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RULE I - DEFINITIONS

The words and phrases defined below shall have the meanings assigned here-
in in these rules and in all personnel policies, procedures and transactions:

1.

2.

10.

11l.

i2.

Act, or Merit System Act, means Act 528 of the Acts of 1949, approved
by the Governor September 2, 1949.

Allocation, means the assignment of position tc a cless on the basis
of the kind, difficulty and responsibility of work of the position.

Appointing Authority, meens the governing body, officer, board, com-~
mission, person or group of persons empowered to appoint or remove em-
ployees of the egency of which he is the responsible administrator.

Certify, certification, mesns the act of supplying the appointing
authority with names of applicants deemed eligible to eppointment to
the cless and position for which certification is requested,

Class, means a position or group of positions that involve similar
duties and reepongibilities and require similer qualificeations and
is designated by a single title indicative of the kind of work.

Eligible, means & person whose name is cn an active re-employment,
promotional or employment list and who has rights under these rules
to be certified for appointment to positions of a class.

loyee, meens a person regularly occupying e position in the classi-
Tied service or e person who is on authorized leave of absence and
whose position is being held for him pending his return.

Employment List, means e register of the names of persons sarrarnged
in order of their final earned rating on tests for classes of em-
ployment in which they have competed and qualified to be appointed.

Demotion, means a change of employment from a peeltion of one class
to & position of another class having a lower maximum salary limit

than the original class.

Original Appointment, means the appointment of a person to a position
in the clessified service and who is not a present employee of the
City and County and who is not being reinstated from a re-employment
list,

Lay-Off, means a separation of an employee from the classified service
of the City or County which has been made necessary by lack of work or
funds or other reason not related tc fault, delinquency or misconduct

on the part of the employee.

Position, means a group of current duties and responsibilities assigned
or delegated by competent authority and requiring the full or part
time services of one employee.



13. Promotion, means & change of employment from & position of one class
to a position of another class which has a higher maximum salary rate.

14, Reallocation, means the official determination that a position be as-
signed to a class different from the one in which it has been previously
assigned.

15. Service, meeans all positions in any ome of the jurisdictions placed
within the classified service under the act.

16, Transfer, means a change by an employee from one position to another
position of the same class or of andther class with the same maximum
selary rate and involving the performance of similar duties and re-
quiring essentially the same basic qualifications.

17. Vacancy, means a position duly created and funds provided for payment
of sEIary, which is not occupied and for the filling of which a valid
request has been received by the Personnel Department.



RULE II - GENERAL PROVISIONS

Section 1: Purpose - These rules are an augmentation and clerification of the
Merit System Act. They set forth principles and procedures that are to
be followed by the City and County Personnel Department in order that per-
sonnel administration in the city, county and other services may be cone
ducted in accordance with sound and effective principles and practices of
public personnel administration.

Section 2: Positions covered by the Rules - These rules shall spply to ell
classified positions and offices of the City and County and subordinate
agencles of each Jjurisdiction unless otherwise provided by law.

Section 3: Adoptlon of Rules - These rules shall upon adoption and promulga-
tion by the Personnel Board, have the force and effect of law ingofar as
they apply to positions in the classified service,

Section Y4: Administration of Rules - The Personnel Director is charged with
edminietration of these rules, except for those soctions specifically re-
served to the Personnel Board.

Section 5: Amendment of Rules - Amendments and revisions of these rules may
be initiated by the Personnel Board, Personnel Director, the City Com-
mission, County Board of Revenue or any eppointing authority, Admendments
and revisions shall become effective upon approval by the Personnel Boerd.
The Personnel Board may hold o public hearing upon esmendments or revisions

to these rules if it deems such hecessary or if a hearing is requested by
the initiating egent,

Section 6: Maintenence of Employee Records - Records shall be maintained
which shall be open for public inspection showing o list of positions in

each department and the qualifications and requirements of each class of
employment




RULE III - ORGANIZATION AND FUNCTIONS

Section 1: The Personnel Department - The Personnel Department consists of the
Personnel Board and the Personnel Director and such other employees as re-
quired to provide services ta operating agencies.

Section 2: The Personnel Board - The Personnel Board, hereinafter referred to
as the §oard, consists of three members appointed in the following manner:
One by the governing body of Montgomery County, one by the governing body
of the City of Montgomery, and one by a mejority of the circult judges and
probete Jjudge of the county. Of the first three members appointed, the one
appointed by the governing body of the county shall serve for & term of six
years, the one appointed by the governing body of the municipality shall
serve for a term of four years, and the one appointed by the probate and
circult judges shall serve for e term of two years. At the expiration of
the term of each member, his successor shall be eppointed for a term of six
years by the authority appointing the member whose term hes expired. Va-
cancles on the Board shall be filled for the unexpired term by the authoritcy
appointing the vacating member.

