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CHAPTER 1

 

GENERAL PROVISIONS

 SECTION 1 - PURPOSE

The purpose of these provisions is to establish a personnel system, which will recruit, select, develop, and maintain an effective and responsible work force for the City of Dublin. The goals of the personnel system include:

1.
Recruiting, selecting, and advancing employees on the basis of their relative ability, knowledge, and skills, including open competition of qualified applicants for initial appointment;

2.
Establishing pay rates consistent with the principles of providing equal pay for equal work;

3.
Training employees, as needed, to assure high-quality performance; 

4.
Retaining employees on the basis of adequacy of their performance, correcting inadequate performance, and separating employees whose inadequate performance cannot be corrected; and

5.
Assuring fair treatment of applicants and employees in all aspects of personnel administration without regard to political affiliation, race, color, national origin, sex, age, religion, or handicapped status.

 SECTION 2 - POSITIONS EXEMPTED
A.
This manual covers most City employees in the municipal government.  There are, however, several key administrative and legislative positions, which are exempt from these provisions.  The following positions are exempt from manual policies in pursuance with the provisions of the City Charter:

1.
Mayor and Council Members;

 
2.
City Manager, City Clerk, City Attorney, and City Judge;

            3.
All Board Members or Commission Members appointed by the City Council and/or the City Manager;

 
4.
All officers elected by the people;

             5.
Department Heads and Special Aides to the City Manager, who serve at the pleasure of the Manager; and

6.
Any other positions exempted by provisions in the City Charter, Administrative Code, or State statute.

B.
Personnel employed under the provisions of government grant programs, as approved by the City Council or the City Manager, shall be considered as exempt positions.  Methods of appointment, rights, and benefits will be determined by the City Manager, unless otherwise specified by governmental agreement.

 SECTION 3 - ADMINISTRATION
A.
The Human Resources Director shall be responsible for the administration and technical direction of the City's personnel system.

B.
Department Heads will be responsible for the proper and effective administration of these provisions within their respective departments.  Routine matters pertaining to enforcement may be delegated.

 SECTION 4 - AMENDMENTS
A.
The Human Resources Director shall present to the City Manager such rules, regulations, and changes thereto as are necessary for the effective administration of the personnel system for recommendation to the City Council.

B.
Once approved by Mayor and Council, amendments, changes, or revisions of these provisions shall be promulgated by the City Manager, with copies posted on City bulletin boards and distributed to all City departments.

 SECTION 5 - DEPARTMENT POLICIES
A.
Department Policies and Procedures shall serve as supplements to these provisions.  In the event of conflict in any section, the City of Dublin's Personnel Rules and Regulations shall prevail.

B.
Department policies and procedures will be reduced to writing and reviewed by the City Manager for conformance to these provisions.
CHAPTER 2

POSITION CLASSIFICATION PLAN

 SECTION 1 - ADOPTION
The position classification plan adopted as part of the 1985-86 budget, and subsequent amendments thereto, is the position classification plan for the City of Dublin.  No person in the classified service of the City of Dublin shall be appointed to or employed in a position under a job title not included in the classification plan.

SECTION 2 - DEFINITION
The position classification plan is composed of two (2) elements:  (1) job descriptions and (2) the job classification schedule.  Job description contains a statement of the duties, responsibilities, and qualifications for the particular position named.  The position classification schedule groups jobs with similar duties and responsibilities into similar pay grades.

SECTION 3 - USE OF CLASS SPECIFICATIONS
Specifications are to be interpreted in their entirety and in relation to others in the classification plan.  Particular phrases or examples are not to be isolated and treated as a full definition of a class.  Specifications are descriptive and explanatory of the kind of work performed and not necessarily inclusive of all duties performed.

SECTION 4 - MAINTENANCE OF THE PLAN
The Human Resources Director is charged with the responsibility for the maintenance of the compensation plan to ensure that each position and corresponding classification grade is an accurate reflection of the duties and responsibilities associated with the job being performed.  The Human Resources Director shall conduct an annual review of the classification plan and shall present to the City Manager appropriate changes in the plan for recommendation to City Council.  Each time a new class is established; a class specification shall be written and incorporated in the existing plan.  Likewise, an abolished class shall be deleted from the classification plan.

SECTION 5 - OFFICIAL COPY OF THE PLAN
The Human Resources Director shall be responsible for maintaining an official copy of the position classification plan.  The official copy shall include a list of class titles and class specifications plus all amendments thereto.  A copy of the official plan shall be available for inspection by the public under reasonable conditions during business hours.
CHAPTER 3 

PAY PLAN

 SECTION 1 - ADOPTION
The schedule of salary ranges and class titles assigned to salary ranges adopted as part of the 1985-86 budget, and subsequent amendments thereto is the pay plan for the City of Dublin.  The plan established by the policy is for full-time employees.  An employee appointed for less than full-time service shall be paid for the hours worked.  As unclassified employees, the City Manager, City Clerk, and Department Heads are exempt from the pay plan.

SECTION 2 - DEFINITION
 The pay plan is intended to provide equitable compensation for all positions when considered in relation to the following factors:

 
1.
duties and responsibilities of each position;

 
2.
pay for similar employment;

 
3.
changes in cost of living; and

 
4.
cash value of fringe benefits.

SECTION 3 - USE OF SALARY RANGES
 All employees covered by the pay plan shall be paid at a listed rate within the salary ranges established for the respective job classes, except for employees whose present salaries are above the maximum rate following transition to a new or revised pay plan.  The following general provisions will govern the granting of within-the-range pay increments:

1.
The minimum rate established for the class is the normal hiring rate.  New appointments, under special conditions and subject to the prior approval of the City Manager, may be made above the minimum rate when such action is determined to be necessary and in the best interest of the City.  Approval will be based on either shortage of qualified applicants available at the minimum step, or qualifications of the applicant being in excess of the requirements for the class.

2.
Normally, the second, third, fourth, fifth, and sixth steps in the pay plan are reserved for the employee's anniversary pay increases.

SECTION 4 - PAY RATES IN PROMOTION, DEMOTION, AND TRANSFER

 When an employee is promoted, demoted, or transferred, the rate of pay for the new position will be established in accordance with the following rules:

1.
When an employee is promoted, his salary shall be adjusted to the step of the new range which will affect at least a 5% increase in salary.

2.
When an employee is demoted, he shall be paid at a rate which is within the approved range for the lower class position.  The rate of pay shall be set by the City Manager taking into consideration the circumstances and reasons for the demotion.

3.
An employee who is transferred shall continue at approximately the same pay rate.

SECTION 5 - SALARY INCREASES
A.
Anniversary:  Employees shall automatically receive a one-step increase in pay each year for the first five (5) years of employment.  The pay increase shall become effective on the yearly anniversary of the employee's date of hire.  Employees at Step 6 of the pay plan are ineligible to receive an anniversary increase in salary.

B.
July 1st Increase:  The City Manager shall annually review the job rankings in the City's position classification and pay plan and shall recommend pay grade adjustments for each position to the Mayor and City Council.  These adjustments shall take into consideration the salaries and benefits provided by employers throughout the labor market area, the rate of inflation, and the availability of City funds.  Any pay increase shall become effective each July 1st, the start of the City's fiscal year.

