
shifts) when determined by the mayor to be justified.

7.72. Notice of Proposed Action. Before any action is taken against the employee, the mayor will no-
tify the employee in writing that he/she is considering a suspension without pay action and the employee has the
right to request in writing within seven (7) work days a due process determination hearing concerning the alle-
gation(s). A copy of the notice will be provided to the personnel department for review and inclusion in the em-
ployee’s personnel file.  The written notice to the employee will inform the employee of the following:

(a) the allegation(s) against the employee;
(b) the proposed disciplinary action to be taken;
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(c) the employee’s right to a due process hearing, if the employee wishes it;
(d) the employee’s right to representation of the employee’s own choice at the employee’s expense;
(e) the employee’s right to respond to the allegations orally or in writing and to question any witnesses;
(f) the employee’s right to present evidence in the employee’s defense; and
(g) the employee has seven (7) work days from the employee’s receipt of the notice in which to request in 

writing the hearing.
7.7.3. Informal Hearing.  If a hearing is requested by the employee, it will be conducted informally by the mayor
within seven (7) work days of the mayor’s receipt of the individual’s written request at a time and place designated
by the mayor. The hearing will be conducted in accordance with guidelines to be furnished by the personnel de-
partment. A representative of the personnel department will be present at all hearings. The mayor will render
his/her decision concerning the proposed disciplinary action in writing within seven (7) work days of the hearing.
7.7.4. Reduction of Proposed Discipline.   If the mayor determines after the hearing that the facts of the case
do not support the proposed discipline, the mayor may impose a lesser disciplinary action or advise the employee
that the matter is closed. Such action will be in writing and both the mayor and the employee will sign the record.
A copy will be provided to the employee and a copy will be provided to the personnel department for review and
inclusion in the employee’s personnel file.
7.7.5. Discipline Made Effective. If the employee fails to request a due process hearing, or the mayor deter-
mines, after holding the hearing, that the facts of the case support the suspension without pay, it will become ef-
fective on the date and time as specified by the mayor.
7.7.6. More Severe Discipline. If the mayor determines after the hearing that the facts of the case support a dis-
missal action, the mayor may proceed with such action so long as the guidelines required for a dismissal action
are met.
7.7.7. Notice of Suspension. The employee’s notice of suspension under this procedure will be in writing, dated,
and signed by the mayor. The employee will also sign the notice. The notice will include:
(a) the nature of the action being taken and the effective date;
(b) the specific grounds for the suspension without pay; and
(c) a description of the employee’s appeal rights.
7.7.8. Record of Action. A copy of the completed disciplinary suspension without pay action, to include a writ-
ten summary of the hearing results, will be provided to the personnel department within three (3) work days of
the effective date of the disciplinary action.
7.7.9. Time and Attendance Report. The appointing authority will ensure that an employee’s suspension with-
out pay is recorded on the department’s time and attendance report.
7.7.10. Return to Work. When the employee returns to work the employee will be considered to be in good
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standing with the city and will be restored to all rights, privileges, and benefits the employee had prior to said sus-
pension. However, such disciplinary action will be considered by the city during any subsequent personnel ac-
tion(s), such as promotion, RIF, additional disciplinary actions, etc.
7.8 GUIDELINES FOR DISMISSALS.
The following guidelines will be used by the mayor in the dismissal of employees for disciplinary reasons.

7.8.1. When Given.  An employee may be dismissed when such action is determined by the mayor to
be justified. Normally, dismissal will be taken only after prior disciplinary action(s) have failed to bring about an
improvement in the employee’s conduct on the job and a final written warning has been given, or for a violation
of a group one offense. However, a dismissal action may be taken at any time when the mayor feels the facts and
circumstances warrant such action.