(a) Qualifications - The members of the Board must be qualified
electors of the county. No person may be appointed to the
Board who holds any salaried public office or employment,
nor can any member, while a member of the Board or for a
period of one year after he has ceansed for any reason to be
o member, be eligible for appointment to eny selaried office
or cmployment in the service of the county or municipality
or any county or municipal elective office.

(b) Mcetings - The Board is required to hold one regular meeting
each month end such special meetings as it deems necessary.
The members of the Board receive ten dollars {$10) per diem
for each meeting of the Board they attend.

(¢) Functions - The functions of the board are:

(1) To formulate and promulgate a set of rules to sup-
plement the Act and revisions and emendments thereof.

(2) To act in an advisory capacity to the governing
bodies of the county and municipality on problenms concern-
ing personnel administration.

(3) As provided by the “ct and by rule, to hear and de-
cide appeals submitted by any person in the classified service
relative to any situation connected with his employment status
or condition of employment,

(4) In any investigation or hearing conducted by the Board,
to have the power to examine witnesses under oath and compel
their attendance or theproduction of evidence before it by
subpoenas issued in the name of county or municipality. Each
member of the Board has the power to mdminister oaths to wit-
nesses.



(5) To hold hearings on and adopt or revise the position
clessificetion plan.

(6) To esteblish, after consultation with the governing body
of the county and the governing body of the municipality and the
elective officials of the county, coming within the provisions of
this act, a pay plan for all employees in the classified service.
Such pay plan must include, for each cless of positions, a minimum
and e maxirum rate or rates as may otherwise in specific instances
be fixed by law and such intermediate rates as may be deemed neces-
pary or advisable by the board.

Section 3: The Perscnnel Director - The Personnel Director is eppointed by the
Personnel Board. The Director is the Board's executive officer and acts as
secretary at Board meetings, but does not have & vote in determining the
Board's policy.

The duties of the Personnel Director are:

(a) to attend all meetings of the Personnel Boerd and keep
the minutes and records of the Board.

(b) to administer all provisions of the Act and these rules
not specifically reserved to the Board.

(¢) under direction of the Board, to prepere rules and re-
vieions and amendments thereof for the consideration of the Board.

(d) to prepare a position ciassification plan and claes
specifications and revisions thereof for the approval of the Board.

(e) to establish and meintain & roster of all employces In the
classified service of the City and County.

(£f) to prepsre and instruct in the use of such forms and pro-
cedures as necessary-and appropriate to carry ocut the provisions
of the act and these rules.

(g) to provide for a system of checking payrolls, so as to
determine that all persons in the classified service have been
appointed in accordeance with these rules and are being paid proper
amounts for duties of the class,

(k) to administer the examination program, pess upon gualifica-
tion of applicents, establish employment lists and certify eligibles
to esppointing authorities for f£illing vacancies.

(1) to appoint employees of the Personnel Department and direct
and supervise administrative and technical activities of the depart-
ment,



(J) to cooperante with appointing authorities and others in-tde-
veloping and establishing programs of training for employees, for
promoting employec morals and for otherwise raising standards of
performence in the county and city services,

(k) to prepare for consideration by the Board, a compensation
plan consisting of rates of pay for the several classes of employ-
ment and recommend changes in such plan from time to time as deemed
degirable,.

(1) to establish and administer a service rating system end per-
form such other activities with reference to personnel administrction
not incensistent with the Act, as required by these rules, as dirccted
by the Board, or as may be deemed necessary or desirable for effec-
tive personnel administration.



RULE IV - THE UNCLASSIFIED SERVICE AND CLASSIFIED SERVICE

Section 1l: The Unclassified Service - The unclassified scrvice consists of the
following offices and positions:

(a) All elective officers, provided, however, that in the event the
status of an elective officer of the county or municipality is changed to
that of and appointive officer, then at the expiration of the term of of-
fice of any such officer, the person holding the office at the time of the
expiration of the term, providing that he shall have served in such position
for a period of at least six months continuously, immediately prior to the
expiration of the term of office, shall assume regular status in the com-
petitive service without preliminary examination or working tests and shall
thereafter be subject in all respects to the provisions of the Act.

(b) Members of appointive boards, commissions and committees.

(c¢) All employees or appointees of the city or county board of educa-
tion, or persons engaged in the profeseion of teaching or in supervising
teaching in the public schools; excepting, however, rersonnel employed in
kindergartens or schools not a part of the city or county school system
operated under the direction and supervision of the city or county board
of education,

(d) Common laborers, as determined and designated by the Personnel
Director after investigation of duties and responsitilities of the
positions.

(e) Attorneys, physicians; surgeons and dentists who, with the ex-
press or implied permission of any appcinting authority or of the county
or municipality, hold themselves out for employment by others in the same
or a like line of work as that performed by them for such appointing
authority; excepting, however, municipal recorders or assistant recorders
and city or municipal prosecutors or assistant city or municipal prose-
cutors.

(£} The personnel director provided for by the Act.

(g) Persons in the "classified service" within the meaning of and
subject to the State of Alabame merit system under any present or future
law, and so long as any such law remains effective.