SECTION 6 - PAYROLL DEDUCTIONS
Federal and State Income Taxes, Social Security Tax, and any items authorized by the employee shall be deducted at each pay period from the employee's pay.
CHAPTER 4

RECRUITMENT AND SELECTION

SECTION 1 - EMPLOYMENT OPPORTUNITIES
The provision of equal employment opportunity to all persons regardless of age, sex, race, color, religion, national original, political affiliation, or handicap, is a fundamental policy of the City of Dublin.  Accordingly, it shall be a violation of these Regulations for the City Manager or any other employee of the City to:

1.
Fail or refuse to hire or to discharge any individual, or otherwise to discriminate against any individual with respect to his compensation, terms, conditions, or privileges of employment because of such individual's age, sex, race, color, religion, national origin, political affiliation, or handicap.

2.  
Limit, segregate, or classify employees or applicants for employment in any way which would deprive or tend to deprive any individual of employment opportunities or otherwise adversely affect his status as an employee, because of such individual's age, sex, race, color, religion, national origin, political affiliation, or handicap.

3.
Grant preferential treatment in regard to any aspect of employment to any individual because of the age, sex, race, color, religion, national origin, political affiliation, or handicap of such individual.

4.
Harass or otherwise discriminate against an individual because he has made a charge, testified, assisted, or participated in any manner in an investigation, proceeding, or hearing under these policies or under equal employment opportunity laws.

 SECTION 2 - IMPLEMENTATION OF EQUAL EMPLOYMENT OPPORTUNITY, AMERICANS WITH DISABILITIES ACT, AND NON-HARASSMENT POLICIES.
All personnel responsible for recruitment and selection shall continue to review regularly the implementation of this personnel policy and relevant practices to assure that equal employment opportunity based on reasonable performance - related job requirements is being actively observed to the end that no employee or applicant for employment shall suffer discrimination because of age, sex, race, color, creed, religion, national origin, or handicap.  To this end, the Human Resources Director shall serve as Equal Employment Opportunity Officer, ADA Compliance Officer, and will receive complaints and allegations involving harassment directed against employees and applicants of the City of Dublin and shall be empowered with the authority to design, implement, and maintain a written affirmative action program as approved by Mayor and Council.

A.
NON-DISCRIMINATION OF THE DISABLED.
 In accordance with the Americans with Disabilities Act of 1990 (A.D.A.) the City shall not discriminate against any qualified individual with disabilities in any employment practice.  This prohibition applies to all aspects of the employment process including recruitment, hiring, job assignment, training, pay, leave of absence, fringe benefits, layoff and termination.  In addition, the City will take the steps to reasonably accommodate qualified, disabled individuals when such accommodations will permit the individuals to perform the essential duties of the job and will not result in undue hardship of the City.

 B.
CITY OF DUBLIN NON-HARASSMENT POLICY
Harassment Defined:

The City of Dublin prohibits any verbal, physical or visual conduct which could offend, intimidate or create a hostile working environment for any individual on the basis of race, color, religion, national origin, gender, age, disability or any other characteristics protected by federal, state or local law.  The City also specifically prohibits sexual harassment, which is defined in this Policy as sexual advances, requests for sexual favors, or other verbal or physical conduct of a sexual nature.

The conduct prohibited by the preceding paragraph will not be tolerated under any circumstances, including cases where the conduct is unwelcomed, and/or:

1) Submission to the conduct is made either explicitly or implicitly a term or condition of an individual’s employment; or

(2) Submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting the individual; or

(3) The conduct has the purpose or effect of unreasonably interfering with the individual’s performance or of creating an intimidating, hostile or offensive working environment.

The types of behaviors that may constitute prohibited harassment include, but at not limited to:

· derogatory, vulgar, or graphic written or oral statements or jokes regarding race, color, religion, national origin, disability, gender, sexuality, sexual experience or any other characteristics protected by federal, state or local law;

· unnecessary touching or physical assault;

· sexual compliments, flirtations, advances, propositions, innuendoes, suggestions or jokes; or

· the display of offensive or sexually suggestive pictures or objects.

 
Scope

This Policy applies to all of the City’s employees, managers, supervisors and other staff, whether related to conduct engaged in by fellow employees, supervisors, or someone who is not directly related to the City, such as a vendor, consultant, client, customer, or other City contact.

Responsibility

It will be the joint responsibility of managers, supervisors and Human Resources to ensure adherence to this Policy.  Human Resources will assist in the coordination and the implementation of this Policy.

All supervisors and managers have the duty of ensuring that no individual or employee is subjected to sexual harassment or any other form of unlawful harassment, and of maintaining a workplace free of such harassment.  Supervisors and managers will discuss this Policy with employees and assure them that they are not required to endure any form of unlawful harassment.

 
A summary of this Policy will be conspicuously posted at all work sites.

 The City reserves the right to interpret, apply, amend or revoke this Policy at any time.

SECTION 3 - VACANT POSITIONS
Under normal circumstances, Department Heads shall notify the Human Resources Director of vacant, or soon to be vacant, positions in their departments.  The Human Resources Director will forward this vacancy notice to the City Manager who shall determine if the vacancy should be filled.  

SECTION 4 - RECRUITMENT
Upon approval of the City Manager, the Human Resources Director shall use all necessary means to attract qualified candidates for employment, and shall make such investigations and examinations as is deemed appropriate to equitably assess the candidate's qualifications.  All candidates shall meet the employment standards established by the City Manager with the advice and recommendations of the Human Resources Director and appropriate Department Heads.

SECTION 5 - RECRUITMENT SOURCES
A.
All vacant positions will be publicized by the Human Resources Director by posting announcements in City departments, in a newspaper of general circulation, and by other such means as necessary to assure obtaining well-qualified applicants.

B.
The City shall include among its recruitment sources organizations and news media, which are utilized by and are available to minority group applicants.  Individuals shall be recruited from a geographic area as wide as is necessary to ensure that well qualified applicants are obtained.

 SECTION 6 - JOB ANNOUNCEMENTS
A.
Employment announcements shall also contain assurances of equal employment opportunity and shall comply with Federal and State statutes regarding discrimination in employment matters based on age, sex, race, color, creed, religion, national origin, and physical handicap.

B.
All job announcements will specify the title and salary range of the vacant position, minimum qualification requirements, manner of making application, final date in which applications shall be received, and other pertinent information.

SECTION 7 - APPLICANTS FOR EMPLOYMENT
A.
All applications for employment must be made on City of Dublin application forms. Applicants must furnish complete information and sign where appropriate.

B.
Applications will be placed in an active file for a period of one (1) year.  Inactive applications shall be maintained for a period of three (3) years in accordance with EEOC guidelines.  To the extent that it is practical, reference to these files shall be made periodically in connection with the City's employment requirements to ensure that equal consideration is given to all applicants.

SECTION 8 - DISQUALIFICATION OF APPLICANTS 
The Human Resources Director shall review all applications for employment to determine whether an applicant meets the established standards of employment.  The Human Resources Director may remove from consideration applications from an applicant who:

1.
does not meet minimum qualifications;

2.
has a disability that would prevent satisfactory performance of duty:

3.
has made false statements of material fact;

4.
is a habitual user of drugs;

5.
has an unsatisfactory employment record which demonstrates unsuitability for employment;

6.
has been convicted of a felony;

7.
fails to submit his application within the prescribed time limits; 

8.
has previously worked for the City within the past three (3) years (exception:  retired employees may apply for part-time employment not to exceed ten (10) hr/wk); or

9.
has immediate family currently working for the City (father, mother, brother, sister, wife, husband, son, daughter, or respective in-laws).

SECTION 9 - SELECTION
Applicants meeting the employment standards will be referred to the Department Head.  (Upon request, all applications of persons applying for the position will be submitted to the Department Head.)  The Department Head shall make a selection from the qualified applicants and shall notify the Human Resources Director of his recommendation.