7.8.2. Notice of Proposed Action. Before any action is taken against the employee, the mayor will no-
tify the employee in writing that the mayor is considering a dismissal action and the employee has the right to re-
quest in writing within seven (7) work days a due process determination hearing concerning the allegation(s).
However, in cases where the employee is a police officer, the police officer has the right to request in writing
within ten (10) work days, a due process determination hearing concerning the allegation(s) pursuant to Ala.
Code §11-43-231. A copy of the notice will be provided to the personnel department for review and inclusion in
the employee’s file. The notice will include the following information:
(a) the allegation(s) against the employee
(b) the proposed disciplinary action to be taken;
(c) the employee’s right to a due process hearing, if the employee wishes it;
(d) the employee’s right to representation of his own choice at the employee’s expense;
(e) the employee’s right to respond to the allegations orally or in writing and to question any witnesses;
(f) the employee’s right to present evidence in the employee’s defense; and
(g) the employee has seven (7) work days from his/her receipt of the notice in which to request the hearing.

7.8.3. Informal Hearing. If a hearing is requested by the employee, it will be conducted informally by
the mayor within seven (7) work days of the mayor’s receipt of the employee’s written request at a time and place
designated by the mayor. The hearing will be conducted in accordance with guidelines to be furnished by the per-
sonnel department. The mayor will render his/her decision concerning the proposed disciplinary action in writing
within seven (7) work days of the hearing. A representative of the personnel department will be present at all
hearings.

7.8.4. Reduction of Proposed Discipline.  If the mayor determines after the hearing that the facts of
the case do not support dismissal, he/she may impose a lesser disciplinary action or advise the employee that
the matter is closed. Such action will be in writing. Both the mayor and the employee will sign the record. A copy
will be provided to the employee and a copy will be provided to the personnel department for review and Inclu-
sion in the employee’s personnel file.

7.8.5. Discipline Made Effective. If the employee fails to request a due process hearing, or the
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mayor determines after holding the hearing that the facts of the case support the dismissal, it will become effec-
tive on the date and time specified by the mayor.

7.8.6. Notice of Dismissal. The employee’s notice of dismissal under this procedure will be in writing,
dated, and signed by the mayor. The employee will also sign the notice. The notice will include:
(a) the nature of action being taken and the effective date;
(b) the specific grounds for the dismissal; and
(c) a description of the employee’s appeal rights.

7.8.7. Record of Action.A copy of the completed disciplinary action, to include a summary of the hear-
ing results, will be provided to the personnel department within three (3) work days of the effective date of the dis-
ciplinary action.
7.9 SUSPENSION FOR VIOLENT OR INTOLERABLE OFFENSES.
In the event of a violent action, or an intolerable offense on the part of an employee, (e.g. fighting, destruction of
city property, gross insubordination, etc.), or other similar type reason, the employee may be suspended without
pay for up to twenty (20) scheduled working days, ten (10) scheduled working days for fire protection employees
who are regularly scheduled to work twenty (24) hours shifts) pending completion of the due process determi-
nation hearing. Such suspension will be ordered by the mayor and will be reported to the personnel department.
If required, the mayor may add an additional ten (10) scheduled working days extension of this period (five (5)
scheduled working days for fire protection employees who are regularly scheduled to work twenty-four (24) hour
shifts). The employee will be notified in writing of his/her suspension without pay and the reasons for the sus-
pension. The appointing authority will insure that an employee’s suspension without pay is recorded on the de-
partment’s time and attendance report. If after the due process determination the mayor determines that the
suspension without pay was not warranted and the employee will not be separated, the employee shall be paid
for any related time off. Such pay shall be charged as administrative leave.
7.10 CRIMINAL CHARGES.
If an employee Is charged with a felony, the mayor will conduct a due process hearing of the alleged violation in
accordance with the guidelines of section 7.9. If the mayor determines there is sufficient information available to
indicate that the city’s rules or standards of employment were violated the mayor may take appropriate discipli-
nary action to include suspension without pay or dismissal as the case may warrant. 
7.11 REPORTING ILLEGAL OR SUSPECTED ACTIVITY INVOLVING CITY EMPLOYEES.
Any city employee becoming aware of or having any information regarding illegal activity in any city department
shall immediately notify his/her respective department head.
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appeals. The supervisor will notify his/her department head (unless the supervisor is the department
head and the personnel director of his/her receipt of a written grievance. The supervisor will give his/her
written answer to the employee within seven (7) work days of his/her receipt of the written grievance. A
copy of his/her answer will also be provided to the head and the personnel department.