(h) One private secretary or executive assistant of a mewber of the
governing body of such municipality, the baoiliff appointed by each Judge
of the circuit court, and twe clerks tec be designated by each county
elective official and slso the Regilster of the Circuit Court except the
meriber of the Board of Revenue; and any employee receiving his compensa-
tion from any elected official of the county.

(1) One clerk, deputy or employec to be named by the Clerk of the
Circuit Court for his office and cne clerk, deputy or employe. to be nemed
by the Register of the Circuit Court for his office.



Section 2: Clsssified Service - The claseified service conprises all offices
end positions in the city and county services now existing or hereinafter
created, except those which are specifically placed in the unclassified
service by Section 4 of the Act and Section 1 of this rule. All employees
of any public corporation, board, committee or commission appointed or
created by the governing body of the county or city shall also be included
in the classgified service,

Section 3. Status of employees in the (lassified Service Upon Adoption of the
Act -
T (a) Any employee holding & position in the classified service, who
on the effective date of the Act, had -served continuously in such position
or in another position included in the classified eervice, for a period of
at least six months immediately prior to such effective date, shall re-
ceive appointment under the merit system without further examination, or
working tests and shall thereafter be subject to in all regpects to the
provisions of the Act.

(b) Any employee holding a position in the clagsified service for a
pericd of less than six months immediately prior to the effective date of
this act shall be regarded as serving out his working test or probationary
period and he shall not be considered as receiving permanent appointment
until six months has elapsed since the date of appointment.

{c) Any employee appointed to & position in the classified service
after the effective date of the act shall be in accordance with the pro-
visions set forth in Rule VTT



RULE V - THE CLASSIFICATION PLAN

Section 1: Purpose - The classification plan provides for the grouping into
a gingle class posltions which involve substantielly the same kind of waork,
equal difficulty ond responsibility and comparable qualifications for work
performance., The classification plan consists of;

(e) a schedule of class titles appropriately descriptive of the
nature of work of the seversl classes.

(o) written specifications describing the nature and requirements
of work of positions of each cless, and

(c) materials regerding the interpretation and application of the class
specifications.

Section 2: Class Titles - Class titles, or designated code symbols shcll be
used in all personnel, accounting, spproprietion end financial records.
No person may be appointed to or employed in & position in the clessified
service under ¢ title not included in the classification plan. Descrip-
tive titles used in the course of depertmental routine to indicate
outhority, status in the orgenization or administrative rank may be used
a8 required for these purposes.

Section 3: Class Specifications ~ The specifications of the classes of positicns
in the classification plan and their various perts have the following fcrce
and effect:

(a) The specifications are descriptive and not restrictive. They
are intended to indicate the kinds of positions that are allocated to
the several classes, as determined by their duties and responsibilities,
and shell not be construed as declaring to eny extent, or in any way,
what the duties or responsibilities of any positions shall be, or as
1imiting or in any way modifying the power of any appointing authority or
administrative cfficer to assign, direct and control the work of employees
under his supervision. The use of a particular expression or illustration
shall not be held to exclude others not mentioned that are of similar kind
or quality.

(b} In determining the class to which any position should be allocated,
the specification of each class shall be considered as a whole. Considera-
tion shall be given tc the duties, aspecific tasks, responsibilities, quali-~
fication requirements and relationshipe to other classes, as together af-
fording a statement of the employments that the cless is intended to cm-
brace.

(c) Qualifications commonly required of all incumbents of the dif-
ferent closses, such as acceptsble physical condition, freedom from dis-
abling defects, United States citizenship, suitable age, honesty, sobriety
and industry, shall be deemed to be implied as qualifications requirments
for entrance to each class even though they moy not be specifically
mentioned 1in the specifications.
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Section b: Amendment of Classification Plan - The Personnel Director is
responsible for continuous administration of the classification plan
and as changes in organization and essignments of work require, shall
recomnend to the Personnel Board amendments to the classification plan,

Section 5: Allocation of Positions - The Personnel Director shall allocate

each position now existing or hereinafier created to the proper class in
the classification plan.




RULE VI ~ THE PAY PLAN

Section 1. Establishment - The Personnel Bosrd is required to establish, after
consultation with the governing bodies of the city and county and the elec-
tive officere of the county, a pay plan for all clessified positions in all
services.

Section 2. Composition of the Pay Plan - The Pay Plan consists of:

(2) A schedule of ranges of rates of psy in monthly
amounts.

() A schedule showing the pay range to which each
class is assigned,

(¢) Policies, as embodied in these rules, showing the
interpretation and application of the schedules
of ranges of pay.

Section 3. Development of Pay Ranges - After consultation with appointing
authorities and city and county fiscal officers, the Director is required
to prepare and recormend to the Board a pay range for each classg of eun-
ployment in the classified service. Such ranges shall consist of a minimum
and maximum rate, and such intermediate rates as the Director considers
necessary or equitable., The rates for each class shall be those of the
basic schedule of ranges of all rates (Section 2(2) ) which are proper. In
establishirg such rates the Director shall give conslderation to the ex-
perlence in reciui.ing for positions in the city and cournty services, the
prevailing rcotes of pay for comperable services in other public and private
employment, livirng costs, the financial condition and policiles of the city
and county, end the relationship in kind and level of duties end responsi-
bilities of the several classes.