SECTION 10 - APPOINTMENT
A.
The City Manager and Human Resources Director shall review and either accept or reject the recommendation of the Department Head.  If the applicant recommended by the Department Head is rejected, the Department Head shall make another recommendation to the City Manager and Human Resources Director.  If the applicant is selected, the City Manager shall authorize an offer of employment.

B.
An employee's appointment shall be designated as one of the following:

1.
Permanent Appointment:  A person appointed to serve full-time and on a continuous basis.

2.
Orientation Appointment:  A person appointed to a permanent position who has not yet completed the six (6) month orientation period.

3.
Part-Time Appointment:  A person, either permanent or temporary, who is regularly scheduled less than thirty (30) hours per workweek.

4.
Temporary Appointment:  A person appointed to serve full-time for a definite period of time.

5.
Intern:  A student gaining actual work experience for a definite period of time.

6.
Trainee:  A person who does not meet the minimum qualifications of the position, but works full-time and on a continuous basis.

7.
Emergency Appointment:  A person appointed to a vacant position by the City Manager on an emergency basis in order to prevent stoppage of public services.  Such an emergency appointment shall not exceed 60 days, during which time the normal selection procedures shall be followed to fill the vacancy permanently.

8.
Provisional Appointment:  A person appointed to a vacant position by the City Manager on a provisional basis.  Said person shall meet the minimum qualifications of the class to which the position is allocated and shall not serve for longer than 120 days.

CHAPTER 5

ETHICS AND CONDUCT

 SECTION 1 - ETHICAL CODE
To avoid a misunderstanding and conflicts of interest which could arise, the following code of ethics will be adhered to by City employees.  Any questions as to its interpretation or application should be submitted to the Human Resources Director.  Violations of the code will result in appropriate disciplinary action.

1.
No employee shall accept gifts, gratuities, or loans from organizations, business concerns, or individuals with whom he has an official business relationship.  This limitation is intended to prohibit the acceptance of any articles which are not distributed free of charge to the general public.

2.
No employee shall use or attempt to use his position with the City to secure special privileges or exemptions for himself or others.

3.
No employee shall disclose confidential information gained by reason of his official position; nor shall an employee use such information for personal gain or benefits.

4.
No employee shall transact any official business with any business entity of which he is an officer, director, agent, or member, or in which he owns a controlling interest, excluding civil, charitable, and religious organizations.

5.
No employee shall have personal investments in any enterprise, which might create a substantial conflict between the employee's private interests and the interests of the general public. 
SECTION 2 - OUTSIDE EMPLOYMENT
No employee may engage in any paid employment in addition to his employment with the City of Dublin unless it is recommended by the Department Head and approved by the Human Resources Director.  The standards used for approval or disapproval of outside employment shall be based on whether the outside employment will or can cause a conflict of interest and whether it will cause interference with the efficient performance of an employee's duties with the City.

SECTION 3 - POLITICAL ACTIVITY
A.
The following provisions shall apply to all employees in the service of the City of Dublin.  Violations of these provisions will result in appropriate disciplinary action.

1.
No employee shall make use of City time or equipment to aid a political candidate, political party, or political cause; nor shall an employee intimidate any person in the interest of a political candidate, political party, or political cause.

2.
No employee shall, in his official capacity, solicit or take any part in soliciting for any political party; nor shall any employee use his official authority or influence to obtain assessments, contributions, or services for any political party.

3.
No employee shall hold an elective office within Laurens County.  Upon qualifying for an elective office within the County, an employee shall be required to take a leave of absence.

4.
Nothing herein contained shall affect the right of an employee to contribute to, hold membership in, serve as an officer of, support a political party, vote as he chooses, support or campaign for local, state or national political candidates, express privately his opinions on all political subjects and candidates, maintain political neutrality, or attend political meetings.

B.
Any City employee who, as a normal and foreseeable incident to his principal job or position, performs duties in connection with an activity financed in whole or in part by Federal loans or grants, comes under the Federal Hatch Act which prohibits the following:

1.
Use of Official authority or influence for the purpose of interfering with an election or nomination for office, or affecting the result thereof;

2.
Directly or indirectly coercing, attempting to coerce, commanding or advising any other such officer or employee to pay, lend, or contribute any part of his salary or compensation or anything else of value to any party committee, organization, agency, or person for political purposes; and

3.
Active participation in political party management or in political campaigns.

 SECTION 4 - EMPLOYMENT OF RELATIVES
A.
It shall be the policy of the City of Dublin not to hire any member of an employee's immediate family.  For purposes of definition, immediate family applies to father, mother, sister, brother, husband, son, daughter, or respective in-laws.

B.
Employees who marry while working for the City shall be allowed to continue working provided they are not working in the same department.  If a departmental marriage does occur, one employee must either transfer to another department or resign his/her position.

 SECTION 5 - EMPLOYEE DEBTS
 All City employees should ensure that all personal debts are promptly paid.  If an employee is unable to continue current debt payments, the employee will make suitable arrangements with the creditor to satisfy the debt prior to the initiation of a garnishment.  However, should a garnishment action be initiated against the City, the following steps shall be taken:

1.
Upon receipt of a garnishment notice, the Human Resources Director will notify the employee's Department Head that such action is forthcoming and request that the affected employee be notified.  The Human Resources Director and Department Head will then counsel the employee on making suitable arrangements with the creditor to satisfy the debt to eliminate the garnishment action.  If a Release of Garnishment cannot be obtained, then the Summons shall be honored.

2.
The receipt of a second, separate garnishment action within twelve (12) months of the first will result in a written warning to the employee, stating that one (1) additional, separate garnishment action may be grounds for dismissal.  A copy of the written warning will be placed in the employee's personnel file.

3.
The receipt of a third, separate garnishment action within twelve (12) months of the second action may result in termination of employment.

SECTION 6 -DRESS CODE
Employees are expected to maintain the highest standards of personal cleanliness and present a neat, professional appearance at all times.  Our professional image is an important aspect of our organization.  Whether or not your job responsibilities place you in direct contact with city officials or the public, you represent the City with your appearance as well as your actions.  The properly attired man or woman helps to create a favorable image for the City.  Situations in which inappropriate attire is worn and/or any exceptions to the dress code will be addressed the employee’s Department Head.    Employees who are improperly attired may be required to leave work to change their attire.  Employees will not be compensated for the time they are away from work to change improper attire.

Unless otherwise announced by your Department Head, administrative employees may wear casual attire which is clean, neat and presentable on Friday.  Any other casual day will be designated at the Department Head’s discretion.

The following clothing is not appropriate attire: halters, tank tops, jeans with holes, low neckline front or back, flip flops and bedroom slippers or clothing that has words, pictures, scenes, etc., that would be disruptive to the work environment.

 

CHAPTER 6

 

ORIENTATION PERIOD

 SECTION 1 - OBJECTIVE
 The orientation period shall be regarded as an integral part of the selection process and shall be utilized for closely observing the employee's work, for securing the most effective adjustment of a new employee to his position, and for rejecting an employee whose performance is not satisfactory.

SECTION 2 - DURATION
The normal orientation period for new employees shall be six (6) months in duration.  If a Department Head requests an extension of the orientation period prior to expiration, the Human Resources Director, with approval of the City Manager, may extend the duration of such a period and notify the employee.  No extension totaling more than three (3) months shall be allowed.