(c) Step 3: If the employee considers the grievance still unresolved, the employee may appeal the griev-
ance to his/her department head within seven (7) work days of the employee’s receipt of his/her super-
visor’s written answer. The department head will arrange a meeting within seven (7) work days with the
employee, his/her supervisor, and other such persons who, because of their knowledge of the facts, can
contribute to an appropriate resolution of the grievance. The department head will provide his/her find-
ings to the employee in writing within seven (7) work days after the meeting. A copy of the department
head’s findings will be provided to the personnel department. If the department head is the immediate
supervisor the individual will proceed to step 4 and omit step 3.

(d) Step 4: If the employee considers the grievance still unresolved, the employee may submit it in writ-
ing within seven (7) work days after the department head’s response to the grievance personnel de-
partment who will refer it to the mayor. The mayor shall schedule a hearing within thirty (30) work days
of the date of the appeal. The mayor shall have the employee notified of the time, date, and place of the
appeal hearing. The hearing on the employee’s grievance shall be conducted in an informal manner and
the mayor shall make every effort to avoid the appearance of conducting a trial in a court of law. The em-
ployee shall have the right to appear at said hearing and be heard in person or by his/her representa-
tive or attorney. The hearing before the mayor may be adjourned from time to time to accommodate the
reasonable needs of the parties. It shall be the policy of the mayor to expedite all hearings to as early a
conclusion as practicable without infringement on the rights of any party to a full and meaningful hearing.

The mayor shall deliver to the personnel director his/her written decision on the employee’s grievance
appeal within ten (10) work days of the conclusion of the grievance hearing. The personnel director shall
immediately cause a copy of the same to be delivered to the employee, the president of the city council
and the department head. The decision of the mayor will be final and binding on all parties, and the per-
sonnel director shall institute the corrective action through the appropriate department head consistent
with the mayor’s findings and decision.

If the mayor’s decision involves a deprivation of rights (suspension without pay, demotion or dismissal),
the employee shall address his final appeal to the city council through the personnel director. The city
council will follow the procedures and time requirements outlined in Step 4.
8.2.2. Enforcement Review.After the mayor’s decision has been rendered, such decision will be placed

into action as soon as possible by the personnel director. If, after a reasonable period of time, there has been no
resolution to the grievance as determined by the mayor, the employee will notify the personnel director and re-
quest enforcement review of the mayor’s decision. Failure to comply with the mayor’s decision will be considered
a violation of the city’s rules and regulations.
8.3 RETALIATION FOR GRIEVANCE PROHIBITED.
Employees should feel free to use the city grievance procedure. Therefore, no employee or official of the
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city will discriminate against, coerce, interfere, or take reprisal against any employee, witness, representative, or
appellant in the presentation or adjudication of any grievance action brought in good faith. Allegations of any vi-
olation of these protective rights may be processed as a separate grievance under the city grievance procedure
or submitted in writing directly to the mayor. Individuals found to have violated an employee’s protected rights will
be subject to disciplinary action to include dismissal where appropriate.
8.4 ADA/SECTION 504 GRIEVANCE PROCEDURE.
Allegations of any violation of the Americans with Disabilities Act or Section 504 of the Rehabilitation Act of 1973
shall be processed pursuant to the following procedure:

1. The City of Alexander City will appoint a grievance hearing officer to conduct a grievance hearing pertaining
to written request and/or complaints involving the Americans with Disabilities Act or Section 504 of the Re-
habilitation Act of 1973.