Section i, Adoption of Plan - Upon receipt of the proposed pay plan, the
Board mey give cpportunity tc be heard to appointing authorities, employees
and the general public. After incorporating any modifications, changes or
-mendments it considers desirable, the Board shall submit the plan to the
governing bodies of the city and county, who, after making such changes as
they deem necessary, resubmit it to the Board who shall accept or reject,
and 1t shall teke effect when approved.

Section 5. Adjustments at Time of Adoption - At a time designated by the
Personnel Board after the official date of adoption of the Pay Plan:

(a) Burloyees whose rate of pey 1s less than the prescrived minimum
rete for the class shall be increased to the prescribved minirum
rate,

(b) Employees receiving rates within the salary range but not at
2 designated intermediate step shall be rlaced at o step with-
in the renge of the class, within one Year from the official
adoption of the pay pilan.
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(c) Regular employees whose pay is in excess of the maximum rate
prescribed shall not be sutomatically reduced in pay but shall
not receive any ilacrease ae long as they occupy positions for
vhich the pay ra.e maximum is the same as, or less than, the
pay rate currently received. This provision shall not, however,
prevent the application of service-wide blanket pay decreases
or s decrease of any employee's pay for any valid reascn recom-
nended by the appointing authority.

(d) Provisional or temporary employees whose pay is in excess of
the minimum rate of the class, if qualifying for permanent ap-
pointment, shall be reduced to the minimum rate for the class
except when appointnent at a higher rate is approved by the
Director in accordance with Section 6.

Sectlon 5. Beginning Rates - The minimum rate of pay for a class shall te
paid to any perESn on his original appointment to a position of the class
except when determined by the Director as warranting employment at a
higher rate.

Section 7. Within Range Adjustments -

(a) The salary ranges are intended to furnish administrative
flexibility in recognizing employee performance and service,
in providing employee incentive, and in meeting special and
emergency conditions in which increases or decreases of in-
dividual rates are required for the good of the city or county
service., Within salsry range ad justments shall not be automatic
but shall be dependent upon specific recommendatione of the ap-
pointing officer, provided, however, that the Personnel Board
may approve a plan for increasing new employees toc the second
Btep of ihe range of a class upon satisfactory completion of
the provationary pericd or other specified length of service
following original appoiniment. No change in pay shall become
effective until apnroved by the Personnel Director.

(b) Ordinarily, increases in salaries shall not be more than one
step and shall not be made more often than once each twelve
months nor shall salary advancements be given to an employee
until he has completed his first six months of service, except
that an administrative officer may recommend to the Director
salary increases of more than one step or more frequently than
once each twelve months upon detailed written statements to the
Director specifying the employee's exceptional performence or
the unusuel employment conditions that meke such action necessary,
and provided that sufficient funds have been budgeted.

Section 8, 1Interpretation of Pay R €8 - The schedules setting forth es-
tablished ranges of pay and the ass gnment of each class to one of these
ranges shall be regarded as gross compensation for full-time service in
the several classes, in that there shall be deducted therefrom the value
of any meintenance received by employees in the form of meals, lodging
and the like, as partial compensation for services rendered, but not in-
cluding reimbursement for expenses incurred by reason of authorized and
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travel on city or county business. PFull-time service in a

clase shall be considered to be service for that number of hours per
day and days per week which represent the established working schedule

for employment of the class.

Section 2. Pay for Part-time Employment -

(a)

(v)

{c)

Section 10.
employee
position

(a)

Whenever an employee works for a period less than the regular-

1y established number of hours a day, days a week, or weeks per
pay perliod, the amount paid shall be proportionate toc the time

actually employed.

Monthly rates of pay ehall be paid except thut on certification
by an administrative officer that payment of monthly rates for
certain classes of employment within his jurlsdiction is not
feasible because of the temporary or intermittent nature of the
work, the Personnel Director may authorize the payment of weekly,
daily or hourly rates for those employments. Such rates shall
be determined in accordance with the following formulae;:

Hourly Rate = (monthly rate for the class)
{(number of work houre per week for clase X b 1/3)

Daily Rate = hourly rate x number of work hours in established
vork day for the classe

Weekly Rate = hourly rate x number of hours in regularly estab-
lished work week for the class

Peyments for lese than a full payroll pericd to employees

peld on & monthly salery basis, including payments for

vacation and overtime accruals at separation, shall be de-
termined by multiplying the established monthly rate by

the number of duys of work actually performed or included

in the vacation or overtime accruel and dividing the result

by the regularly established number of work days in the. ironthly
pay period for the class.