SECTION 3 - EVALUATION OF PERFORMANCE
During the orientation period, the immediate Supervisor and Department Head will frequently confer with the employee as to goals and objectives for successful job performance and as to progress made and acceptability of work performance.  Prior to the expiration of the orientation period, the Department Head shall notify the Human Resources Director in writing whether or not an employee has satisfactorily completed his orientation period.  Failure to send such a notice shall automatically grant the employee permanent status in the position.

SECTION 4 - DISMISSAL
During the orientation period, a Department Head may, with the City Manager's approval, terminate an employee who is unable or unwilling to perform the duties of the position satisfactorily or whose habits and dependability do not merit his continuance in the service.  Employees serving their orientation period do not have appeal rights unless there is alleged discrimination because of race, color, creed, sex, national origin, age, or handicapped status.
CHAPTER 7

 

PROMOTIONS, TRANSFERS, AND DEMOTIONS

SECTION 1 - PROMOTIONS
A.
A promotion is the filling of a vacancy by the advancement of a permanent employee from a lower position in the classification plan.  Vacancies in higher positions in the classification plan may be filled by promotion from lower classes as long as such internal actions do not create a situation perpetuating prior discriminatory practices.  Promotional appointments shall be offered only to qualified employees within the current personnel system.  Only employees who have attained permanent status are eligible for promotion.

B.
An employee who is promoted shall enter orientation status.  The normal orientation period for promotional appointments shall be six (6) months.  If a person is removed during the orientation period following a promotion, he shall be entitled to re-employment rights in his former class when a vacancy occurs.

SECTION 2 - TRANSFERS
A.
A transfer is the movement of a permanent or orientation employee to another comparable job of comparable pay.  A transfer of an employee from one department to another shall have the approval of both Department Heads concerned as well as the Human Resources Director and City Manager.  Requests for such transfer shall show how the employee concerned meets the qualification requirements of the class to which the transfer is proposed.

B.
An employee who is transferred shall enter a six (6) month orientation period.  In the event the transfer is not successful, an employee may be transferred back to his original position, provided there is a vacancy, or terminated for just cause.

SECTION 3 - DEMOTIONS
 A demotion is a reduction of a permanent or orientation employee to a position in the classification plan having a lower salary.  An employee may be demoted because of unfitness to perform assigned duties, negligence, or inefficiency in performing duties, misconduct, or insubordination, as well as for disciplinary purposes or other justifiable causes.  Any such recommendations for demotion must be documented by the immediate Supervisor, the Department Head, and approved by the Human Resources Director and City Manager.  Notice shall be given to the employee, stating detailed reasons for the demotion.  Appeal rights are available to permanent employees under the grievance procedure as outlined in these Personnel Rules and Regulations.

 

CHAPTER 8

SEPARATIONS

 SECTION 1 - TYPES OF SEPARATION
An employee may be permanently separated from the City service by anyone of the following methods, which are described below:


-
Resignation
-
Abandonment of Position

-
Lay-Off

-
Disability

-
Loss of Job Requirement

-
Dismissal

-
Retirement

-
Death

 SECTION 2 - RESIGNATION
A.
To resign in good standing, an employee shall give written notice to his Department Head at least two (2) weeks prior to the effective date of resignation.  Failure to comply with this rule shall be entered on the service record of the employee and shall result in the forfeiture of payment of all unused annual leave.  Exceptional circumstances may warrant exemption from this penalty.

B.
In order to receive final pay including payment for unused annual leave, an employee must also submit to the Human Resources Director a signed statement from the Department Head that all City-owned equipment in the employee's possession has been returned in satisfactory condition.  Any amount due because of a shortage in the above shall be withheld from the employee's final compensation.

 SECTION 3 - ABANDONMENT OF POSITION
 An employee who, without valid reason, fails to report to work for three (3) consecutive workdays without authorized leave shall be separated from the payroll and reported as having abandoned his position.  Such an employee shall be considered as having resigned without notice and therefore shall not be paid for unused annual leave.

 SECTION 4 - LAY-OFFS
A.
Any involuntary separation not involving delinquency, misconduct, or inefficiency shall be considered a lay-off.  The City Manager may lay-off an employee for any of the following reasons:

 
-
shortage of funds

-
shortage of work

-
organizational realignment

-
abolition of a position

-
consolidation of positions

-
other work related reasons

B.
The duties performed by an employee laid-off may be reassigned to other employees already working who hold positions in the appropriate class.  No permanent employee shall be laid-off while another person in a position is employed on an orientation, or temporary basis in the same class.

C.
If a permanent employee is scheduled for lay-off, he shall be offered a demotion to a lower class, provided that a vacancy exists and that he is qualified to fill such a vacancy.  Employees who are laid-off because of reduction in force shall be given at least two (2) weeks notice of anticipated lay-off.

D.
Employees laid-off will be considered for re-hire when a vacant position becomes available provided the employee is physically and otherwise qualified to perform the duties of the position.

 SECTION 5 - DISABILITY
An employee may be separated for disability when the employee cannot perform the required duties because of a physical or mental impairment.  Action may be initiated by the employee or the City, but in all cases it shall be supported by medical evidence as certified by a competent physician of the City's choosing.

 

SECTION 6 - LOSS OF JOB REQUIREMENTS
Any employee who is unable to do his job adequately because of loss of a necessary license or other requirement shall be demoted or separated by a lay-off until such license or other requirement is acquired.

 SECTION 7 - DISMISSAL
Upon approval of the City Manager, a Department Head may dismiss an employee for cause as is outlined in subsequent chapters of this document.

Permanent employees shall be discharged only after a thorough investigation of the facts.  The employee will be presented with a written notice, which shall include the effective date of discharge, reasons for such action, and appeal rights available to the employee.

 SECTION 8 - RETIREMENT
When an employee meets the conditions set forth in the Joint Municipal Benefits System (retirement), he may retire and receive a monthly pension payment as determined by the plan.  The normal retirement age for employees of the City of Dublin shall be sixty-two (62).  

SECTION 9 - DEATH
When a permanent employee dies while employed with the City, his estate shall be eligible to receive final payment including his accumulated annual leave.  The date of death shall be recorded as the separation date for computing compensation due.

 

CHAPTER 9

DISCIPLINARY ACTION

SECTION 1 - TYPES OF DISCIPLINARY ACTION
The following provisions shall govern disciplinary actions affecting employees in the classified service of the City of Dublin.  Generally speaking, the more severe disciplinary action will not be taken until one or more of the less severe alternatives have been used.  A Department Head, subject to the approval of the City Manager and the appeal rights of the employee, shall have the following alternatives for disciplinary action.

1.
Reprimand:  When an oral warning has not resulted in the expected improvement, or when more severe initial action is warranted, the Department Head shall submit a written reprimand to the employee.  Copies shall be forwarded to the Human Resources Director and filed in the employee's personnel file.

2.
Suspension:  A Department Head may, for cause, suspend without pay a permanent employee in his department for up to ten (10) days.  A written statement specifically setting forth reasons for suspension shall be furnished to the employee.  Copies shall be forwarded to the Human Resources Director and filed in the employee's personnel file.  With the prior approval of the City Manager, the length of the suspension may be extended.

3.
Demotion or Reduction in Salary:  With the prior approval of the City Manager, a Department Head may, for cause, reduce the salary of an employee within the range provided in the pay plan or demote the employee to a lower class.  A written statement of the reasons for such action shall be furnished to the employee.  Copies shall be forwarded to the Human Resources Director and filed in the employee's personnel file.