2. The City’s ADA/504 Coordinator will handle the coordination of any ADA/504 grievance hearings with the 
appointed grievance hearing officer and all other parties involved.

3. An individual who wishes to file an ADA or Section 504 grievance must submit their comments in writing to 
the attention of the city’s ADA/504 Coordinator who may be contacted at P.O. Box 552, Alexander City, 
Alabama 35010 or by phone at 256-329-6721.

4. The ADA/504 Coordinator will investigate and document the facts surrounding the written request The
ADA/504 Coordinator will forward this information to the mayor for consideration. Should it be deemed 
necessary, the mayor may arrange for a grievance hearing to be held as soon as possible.

5. In coordination with the hearing officer, the ADA/504 Coordinator will send a notice of the grievance hearing,
containing date, time, place, issue(s) alleged and a witness list to all parties involved and the hearing officer.

6. The hearing officer will then conduct the grievance hearing allowing each party involved time to state their 
comments. Each party involved in the grievance hearing is allowed to bring a representative of their choice.

7. The hearing officer will give an explanation in writing within seven (7) work days of the grievance hear-
ing. The hearing officer’s decision will be final.

8.5 SEXUAL, RACIAL, ETHNIC, AGE, RELIGIOUS, DISABILITY, HARASSMENT COMPLAINT PROCE-
DURES. Each city supervisor is responsible for creating an atmosphere free of discrimination and harassment,
sexual or otherwise. Further, employees are responsible for respecting the rights of their co-workers.
If an employee experiences any job related harassment based on their sex, race, national origin, disability, or an-
other factor, or believe that they have been treated in an unlawful, discriminatory manner the city encourages em-
ployees to promptly report the incident to either their department head or the personnel director, who will undertake
an investigation. The complaint will be kept confidential to the maximum extent possible.
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HOURS OF LEAVE ANNUAL LEAVE DAYS
EARNED PER YEAR EARNED PER YEAR

YEARS WORKED
0 to 3 years  . . . . . . . . . . . . . . . . . . . . . . . . . . . .56 Hours 7 Days
3 to 10 years  . . . . . . . . . . . . . . . . . . . . . . . . . .104 Hours 13 Days
10 to 15 years  . . . . . . . . . . . . . . . . . . . . . . . . .120 Hours 15 Days
15 to 20 years  . . . . . . . . . . . . . . . . . . . . . . . . .144 Hours 18 Days
20+ years  . . . . . . . . . . . . . . . . . . . . . . . . . . . .160 Hours 20 Days
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It is provided to insure that eligible employees who are unable to work due to illness or injury (not an on the job
injury) do not feel compelled to do so for financial reasons or to allow an employee to keep an appointment with
medical personnel without suffering a financial hardship. If sick leave is granted to keep an appointment and the
employee is released in time to return to work, the employee will be expected to.

9.4.2.1. Use of Sick Leave.  Sick leave will not be authorized in less than one half hour increments of
time. Sick leave with pay will be granted to an eligible employee for the following reasons.

(a) when the employee is unable to work due to personal illness, injury incurred off-duty, or the em-
ployee’s presence may endanger the health of fellow workers; or

(b) keeping an appointment with a doctor, dentist, chiropractor, optometrist or other recognized med-
ical practitioner; or

(c) emergency illness, or incapacitation, of a member of the employee’s immediate family (for the pur-
pose of this paragraph immediate family means spouse, children, parents, parents-in-law, brother, sister or other
individuals with whom a like relationship exists), if such illness requires the employee’s immediate personal care
and attention; or

(d) any impairment related to pregnancy, miscarriage, therapeutic abortion and/or actual confinement.
A female employee who requests time away from work for maternity and childbirth will be treated equally to other
employees with other types of disability or sickness who request sick leave; or

(e) up to three (3) days of sick leave may be approved as funeral leave for the death of one of the fol-
lowing relatives: spouse, child, mother, father, sibling, mother-in-law, father-in-law, or grandparents 
of the employee or the employee’s spouse.