Pay Adjustments in Transfers, Promotions and Demotions - When an
is transferred, promoted or demoted, his rate of pay for the next
shall be determined as follows:

If his rate of pay in his previous position was less than

the minimum rate established for the class of the new position,
his rate of pay shall be sdvanced to the minimum for the class
cf the new positicn.
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(b) If his rate of pay in his previous position wes more than
the meximum rate established for the class of the new posi-
tion, his pey shall be reduced to & point within the range
for the class of the new position to be determined by the
department head subject to the recommendetion of the Personnel
Director.

{c) If his rate of pay in his préevious position falls within the
range of pay established for the class of the new position
and does not correspond to & step in the salary plan it shall
be adjusted to the next higher step, but otherwise this rat e
of pay may remain unchanged or may be changed on the recom-
mendation of the administrative officer in accordance with
this rule,

Section 1l. Amendment of the Pay Plan - The Pey plan may be revised from time
to time to meet changes in the ciassificetion plan, recruitment conditions,
cost of living and economic conditions. Such revisions shall be mede in
the same manner as the original plan was prepared and adopted.
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RULE VII - RECRUITMENT AND EMPLOYMENT

Section 1. Recrultment by Competitive Examination - All permanent appoint-
ments to positions in the claessified service shall be made according to
merit and fitness ascertained by competitive examination. Examinations
shall be prepared by or under the direction of the Personnel Director
arnd may be, o8 determined by the Personnel Director after consultation
with appointing authorities, assembled or unassembled and may include
vritten, oral, physicael, or performance tests. They may take into conside-
ration such factors as educetion, experience, character, physical fitness,
appearance or any other qualifications which the Personnel Director de-
termines as entering into the testing of the relative fitness of applicauts,
Competitive promotionel exsminatione shall take into consideration the
quality and length of employment in the classified service in addition to
any or all of the above factors,

Section 2. Notices of Examination - All examinations shall be publicized by
the preparation and public notice of examination announcements. The public
notice of exeminetion shall specify the title and salary range of the class
of employment, description of the nature of work and examples of Jduties,
experience and training desirable for performance of the work, the time,
place and menner of making epplication, closing date for receiving applica-
tions and other pertinent informaetion as deemed desirable by the Personnel
Director to attract qualified applicants. Examination announcements shall
be distributed and given publicity as deemed desirsble and cppropriate by
the Persornel Director for the attraction of qualified applicents for the
cless of employment.

Section 3. Employment Lists and Their Use - The Personnel Director shall as-
tablish and maintain sucn employment registers or lists for various classes
of positions as are necessary to meet the needs of the service. The names
of eligibles shall be placed on such a 1ist in the order of their final
earned rating in competitive examinations and they shall be notified by the
Personnel Director of their grade and place on the 1list. Ties shall be re-
solved in criginsl entrance examinations by priority in time of filing ap-
plication and in promoticnal examinstions by length of service. Employees
having permanent status separated from the service by reason of shertage
of work or funds, changes in organization, or other reasons not involiving
fault, delinquency or violation on their part shall at time of separation
be placed on & re-employment 1ist. Such employees shall be placed on the
re~employment lists in order of separation from the service, i. e. the
last employee separated shall be placed at the top of the appropriate re-
employment 1list,

Section 4, Duration of Fmployment 1ists - The Personnel Director shall determine
the period during which employment lists shall remain in effect, but this
period shall not exceed two years. When the Persconnel Director deems it ap-
proprinte a new eligible listmoy be combined with an existing list by plac-
ing the names of eligibles in order of finsl earned rating on the competitive
examinations. For classes of employment determined by the Personnel Director,
centinuous open competitive examinations may be held and names cf eligibles
placed on such eligible list in accordance with final earned rating without
regard to time of examination.
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Section 5. Removal from Eligible Register - The Personnel Director may re-
move from an eligible 118t the name of any eligible, who foils to respond
to a notice of certification, who gualified for eppointment through false
or misleading statements, or who is not appointed after having been certiried
three times for appointment.

Section 6, Procedure for Filling Vacancies - All vacancies in the classified
service shall be filled by original appocintment, promotionel appointment,
temporary appointment, re-employment, transfer or demotion. Whenever a
vacancy in & position in the classified service is to be filled, the ap-
pointing authority shall notify the Personnel Director whether such position
is to be rilled by original appointment promotion, re-employment, transfer
or demotion. If such position is to be filled by original or promoticnal
appointment, the Personnel Director shall certify the names of five persons
vho are highest in order of rank on the appropriate list, provided such
list contains the names of five availsble applicants. In case of two or
more vecancies, the Personnel Director shall certify four names more than
the number of vacancies. Names shall be certified in order of standing
without reguord to sex or special quelifications, except that where a limite-
tion to one sex or a requirement of special qualifications is specified by
the appointing authority and approved by the Personnel Director, certifica-
tion may be limited to the sex specified or to persons possessing the special
qualifications. Appointments from a re-employment list shall be made from
the top of the list.