4.
Dismissal:  As outlined in Chapter 8, Section 9, an employee may be terminated only for cause and with prior approval of the City Manager.  Permanent employees shall be dismissed only after a thorough investigation of the facts.  The employee shall be presented with a written notice, which shall include the effective date of discharge, reasons for such action, and appeal rights available to the employee.  Copies shall be forwarded to the Human Resources Director and filed in the employee's personnel file.

 SECTION 2 - CODE OF CONDUCT
A.
All employees of the City of Dublin are members of a team, working together for the main objective of serving the community.  Any employee who fails to follow the necessary rules and regulations governing his conduct is not only penalizing himself, but is doing a disservice to all of the other employees.  In this light, the City has developed the Code of Conduct Rules.  The Code of Conduct Rules are not intended to restrict or impose upon the privileges of anyone, but are designed to insure the rights and safety of all City employees and to provide working guidelines to assure equitable and business like deportment to efficiently serve our community.

B.
Any penalty imposed as a result of infractions of the Code of Conduct Rules may be modified when extenuating circumstances are found.  The City retains the right to treat each occurrence on an individual basis and without creating a precedent for other cases, which may arise in the future.  Examples given in any rule do not limit the generality of the rule.  The rules and regulations are not to be construed as a limitation upon the retained rights of the City, but merely a guide.

 SECTION 3 - INFRACTIONS AND PENALTIES
The rules and regulations for the Code of Conduct are divided into three (3) groups to reflect the severity of the offenses.  In each group, consideration will be given to the severity of the offense, the cost involved, the time interval between violations, the length and quality of service records, and the ability of the employee concerned.  In each case where the penalty is modified from the recommended penalties, the reasons for such modifications will be noted.

 

GROUP I OFFENSES - PARTIAL LIST - NOT ALL INCLUSIVE
 FIRST OFFENSE - Verbal warning and written instructions

SECOND OFFENSE - One (1) day suspension

THIRD OFFENSE - Three (3) to five (5) days suspension

FOURTH OFFENSE - Suspension pending discharge investigation

 1.
Failing to work overtime;

 2.
Quitting work, wasting time, loitering;

 3.
Being absent without permission or leave (AWOL);

 4.
Taking more than specified time for meals or rest periods;

 5.
Failing to meet required standards of productivity;

 6.
Disregarding job duties by loafing or neglecting work during working hours;

 7.
Tardiness;

 8.
Leaving your post at the end of the scheduled shift without being relieved by the Supervisor or the incoming employee; 

 9.
Violating a safety rule or safety practice;

 10.
Failing to report an accident or personal injury in which the employee was involved while on the job;

11.
Engaging in horseplay, scuffling, wrestling, throwing things, malicious mischief, distracting the attention of others, catcalls, demonstrations on the job, or similar types of disorderly conduct; and

12.
Creating or contributing to unsafe and unsanitary conditions or poor housekeeping.

 

GROUP II OFFENSES - PARTIAL LIST - NOT ALL INCLUSIVE
FIRST OFFENSE - Warning instruction and two (2) day suspension

SECOND OFFENSE - Suspension pending discharge investigation

1.
Threatening, intimidating, coercing, or interfering with fellow employees or                       supervisors at any time;

2.
Sleeping during working hours unless otherwise provided in the Fire Service;

3.
Gambling, lottery, or engaging in any other game of chance at City work stations at any time;

4.
Making or publishing false, vicious, or malicious statements concerning any employee, supervisor, or the City;

5.
Endangering the safety of City personnel;

6.
Distributing or posting unauthorized printed material on City premises;

7.
Vending, soliciting, or collecting contributions for any purpose whatsoever at any time on City premises unless properly authorized by City Manager;

8.
Receiving from any person any fee, gift or other valuable in the course of work, when such fee, gift or other valuable thing is given in the hope or expectation of receiving a favor or better treatment than that afforded other persons.

GROUP III OFFENSES - PARTIAL LIST - NOT ALL INCLUSIVE
 FIRST OFFENSES - Suspended pending discharge investigation.

 1.
Provoking or instigating a fight, or fighting at any time on City property;

 2.
Wanton and willful neglect in the performance of assigned duties; 

 3.
Deliberate misuse, destruction, theft, or damage of City or employee property;

 4.
Falsification of personal or City records, including employment applications, accident reports, work records, purchase orders, time sheets, or any other report, record, or application.

5.
Making false claims or misrepresentations in an attempt to obtain sickness, accident benefits, or Workers' Compensation benefits;

6.
Refusal to perform work assigned or to comply with written or verbal instructions of the supervisory force;

 7.
Unauthorized use or display of firearms, explosives, or weapons on City property;

 8.
Proven incompetence or inefficiency in the performance of assigned duties;

 9.
Arrest for a crime while either on or off the job;

 10.
Concerted interference or restriction of production in or about the City's work stations, including, but not limited to, instigating, leading, or participating in any walkout, strike, sit down, slowdown, or refusal to return to work;

11.
Use or sale of illegal drugs or narcotics;

12.
Reporting to work or working under the influence of alcohol;



13.
Violation of the City of Dublin Alcohol and Controlled Substance Policy.
“The Personnel Rules & Regulations is not a contract of employment, express or implied.  It does not create contractual obligations of any kind.  Employment at the City of Dublin is “at will”, which means that either you or the City of Dublin may terminate the employment relationship at any time, for any reason, with or without cause, for a good reason, bad reason or no reason at all.” 
Appeals
Should an employee feel he has been disciplined unjustly, he may register a complaint and seek relief under the City's grievance procedure.

SECTION 4 - APPEAL RIGHTS
Any employee who has received disciplinary action and who has completed his orientation period shall have the right to counsel and the right of appeal as outlined in Chapter 11 of these policies.

CHAPTER 10

PHYSICAL AND PSYCHOLOGICAL TESTING OF EMPLOYEES FOR FITNESS FOR DUTY

Whenever a Department Head has reasonable cause to believe that any employee within his department may not be physically or psychologically fit for duty or may be a threat to the health or safety of other employees or the public, based upon an employee’s conduct either within or without the work place, such department head, with the approval of the City Manager may require such employee to undergo physical or psychological testing by any licensed physician or psychologist, selected by the City, at the City’s expense.

Performance behaviors that may lead a Supervisor or Department Head to suspect an employee needs psychological or physical assistance may include by are not limited to the following:

(1)
A series of sustained citizens or fellow employee complaints.

 (2) 
Repeated complaints of the same nature.

 (3)
 Involvement in a shooting, an accident or an incident, which results in a death or serious injury to any of the involved parties.

(4) 
Involvement in other traumatic incidents, professional or personal, that may result in the inability to perform all job duties in a satisfactory manner.

(5) 
Abrupt changes in expected responses and/or behavior, which may be indicative of severe emotional disturbances such as continuous tardiness; absenteeism; sleeping on duty; excessive impatience; violent reaction to supervisors, fellow employees or the public; overeating or not eating; poor personal appearance or hygiene; physical symptoms of alcohol or drug use; or other unusual behavior.

Any employee who is so directed to undergo such physical or psychological testing shall execute such authorizations as may be necessary for the City to receive any records and reports relating to such testing from the physician or psychologist performing the test and to further authorize such physician or psychologist to discuss the employee’s physical or psychological condition with the employee’s Department Head and the City Manager.  The employee shall also receive a copy of any reports or records the City receives from such physician or psychologist.  Any employee who is directed to undergo such physical or psychological testing and who refuses to do so shall be guilty of insubordination and subject to disciplinary action up to and including termination.