9.4.2.2. General Sick Leave Accrual. Unclassified, classified, and part-time service employees will
earn and accumulate sick leave credit as follows:

(a) Full-time employees – earn sick leave credits at the rate of eight (8) hours per month, Regular 
status part-time employees earn sick leave credits at the rate of 50% of the rate for full-time 
employees.

(b) Sick leave accrues to an employee’s account monthly.

(c) Sick leave accrued to an employee’s account at the end of the calendar year and not used shall be 
carried forward as a beginning balance for the employee in the succeeding year. There is no limit 
to the amount of sick leave that may accumulate to all employee’s accounts. However, unlike an-
nual leave, when an employee retires the employee receives compensation for only twenty-five 
(25%) percent of the accumulated amount of sick leave.
Upon the death of an employee, the employee’s beneficiary or the employee’s estate, may be paid
for twenty-five (25%) percent of sick leave balance.
In the event an employee is retiring due to physical disability, the employee may elect to use all ac-
cumulated sick leave prior to separation in lieu of payment for sick leave credits.)

9.4.2.3. Employee Request for Sick Leave. To be granted sick leave, an employee must notify his su-
pervisor of his inability to report to work in accordance with guidelines established by his department head. However,
such notification must be within two (2) hours of his usual reporting time, or as soon as possible thereafter. Failure to do
so may be cause for denial of sick leave for the period of absence. Denial of sick leave will result in the employee’s being
charged with annual leave, or placed in some non-pay status, at the discretion of the employee’s department head.
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9.4.4. Administrative Leave. An unclassified or classified service employee will be granted adminis-
trative leave with pay in accordance with the following guidelines provided the absence is on a normally sched-
uled workday for the employee. Administrative leave will not be charged against the annual or sick leave of an
employee who earns annual or sick leave. The number of hours of leave granted for each day will not exceed the
number of hours the employee is scheduled to work for that day. The following types of leave are recognized by
the city as administrative leave.

9.4.4.1. Civil/Legal Leave. Leave will be granted to eligible employees for jury duty, for court attendance
as witnesses in cases not involving personal litigation, or for voting. The length of time granted for voting will be
the reasonable time necessary to vote and normally will be granted at the start or end of a workday. Attendance
in court by law enforcement personnel and/or other employees who are acting in an official capacity will not be
considered as administrative leave but as regular work time. The provisions of any law or department rule that
require any fees provided employees who are attending court in an official capacity to be turned into the city will
be observed. In other situations, any fees paid employees may be retained by the employees in addition to their
administrative leave pay.

9.4.4.2. Hazardous Weather.When considered necessary for the safety of city employees, the mayor
may authorize closure of city offices and activities and/or a late arrival time or early departure time for hazardous
weather conditions. Such time will be reported on department attendance reports as administrative leave (haz-
ardous weather). When a hazardous weather situation occurs, employees who are needed to perform essential
city operations may be required to work. Such employees will be notified by their supervisors when their atten-
dance for work is required. In addition to their regular pay, employees who are required to report during haz-
ardous weather situations will be eligible to receive an hour of special leave for each hour they are called in to
work. This special leave must be used within two weeks of the date(s) worked. Part-time and temporary service
employees will not be entitled to any pay for hazardous weather. Time off for these individuals will be charged as
leave without pay.