Section 7. Temporary Appointment - In absence of appropriate enployment. liets,
appointing authoriﬁiéﬁ’may neke & temporary appointment of a person who is
approved by the Personnel Director as being qualified to perform the work of
the class. Tenmporary appointments shall be termin.ted at the end of ninety
days or at such time as an appointment can be made from an eligible register,
which ever shall occur first. No person shall receive more than one temporar;
appointment, in any one fiscal year.

Section 8. Transfer - A position may be filled by trarnseferring an employee from
one position of the same class or similar class with essentially the same
basic qualifications and the same maximum salary limit. Transfers between
departments 1ust be approved by both appointing authorities end the Personnel
Director.

Section 9. Emergency Appointments - To neet eitergency conditions and take care
cf extra work loads; appointing authorities moy appoint persons to take care
of the situstion, but no such sppointments may exceed thirty working days
in any fiscal year.

Section 10. Probationary Period - All original end promotional appolntments
are for & probationary period of six months. Such probationary period should
be regarded as an integrel part of the examination process and used for
closely observing the employee's work, for securing the most effective ed-
.ustment of the new employee to his position and for re jecting any employee
whose performance does not meet required work stardards. At any tire during
the probaoticnary period, an appointing authority may reject the probationary
employee, provided he notifies the employee and the Pereonnel Director of
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RULE VIII - WORKING CONDITIONS
AND
GENERAL PERSORNEL PRACTICES

Section 1. Working Hours - The Director shall administer regulations for
malintaining uniform and equitable hours of work required of all employees
in the City end County Services as adopted by the Board. The number of
hours any employee is required to be on duty each day or in any week or
month shall be uniform for all whose positions are allocated to the same
class, unless specifically provided otherwise by action of the Board, and
and recorded in its minutes, together with its reason for cach exception;
but the hours for different classes may be different.

Secticn 2. Overtime -

(2) Employees shall work over the stipulated hours whenever
necessity demands additlonal service of an occesional nature.
When such work becomes necessary, equivelent time off compensa-
tion may be grented for the time worked, Overtime shall include
and be limlted to that work actually performed by employees at
the direction of the appointing authority or his authorized rep-
resentative which, as a part of a single tour of duty or by rea-
son of a call back, exceeds by one hour or more for the number
of hours comprising the regular work week.

(o) In the event that operating schedules are such to preclude the
allowance of compensatory time off, the employee may accumulate
to his credit compensatory time in the amount of the hours of
his regulaer work week. When this maximum accumulation has been
reached the appointing suthority with the approval of the Perscn-
nel Director, may authorize payment in cash, on a siraight time
basis, for every hour of overtime worked in excess of his accum-

ulstion.

{(c) At the time of separation, employees shall be paid in cash for
any unused accumulation of compensatory time off,

(d) Employees compensated on an hourly rate basis shall be paid for
hours actually worked during each pay period.

(e) The cvertime provieions shall not epply to uniformed members of
the police and fire deperiments and to employees whose positions
are compensated at the rate of Salary Range No. 23 or higher.

Section 3. Legal Holldays - Legal holidays observed by employees in the classi-
fied service, unless such employees are required to be on regular duty are:
New Year's Day, Robert E. lLee's Birthday, Mardl Gras Day, George Washing-
ton's Birthday, Thomas Jefferson's Birthday, Confederate Memorial Day,
Jefferson Davis' Birthday, Independence Day, Lsabor Day, Columbus Day,
Armistice Day, Thankegiving Day, and Christmas Day, and such other days ase
may be designated from time to time by the City Commission or by the Board
of Revenue.



Section 4, Vacetion Leave =~

(a)

(a)

Section 5.

(a)

)

(<)

Each full time employee shall earn vaecation leave at the rate

of one day per month. Vacation leave may be used as earned and
appointing authorities shall determine che time at which vaca-
tions may te taken. Employees may accrue vacation leave not in
excess of the smount earned in two years. Veacation leave in any
one calendar year may be taken not in excess of the total amount
of vacetion leave accrued. Regular days off which fall within
the vacation leave shall not be counted as wvacation.

Vacation leave shall accrue from July 1, 1948. Vacation leave
that was taken during the calendar yecar 1949 shall be charged

to the leave record of each employee and his balance credited

ag of January 1, 1950.

For the purpose of charging vacation leave for uniformed members
of the Fire Department working twenty-four hour shifts, each
working day off shall be counted as two days of vacation leave.
Provided that such employees shall not be charged with more than
6 days vacation in any one weekx of absence.

Any permanent employ=e leaving the county or city service in good
standing may be compensated for vacation accrued to the date of
separation.

Sick leave =

Eack employee shall earn sick leave at the rate of one day for
each full month's service. Sick leave shall accrue from January
1, 1949 provided that:

1. employees with one year's or more service prior to
January 1, 1950 shall be credited with six days of
sick leave for eech year of service within the limita-
tions set forth below

Sick leave shall be computed as earned but may not be accumulated
in excess of YO working days. Regular days off occurring during
sick leave will not be charged as sick leave.