CHAPTER 11

GRIEVANCE PROCEDURE

 SECTION 1 - POLICY
It is the policy of the City of Dublin to provide a procedure designed to protect each individual's property and liberty rights guaranteed by the Constitution of the United States.  Private individuals shall have property rights to all City programs, services, and activities.  Full-time, permanent employees in the classified services of the City shall have property rights tied to their jobs.  Both employees and applicants for employment have a right to equal consideration and/or reasonable accommodation without regard to age, sex, race, color, national origin, creed or handicap.

SECTION 2 - COVERAGE
This procedure covers all job-related grievances filed by full-time, permanent employees in the classified service of the City.  Orientation or temporary employees are excluded from filing job-related grievances under this procedure unless there is alleged discrimination because of age, sex, race, national origin, creed or handicap.

SECTION 3 - DEFINITION
A grievance shall be:  (1) a complaint or a dispute made by an employee concerning the interpretation or application of the personnel rules and regulations, departmental work rules, or any other established policy pertaining to employment conditions, or (2) a request for relief made by a private individual concerning his equal opportunity rights to participate in all City supported services, programs, activities and employment without regard to age, sex, race, color, national origin, creed or handicap.

SECTION 4 - PROCEDURE
When a complainant has a grievance as defined above, the following successive steps are to be taken.  The time limitations indicated at each step are to be considered as the maximum number of working days allowable unless extended by mutual agreement.  Failure of the complainant to meet the prescribed time limits shall constitute withdrawal and termination of the grievance.  Failure of the City to meet the prescribed time limits shall permit the complainant to move the grievance to the next step of the procedure.

Step 1.
The complainant shall identify the grievance verbally to his/her immediate Supervisor in an informal meeting within 30 calendar days after the event or action, which is the basis for the grievance.  The Supervisor shall give a verbal response to the complainant within three (3) workdays following the meeting.

 

Step 2.
If the matter is not satisfactorily resolved, the grievance shall be reduced to writing and submitted to the complainant's Department Head within five (5) working days after completion of Step 1.  The written grievance shall be specific as to:  the act(s) complained of, including date(s) and person(s) involved; the provisions(s), by article and section of these policies, alleged to be misinterpreted or misapplied; efforts to resolve the matter informally; and the corrective action desired.  Concerned parties will not consider the grievance to have been submitted unless the items listed above are included.  Items identified above may not be modified after submission.  Issues not included in the written grievance will not become part of the grievance, and therefore, are not subject to review.

Within three (3) working days after receipt of the grievance, the Department Head shall meet with the complainant and appropriate witnesses to discuss the matter in full.  The Department Head will render a written decision within five (5) days of this meeting.

Step 3.
If the second step written response is not accepted, the complainant may submit the grievance to the City Manager within five (5) working days after completion of Step 2.  Within five (5) working days after receipt of the grievance, the City Manager shall meet with the complainant and appropriate witnesses to discuss the matter in full.  The City Manager shall make such investigations as he deems necessary and shall render a written decision within five (5) working days of this meeting.  The decision of the City Manager shall be final and binding and shall be consistent with provisions of law and written policy.

SECTION 5 - DISPOSITION OF GRIEVANCES
Written and satisfactory disposition of complainant grievances shall be kept in a special file in the Human Resources Department.

 SECTION 6 - APPEAL RIGHTS
 An employee may submit a written appeal of a suspension, demotion, or dismissal to the City Manager within five (5) working days of such action.  Within five (5) working days after receipt of the appeal, the City Manager shall meet with the employee and appropriate witnesses to discuss the matter in full.  The City Manager shall make such investigations as he deems necessary and shall render a written decision within five (5) workdays of this meeting.  The City Manager's decision shall be final.

The employee shall have the right, at all levels, to a closed hearing and may be represented by counsel at such hearings.

 

SECTION 7 - SECTION 504 GRIEVANCE PROCEDURES
This grievance procedure is designed to provide for prompt and equitable resolution of complaints alleging any action prohibited by the Office of Revenue Sharing's regulation implementing Section 504.  Section 504 states, in part, that "no otherwise qualified handicapped individual...shall solely by reason of his handicap, be excluded from the participation in, be denied the benefits of, or be subjected to discrimination under any program or the benefit of, or be subjected to discrimination under any program or activity receiving federal financial assistance."  Complaints should be addressed, first verbally (Step 1) and then in writing (Step 2), to the Human Resources Director who has been designated to coordinate Section 504 compliance efforts.  If the matter is not satisfactorily resolved, it may be appealed to the City Manager within the prescribed time limits (Step 3).

SECTION 8 - ADA GRIEVANCE PROCEDURE
Allegations involving discrimination based on disabilities shall be investigated and processed in accordance with the authority delegated to the Equal Employment Opportunity Officer and Section 7 of this policy which documents the Section 504 Grievance Procedure.

SECTION 9 - HARASSMENT GRIEVANCE PROCEDURE
The City encourages employees to report all perceived incidents of harassment, regardless of the position of the alleged offender.  Any employee who has a harassment complaint against a supervisor, coworker, visitor, customer or other person, must bring the problem to the employer’s attention.

If you believe that you have been harassed, you should immediately report the incident to:

 
- 
your Department Head

 
 -
the Human Resources Manager

If you are uncomfortable with reporting the harassment to this person or if you believe that your complaint was not properly addressed, you should report the incident to:


 -
The City Manager

 The complaint will be thoroughly investigated in a professional manner.  You will be notified of a decision or of the status of the investigation as soon as possible.  There will be no discrimination or retaliation against any individual who files a good-faith harassment complaint, even if the investigation produces insufficient evidence to support the complaint, and even if the charges cannot be proven.

There will be no discrimination or retaliation against any other individuals who participates in the investigation of a harassment complaint.  If the investigation substantiates the complaint, appropriate corrective and/or disciplinary action (up to discharge) will be pursued.  Disciplinary action (up to discharge) will also be taken against individuals who make false or frivolous accusations, such as those made maliciously or recklessly.

Actions taken internally to investigate and resolves harassment complaints will be conducted confidentially to the extent practicable and appropriate, and consistent with the Georgia Open Records Act, in order to protect the privacy of persons involved.

General Provisions

A.  If a harassment complaint is directed against the Department Head or Human Resources Manager, the functions assigned to that (those) persons(s) by these procedures will be transferred to a superior as designated by the City Manager.

B.  Retaliatory action of any kind taken as a result of any individual or any employee seeking redress under these procedures is prohibited, and will be regarded as a separate and distinct cause for complaint and discipline under these procedures.

CHAPTER 12

ATTENDANCE AND LEAVE

 SECTION 1 - HOURS OF WORK

 Hours of operation shall be set by the City Manager in accordance with the needs of the City services and the reasonable needs of the public.  While the normal working schedule may vary for particular departmental needs, administrative offices of the City will observe an 8:00 a.m. to 5:00 p.m. Monday through Friday work schedule.  Administrative employees are entitled to a one-hour break each day at some point between the hours of 12:00 noon and 2:00 p.m. or as close to that time as possible.  Other departments shall arrange for meal periods as provided for by the Departmental Supervisor, both for time and duration, but not to exceed one (1) hour.

 SECTION 2 - ATTENDANCE
 Each Department Head shall be responsible for the attendance of all persons in the department and shall keep attendance records accordingly.  Employees are expected to report for duty at the scheduled time.  If an employee is unable to work for any reason, the employee must notify his Department Head as soon as possible prior to the scheduled reporting time.  Habitual or unjustified absenteeism or lateness is sufficient cause for disciplinary action.