9.4.4.3. Discretionary leave. If, under all circumstances, the Department Head and Mayor determines
that it is in the best interest of the City and/or employee to provide administrative leave with or without pay to the
employee, the Department Head and Mayor may authorize such discretionary leave with or without pay for a pe-
riod of time that is reasonable under the circumstances.  If the decision is leave without pay, the employee has
such rights of appeal as set out in Section 7 herein.
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9.4.4.4. Inclement Weather. When inclement weather prevents an employee who normally works out
of doors from performing work outside, he will be given other duties that can be performed indoors. If 
the employee does not wish to work at the alternate work, the employee may request annual leave or 
compensatory time off, if accrued. If the employee requests time off and the employee does not have 
any accrued leaves with pay, the employee may be given time off without pay. However, if  the 
employee’s presence is needed, even to work at other types of work, the employee will be required to 

work.
9.4.5. Military Leave. Military leave will be authorized in accordance with The Uniform Service Em-
ployment Rights Acts (USERA) 38 U.S. C. § 4301, et. seq. and Code of Alabama 1975, Title 31-2-13,
as summarized below.  If a conflict exists, the USERA takes precedence.
9.4.5.1. Entitlement. Classified and unclassified service employees who are active members of the Al-
abama National Guard, Naval Militia, or the Alabama State Guard organized in lieu of the national guard
or of any other reserve component of the Armed Forces of the United Sates, will be entitled to military
leave of absence from their respective duties on all days that they are engaged in field or coast defense
or other training, or on other service ordered under the provisions of the National Defense Act, or of the
federal laws governing the United States Reserves without loss of pay, time, efficiency rating, annual or
sick leave, or any other city provided benefit.
9.4.5.2. Limitation. No persons granted such leave of absence will be paid for more than 168 hours
per calendar year. Employees on military leave will be charged per day according to the number of
hours charged for a day of vacation or annual leave (12 hours for police officers and 17 hours for fire
fighters)
9.4.5.3. Extended Limitation. Eligible employees will be entitled in addition to the above, to be paid for
no more than one hundred sixty-eight (168) hours while called to duty by the governor in the active
service of the state.
9.4.5.4. Procedure. An eligible employee who wishes to be granted military leave will submit, through
the employee’s department head, a copy of the employee’s military orders or other documentation nec-
essary to support the employee’s request and a leave request to the personnel department. Such re-
quest will be submitted as soon as the employee becomes aware of the employee’s projected dates of 
service.
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will be deemed to have resigned as of the end of the leave unless the employee has been granted extended leave
without pay. A city employee using FMLA and coming back to employment should not retaliate.

9.4.6.2. EXTENDED SICKNESS OR DISABILITY. Unclassified and classified employees may be
granted leave without pay for a period not to exceed one (1) year for personal temporary sickness or disability
that prevents them from safely performing their job. Each request will be supported by a statement from the em-
ployee’s physician and will be submitted in writing through the employees department head to the mayor for ap-
proval. Leave without pay for sickness or disability will not be granted until all accrued leaves with pay and
compensatory time have been expended. Requests for extended leave without pay for pregnancy related con-
ditions will be treated the same as other sickness or temporary disability. No annual leave or sick leave credits
will accrue while an employee Is on extended leave without pay. The city shall continue to pay its portion of the
cost of employee benefits during this time period, however, the employee shall be responsible for arranging for
the payment of his  the employee’s portion of the cost of benefits. The employee will be eligible to return to his/her
former position or an equivalent position of equal pay and benefits at the expiration of the leave. An employee
who fails or is unable to return to work at the end of the authorized leave of absence will be deemed to have re-
signed as of the end of the leave.

9.4.6.3. MILITARY DUTY. If an unclassified or classified employee is called to active duty in the armed
forces of the United States, his job may be held for the employee during employee’s tour of duty in accordance
with the following guidelines. As required by law, the city may keep the individual’s job open and reemploy the
employee in the employee’s old position or a position of like seniority, status, and pay upon the employee’s dis-
charge from duty, subject to the following:

a) For service of less than thirty-one (31) days, the individual must return at the beginning of the 
next regularly scheduled work period on the first full day after release from service, taking into    
account safe travel home plus an eight (8) hour rest period.

b)    For service of more than thirty (30) days but less than one hundred eighty one (181) days the 
individual must submit an application for reemployment within fourteen (14) days of release 
from service.

c)    For service of more than one hundred eighty (180) days, an individual must submit an 
application for reemployment within ninety (90) days of release from service.