Sick leave may be granted only for absence due to personal ill-
ness, legal juaraniine, or illness or death in the immediate
family. An employee claiming sick leave may be required by the
sppointing authority to iile a certificate irom a physician steting
the kind and nature of sickness or injury, that the employee was
incapacitated for work for the period of his absence, that the
employee is physically able to perform his duties, or that the em-
ployee has no contagious disease that might jeopardize the health
of other employe.s.
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(d) For the purpose of charging sick leave for uniformed members
of the Fire Department working twenty-fcur hour shifts, each
working day off shall be counted as two days of sick leave,
provided, however, that such employees shall not be charged
with more than six days sick leave in any one week of absence.

Sectlon 6. Special leave - ypon certification to the Board by the appoint-
ing authority that an employee is absent from duty because of todily in-
Jury or occupational illness incurred in line of duty, the Board may grant
such employee a special leave on full cr part pay, sublect to such condi-
tions as it may impcse. The certification by the appointing authority
should be made to the Director at the end of the next pay period follow-
ing the occurrence of such injury or illness. During the interim between
the date of occurrence cf such injury or 1llness end the next Board meet-
ing, the employesz whose injury or illness 1s certified shall bc entitled
to sick leave, which sick leave may be remitted by the Board at the time
of hearing. Provided, that in no instance will special leave be granted
for & period of more than twenty-gix weeke. If at the end of twentyesix
weeks the employes 1s unable to return to duty, the appointing authority
may request the Board to grant additional extension of special leave.

Section 7. Military Leave - Employeesa who have completed their probationary
period and who are active members of the Alebama National Guard or Naval
Militis or of any reserve unit of the United States militery forces shall
be entitled to military leave with pay on days that they are engaged in
training or servicc ordered under the military laws of Alabama or the
United States, provided that no person gronted such leave of absence with
pay shall be paid for more than 15 days in any one fiscal year.

Section 8. Other Leave With Pay - Leave with pay may be authorized by appoint-
ing suthorities for the attendance by employees of official meetings, or to
serve required Jjury service, or to sttend suthorized training or cducational
courses, provided such leave is reported to the Personnel Director.

Section 9. Leave Without Pay - An employee may be granted leave without pay
for a period not to exceed one year, unless & request for an extension ap-
prov.d bt the sppointing suthority and Personnel Director, for sickness,
disibility, military service, education or other good and sufficient reasons
whizh are considered tc be in the best interests of the service.

Section 10. Absence Repcrts - Administrutive officers shall meke reports to
the Personnel Director of all sbsences of each employee during each payroll
period. Leave of absence with pay of one-half day or less may be granted
and not reported provided equivalent time is made up.

Section 11. Service Ratings - The Personnel Director shall prescribe a form
for the service rating of employees by administrative officers. Service
ratings may be considered in determining salary adjustments within designeated
salary ranges, as a factor in the order of lay-offs, and in rating of em-
ployees for promotional purposes.




Section 1ll.

(a)

(v)

Rights of Review and Appeal. -

An employee may submit at any time a written statement to the
head of his department regaerding any situation related to his
employment status or condition of employmwent. The department
head and appointing authority shall give the employee full op-
portunity to present his views and shall take such action as
he deems proper. If the employee deeires, he may in writing
request a review by the Personnel Board of the questions re-
lating to his employment. The Board shell have investigated
such requests and if required or requested hold an informal
hearing on such questions and certify its finding within ten
days.

A permanent employee dismissed or demoted by an appointing
authority shall receive a written statement of the reasons
for such action within three days and within three days from
the date of such notice he may answer in writing such charges.
Copies of both statements shall be furnished the Perscnnel
Director. Within ten days from the time of filing his answer
such employee may file & written request with the Personnel
Director for a hearing before the Personnel Board. The Board
shall conduct & hearing vhich shall be informal and in accord-
ence with procedures established by the Board. If the Board
shall find that such employee hae been diemissed or demoted in
violation of these rules, the Board shell order reinstatement
end the employee shall receive full pay from the date of such
ection. The decision of the Board shall be final.
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RULE IX - SEPARATIONS AND DISCIPLINARY ACTION

Section 1. Resignation - Any employee wishing to leave the classified
service in good standing shall file with his appointing authority, et
lease one week before leaving, a written resignaticn stating the ef-
fective date of the resignation and the reason for leaving. Such notice
shall be promptly reported to the Personnel Director. The number of days
less than seven given as notice of resignation may be subtracted from ac-
crued vacation leave and fallure to comply with the procedures mey be the
cause for denying the person future employment. Unauthorized or unreported
absence from work for a period of three days or more may be considered by
the appeointing authority as a resignation.