SECTION 3 - OVERTIME
A.
Overtime work shall be that work performed by an employee which exceeds the maximum number of hours constituting the established work period for the employee's position.  All overtime work shall be compensated in accordance with the Fair Labor Standards Act.  There is no recognized overtime when a position involves executive, professional, or administrative personnel.  Department Heads are ineligible to receive overtime pay.

B.
Any overtime worked must have the prior approval of the City Manager.  Employees required to work overtime will be compensated at 1 and ½ times the regular rate of pay or in the form of compensatory time off at time and one half, provided that the work is of an unusual, unscheduled, or emergency nature and is approved by the City Manager.

 SECTION 4 - HOLIDAYS

A.
The following days and other such days as the City Council may designate are holidays with pay for all City employees:


New Years Day - January 1st

Martin Luther King Jr.'s Birthday - January (observed day, third Monday)

Good Friday - March or April (Friday before Easter)


Memorial Day - May (observed day, fourth or fifth Monday)

Independence Day - July 4th

Labor Day - September (first Monday)

Thanksgiving Day - November (fourth Thursday)

Day after Thanksgiving - November (fourth Friday)

Christmas Eve - December 24th

Christmas Day - December 25th

B.
Whenever a holiday falls on a Saturday, the preceding workday shall be observed as a holiday.  When a holiday falls on Sunday, the following workday shall be observed as a holiday.

C.
An employee who is not on approved leave and fails to report on a scheduled workday before or after a holiday shall not be paid for the holiday.

D.
Holidays which occur during annual or sick leave shall not be charged against annual or sick leave.  Permanent and orientation employees shall be paid at the overtime rate.  The net effect will be a paid holiday, plus pay for overtime worked at the rate of time and one half.

SECTION 5 - ANNUAL LEAVE
A.
Annual leave is vacation leave granted to each eligible employee for rest and relaxation, for medical appointments when sick leave is exhausted, and for unexcused absences as determined by the Department Head.  Every full-time, permanent employee who has been employed at least six (6) months of service.  Part-time and temporary employees are not authorized annual leave with pay.

B.
Annual leave shall be accrued on the following basis:

1.
Employees with one to ten (10) years of service shall earn annual leave at a rate of ten (10) days (two workweeks) per year.  Firefighting personnel shall earn annual leave at a rate of 4.66 days (two work weeks) a year.

2.
Employees with ten (10) or more years of service shall earn annual leave at a rate of fifteen (15) days (three workweeks) per year.  Firefighting personnel shall earn annual leave at a rate of seven (7) days (three workweeks) per year.

C.
Accrued annual leave shall be credited at the end of the pay period in which it is earned.  Permanent employees may take such leave at any time after accrual subject to the approval of the Department Head.  Annual leave cannot be taken before it is accrued.  Leave is cumulative to a maximum of twenty (20) days for employees with less than ten (10) years of service and twenty-five (25) days for employees with ten (10) or more years of service.

D.
Requests for annual leave on the part of City employees shall be submitted to the appropriate Department Head.  Employees are encouraged to submit annual leave requests at least one (1) calendar month in advance.  Department Heads shall schedule annual leave with the following priorities in mind:


(1)
The operating requirements of the department;

(2)
Seniority of employees; and

(3)
Employee desires.

E.
The City will substitute pay for annual leave only when an employee is separated from employment.  An employee shall be paid for all unused annual leave provided the employee has satisfactorily completed six (6) months of service, has given a two (2) week written notice, and has returned all City property previously issued.  Payment for unused annual leave must be approved by the Department Head and City Manager.  In no case shall an employee with less than ten (10) years of service receive more than twenty (20) days reimbursement for annual leave.  Employees with over ten (10) years of service may be reimbursed for no more than twenty-five (25) days.

F.
Annual leave may be taken for periods of not less than one half working day and not more than fifteen (15) workings days.  Employees on annual leave are subject to recall to duty in cases of emergency.  Annual leave may be taken in increments of not less than one hour to take family members to doctor or dental appointments.

G.
The estate of an employee who dies while in the employ of the City shall be entitled to payment for all the accumulated annual leave credited to the employee's account.
SECTION 6 - SICK LEAVE

A.
Sick leave with pay is a privilege granted by the City for the benefit of eligible employees when sick.  It shall be granted to permanent employees absent from work for any of the following reasons:  sickness, bodily injury, necessary physical or dental examinations or treatment, pregnancy, or exposure to a serious contagious disease when continuing work which might jeopardize the health of others.  Six (6) days sick leave may be taken each calendar year to attend to an illness of immediate family members including father, mother, wife, husband, or child.  Employees are expected not to abuse this privilege.  Claiming sick leave without good cause shall be grounds for disciplinary action.

B.
Full-time, permanent employees shall earn sick leave at a rate of twelve (12) days per year.  Firefighting personnel shall earn sick leave at a rate of 134 hours per year.  Orientation employees shall accrue but shall not be eligible to take sick leave until they have satisfactorily completed six (6) months of service. Part-time and temporary employees are not authorized sick leave with pay.

C.
Unused sick leave may be carried into the next calendar year on an unlimited basis.  Unused sick leave is non-reimbursable at the time of separation from City employment.  However, accrued sick leave will be added to length of service upon retirement.  Employees will receive one month of credited service for every twenty (20) days of sick leave accrued.

D.
Sick leave shall be granted to an employee in any amount of one (1) hour or more, but it is subject to the approval of the employee's Supervisor.  Sick leave cannot be taken before it is accrued.

E.
Sick leave requests should be submitted to the employee's Supervisor prior to the employee's scheduled work time.  If this is not possible, the employee shall see that his absence is reported within thirty (30) minutes after his scheduled work time.  Failure to do so may be cause for denial of sick leave with pay for that day and for each subsequent day that prior notification is not given.

F.
A medical certificate signed by a licensed physician may be required by a Department Head to substantiate leave requests for sick leave for the following reasons:


1.
Any period of absence consisting of three (3) or more consecutive days.

2.
A request of sick leave for the day before or after a holiday or vacation day.


3.
Sick leave of any duration if absence from duty re-occurs frequently.

 

SECTION 7 - INJURY LEAVE 

A.    An employee who suffers a job-related injury shall be granted on-the-job injury leave.

The length of this leave shall be determined in the following manner:

1.    All employees shall be granted Workers Compensation leave for a period of seven (7) 

calendar days during which time the employee shall continue regular City benefits.  

2.   An employee who is unable to return to work after this seven (7) calendar day period may 

be granted injury leave.  During this time he/she may use sick and annual leave to extend 

his/her injury leave time. Leave time will not accrue during this time period.

B.    If an employee is unable to return to work after injury leave, the employee shall be laid-

off or placed on an unpaid leave of absence for a period not to exceed six months. The City 

will continue to pay the premiums on his or her health insurance for a period of twelve 

weeks after all leave has been exhausted.  This time will be counted as Family Medical 

Leave. 

Disabled employees who have been laid-off may be re-employed provided the employee 

presents to the Human Resources Director a medical statement certifying that he or she is 

physically and mentally capable of performing the duties of the position with full efficiency.  

Upon an employee's return from unpaid leave, every effort will be made to reinstate the 

employee at his former position, pay, grade, and benefit scale.  If such a position is 

unavailable, the employee will be offered a comparable position or placed on the City's 

preferred re-employment list, and due consideration will be given to that employee in the 

event of a subsequent opening.  