Returning individuals will be entitled to all benefits they would have earned 
(seniority,  raises, etc.), had they been continuously employed. Reservists are entitled, 
during their military  service, to insurance and other benefits that other employees in leaves 
without pay status are entitled receive. Retirement credit for military service will be in accor-
dance with the city’s retirement plan. Unused vacation leave may be taken 
(but not required) by the employee during the employee’s tour of duty. Accrual of vacation 
leave will be treated as it is with other employees who are in a leave without 
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Step Consecutive Years Employed
1 Probation Employed
2 1 Year
3 4 Years
4 7 Years
5 10 Years
6 13 Years
7 16 Years
8 19 Years
9 22 Years
10 25 Years
11 28 Years
12 31 Years
13 34 Years
14 37 Years
15 40 Years

a job that is assigned to the classification plan. If the job is not assigned to the classification plan, the employee’s
rate of pay will be based upon the content of the job he the employee will perform. All rates of pay established
for temporary service employees will be submitted to the mayor for approval.

10.7.4. Pay Increases. Pay increases will be awarded to unclassified, classified and part-time service
employees only when funds have been set aside by the city council during budget preparation for such purposes.
Normally, pay increases will be awarded to eligible employees in accordance with the following guidelines. How-
ever, the city council will, based upon recommendations from the mayor, approve the actual criteria to be used
in awarding a pay increase.

10.7.4.1. Pay Progression. The pay plan is designed to provide for progressive step increases to em-
ployees as a reward for continual growth and development in their career, thereby increasing their value to the
city.

Upon request by the Department Head, eligible employees shall be authorized the progressive increase
of one step, effective with the beginning of the next pay period after the employee’s anniversary date or other date
established by resolution. However, progression within an established range shall not be automatic, but shall re-
quire certification by the Department Head that the employee is performing at a satisfactory level of competence.
Step increases shall be determined by the City Council by resolution.

Employees who fail to perform at a satisfactory level of competence, as indicated by the supervisor and
Department Head during performance evaluations, shall not receive progressive increases nor be eligible for
such until required performance evaluations of satisfactory or better are rendered.
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additional one hundred sixty-eight (168) hours
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Generally, eligible employees are covered from
date of hire. Each employee will be required to complete during his initial processing those nec-
essary forms to designates his beneficiaries. Upon separation, an employee may convert such
coverage to an individual policy in accordance with the terms and conditions of the group policy.
Qualifying for a waiver of premium because of a disability or any benefits payable under the Acci-
dental Death and Dismemberment benefit will be in accordance with the terms of the group pol-
icy. Review your employee insurance handbook and/or contact the personnel department for
further details. 

11.4.2.2.  Health Plan. New eligible employees may be covered from date of hire.  A written 
application for such coverage will be completed on date of hire. An eligible employee may select
either single coverage for himself of family coverage to include his eligible dependents. The city
will pay all costs associated with single coverage for the employee. The employee will be re-
sponsible for one-half (50%) of the costs associated with coverage for his family. Benefits paid
under the employee health insurance plan will be coordinated with any other health insurance plan
the employee may come under in accordance with the terms of the policy. Any employee covered
by the employee health insurance plan may at separation (to include retirement) be eligible to pur-
chase coverage for himself and/or his dependents in accordance with the terms of the policy and
federal law. For further details review your employee handbook and/or contact the personnel de-
partment.

Except as otherwise provided, any qualified (eligible) employee, at the time of service retire-
ment, may elect to purchase health insurance coverage for himself and dependents under the
city’s group health insurance plan. A qualified (eligible) employee as used herein shall mean:

(a) Any retiree with at least ten (10) years of creditable service with a minimum of age
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Included in health insurance plan

Sick Leave Bank 8 hours per year (normally)
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