Section 2. Lay-Cff - An appointing authority may lay off any empleyee in the
classified service when 1t is necessary by reason of shortege of funds or
work, or changes in organization. No permanent employee shall be laid off
vhile there are temporary, emergency or probationary employees serving in
the scme class of employment within the same department. A person with
seniorily over another employee may not be lald off first unless his
gservices are inferior to those of other employees in the seme class. The
names of employees laid off shall be placed on a re-employment liet for a
period of itwo years. No one elee may be appointed in that claes 1n the
Department concerned while the name of any "laid-off” employec remeins on
the reemployment register.

Section 3. Demotion - An appointing authority may demote an employee for in-
efficlent performance of his dutles, for disciplinary reasons or for other
gocd cause. A reassignment to a class with a lower maximum salary range
shall be considered a demotilon.

Section 4. Suspension - An appointing authority may suspend a permanent em-
ployec without pay for cause. Such suspension shall not exceed 30 calender
days in any one fiscal year. A written statement of the reasons for sus-
pension shall ve submiited to the Personnel Director and furnished to the
employec affected. Such employee shall have no right of appeal.

Section 5. Dismissal - Any permanent employce may be dismissed by an appoint-
ing authority for cause. A written statement of reasons for the dismissal
shali be furnished to the employee affected and reported to the Personnel
Director.
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RULE X - PROHIBITIONS ON POLITICAL ACTIVITY

Section 1. No person holding a position in the competitive service:

(e) Shall seck or accept election, nomination or appointment as
an officer of a county or municipal political club or organi-
zation, take an active part in or maske any contribution or
donation to, any county or municipal political campaign, or
gserve ag a member of a committee of any political club or
organization, or seek signatures to any petition, or distri-
bute badges or pamphlets, dodgers, or handbills of any kind
favoring or opposing any cendidate for election or for nomina-
tion to public office, whether county or municipal.

(b) Shall become a candidate for the nominetion or election to
any political or public office unleas:

(1) He requests a leave of absence without pay from his
competitive position prior to making a formal announce-
ment that he is seeking nominastion or election, beginning
the solicitation of votes, or filing or otherwise qualify-
ing as a candidate for nomination or election, whichever
is eariier.

(2) Such leave of absence without pay shall extend through
the campanign period and until it has been officially de-
clared that the candidate has been nominated or defeated
for such political or public office, at which time the
employeec may request reinstatement to his position in the
competitive service, if he has been defeated.

(¢) Any wilful violation of these rules, or violation through culpable
negligence, shell be sufficient grounds to authorize the discharge
of any person in the competitive service.

(d) Ncthing in these rules shall be construed to prevent any of ficer
or employee from becoming or continuing to be a member of a
political club or organization, or from attendance at a political
meeting, or from enjoying all freedom in casting his vote.

Section 2. Any employee in the competitive service, who is nomlnated, elected
or appointed to a political or public office, shall resign his position in
the competitive service on or before the date that it is officially declared
or known that he has been nominated, elected or appointed to such office,
provided that nothing in these rules shall prohibit any pecrson in the com-
petitive service from serving out the term of a politicel or public office
to which he was elected or appointed prior to the time the Act (Act 528 of
1949, approved by the Governor September 2, 194%) became effective.

Section 3. No person shall be sppointed, promoted, demoted or dismissed or in
eny way favored or discriminated against with respect to employment in the
classified service for politicel or religious reasons.
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RULE IX - SEPARATIONS AND DISCIPLINARY ACTION

Section 1. Resignation - Any employee wishing to leave the classified
service in good standing shall file with his appointing authority, at
least one week before leaving, a written resignation stating the ef-
fective date of the resignation and the reason for leaving. Such.
notice shall be promptly reported to the Personnel Director. The
number of days less than seven given as notice of resignation may be
subtracted from accrued vacation leave and failure to comply »ith the
procedures may be the cause for denying the person future employment.
Unauthorized or unreported absence from work for a period of thrce days
or more may be considered by the appointing authority as a resignation.

Section 2. Lay-Off - An appointing authority may lay off any employee in
the classified service when it is necessary by reason of shortage of
funds or work, or changes in organization. No permanent employee shall
be laid off while there are temporary, emergency or probationary
employees serving in the same class of employment within the same
department. A person with seniority over 2nother employee may not be
laid off first unless his services are inferior to those of other
employees in the same class. The names of employees laid off shall be
placed on a re-employment list for a period of two years. No one else
may be appointed in that class in the Department concerned while the
name of any "laid-off" employee remains on the reemployment register.

Section 3. Demotion - An appointing authority may demote an employee for
inefficient performance of his duties, for disciplinary reasons or for
other good cause. A reassignment to a class with a lower maximum
salary range shall be considered a2 demotion.

Section 4. Suspension - An appointing authority may suspend a permanent
- employee without pay for cause. Such suspension shall not exceed 30
calendar days in any one fiscal year. A written statement of the
reasons for suspension shall be submitted to the Personnel Director
and furnished to the employee affected. Such employee shall have no

right of appeal.

Section 5. Dismissal - Any permanent employee may be dismissed by an
appoirting authority for cause. A written statement of reasons for the
dismissal shall be furnished to the employee affected and reported

to the Personnel Director.