Upon reinstatement, the employee's salary will be computed on the basis of the last salary 

earned plus any anniversary or other salary increases to which the employee would have 

been entitled.

 

SECTION 8 - WORKERS COMPENSATION 

All City employees are covered under Georgia's Workers Compensation Act.  If an employee suffers a job-related injury, that injury must be reported to his Supervisor and the Safety Compliance Director immediately.  An employee absent because of sickness, injury, or disability covered under the Workers Compensation Law shall receive from the City full payment of salary equal to (7) seven calendar days.  On the eighth day, the employee shall be eligible for workers compensation benefits as stipulated under Georgia's Workers Compensation law, and will be placed on injury leave and will be allowed to supplement the Workers Compensation check by using sick or annual leave.  The Workers Compensation check is 2/3 of employee’s regular salary with a maximum of $500 weekly.  Sick and annual leave is used to make up the difference between the workers compensation check and employee’s regular salary.  After all sick and annual leave has been exhausted, the employee will only receive the Workers Compensation check while out on injury leave. Upon an employee's return from unpaid leave, every effort will be made to reinstate the employee at his former position, pay, grade, and benefit scale.  If such a position is unavailable, the employee will be offered a comparable position or placed on the City's preferred re-employment list, and due consideration will be given to that employee in the event of a subsequent opening. 

 SECTION 9 - FUNERAL LEAVE
 Funeral leave of up to three (3) working days shall be granted, with pay, for employees in the event of death in the immediate family.  For the purposes of definition, immediate family applies to father, mother, sister, brother, wife, husband, son, daughter, or respective in-laws.

 SECTION 10 - MILITARY LEAVE
A.
Any permanent employee who leaves the service of the City to join the military forces of the United States during time of war or other national emergency, or is inducted by selective service, may upon written request prior to his induction into the military, be placed on an unpaid leave of absence which will extend ninety (90) days after he is discharged from military service.  Such an employee shall be entitled to be restored to the position which he vacated, provided he makes application within ninety (90) days of the date he is discharged and is physically and mentally capable of performing the work of the position.  If such a position is unavailable, an effort will be made to find the employee a comparable position with the City, and due consideration will be given that employee in the event of a subsequent opening.

B.
An employee who is a member of the National Guard, Naval Militia, Air National Guard or Reserve component of any armed force who is ORDERED to engage in field training shall be granted military leave with pay for a period not to exceed eighteen (18) calendar days in one calendar year and not to exceed eighteen (18) calendar days in one fiscal year (Oct. 1 - Sept. 31).  An employee must present ORDERS when requesting military leave pay.  In the event the Governor declares an emergency, a new emergency provision extends the length of the military leave to thirty (30) days in one year, not to exceed 30 consecutive days.  All other military leave is unpaid.  An employee may elect to take annual leave instead of time off without pay for unpaid military leave.  Time during which an employee is on ordered military duty shall not constitute an interruption of continuous employment.  No employee shall be subjected directly to any loss or diminution of time, service, increment, vacation, holiday privileges, or any other right or privilege by reason of such absence or be prejudiced with reference to continuance in employment, reemployment, reinstatement, transfer, or promotion by reason of such absence.

 SECTION 11 - CIVIL LEAVE
 An employee shall be given time off with pay when subpoenaed for jury duty, or required to be a witness in a legal proceeding.  Annual leave or time off without pay will be given when subpoenaed for personal reasons.  Such call to duty shall be reported in advance to the individual's Department Head.  A copy of the subpoena or summons shall be submitted with the leave request form.

  SECTION 12 - LEAVE WITHOUT PAY
 A.
The City Manager, with the recommendation of the Department Head, may under unusual cases of extended illness, accident, or extreme personal hardship or emergency, grant a permanent employee leave of absence without pay after exhausting all accrued sick and/or annual leave.  Leave of absence of this type may not exceed six (6) months.  Leave without pay will be granted only when it will not adversely affect the delivery of City services and the operation of the department concerned.  It shall not be granted for political purposes or to allow an employee to run for elective office.

B.
Any request for leave without pay must be initiated by a Request for Leave of Absence Form.

C.
No accrual of City benefits or privileges is allowed for an employee who is on leave without pay.  Employees who wish to continue insurance coverage must contact the Human Resources Department to arrange for making cash payments directly to that office.

D.
Upon an employee's return from leave without pay, every effort will be made to reinstate the employee at his former position, pay, grade, and benefit scale.  If such a position is unavailable, the employee will be offered a comparable position or placed on the City's preferred re-employment list, and due consideration will be given that employee in the event of a subsequent opening.
SECTION 13 - MATERNITY LEAVE
A.
Maternity leave is a period of approved absence for temporary disability related to pregnancy.  Maternity leave may be charged to sick leave or any combination of sick leave, annual leave, and leave without pay.

B.
An employee may continue to work as long as the conditions of the pregnancy do not adversely impair her work performance or health.  The Department Head shall determine the day maternity leave begins.  The decision shall take into consideration the written medical opinion of the employee's physician, the nature of the job regarding physical stress, and the employee's ability to perform normal job duties with full efficiency.

C.
Upon returning to work following maternity leave, the employee must present to the Department Head a medical statement from a certified physician stating that she is physically and mentally able to perform the normal duties of the position with full efficiency.

 
SECTION 14 - FAMILY AND MEDICAL LEAVE ACT OF 1993
In accordance with the Family and Medical Leave Act of 1993, the City of Dublin will provide up to twelve (12) weeks of unpaid, job protected leave to eligible full-time employees for certain family and medical reasons.  Employees are eligible if they are a full-time permanent employee as described in Chapter 4, Section 10 and have worked for the City of Dublin for a period of at least twelve months and worked for at least 1,250 hours during the 12 month period immediately preceding the commencement of the leave.

Basic Leave Entitlement

Up to 12 weeks of unpaid, job-protected leave will be provided to eligible employees for the following reasons:

· For incapacity due to pregnancy, prenatal medical care or child birth:

· To care for the employee’s child after birth, or placement for adoption or foster care;

· To care for the employee’s spouse, son or daughter, or parent, who has a serious health condition; or

· For a serious health condition that makes the employee unable to perform the employee’s job.

Military Family Leave Entitlement
Eligible employees with a spouse, son, daughter, or parent on active duty or call to active duty status in the National Guard or Reserves in support of a contingency operation may use their 12-week leave entitlement to address certain qualifying exigencies.  Qualifying exigencies may include attending certain military events, arranging for alternative childcare, addressing certain financial and legal arrangements, attending certain counseling sessions, and attending post-deployment reintegration briefings.

FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 weeks of leave to care for a covered service member during a single 12-month period.  A covered service member is a current member of the Armed Forces, including a member of the National Guard or Reserves, who has a serious injury or illness incurred in the line of duty on active duty that may render the service member medically unfit to perform his or her duties for which the service member is undergoing medical treatment, recuperation, or therapy; or is in outpatient status; or is on the temporary disability retired list.
B.
Employees must provide advance leave notice and medical certification.  The request for leave may be denied if the following requirements are not met:  

           1.  The employee must provide thirty (30) days advance notice when leave is foreseeable.  When 30 days notice is not possible, the employee must provide notice as soon as practicable and generally must comply with the employer’s normal call-in procedures.
2.   Employees must provide sufficient information for the employer to determine if the leave may qualify for FMLA protection and the anticipated timing and duration of the leave.  Sufficient information may include that the employee is unable to perform job functions, the family member is unable to perform daily activities, the need for hospitalization or continuing treatment by a health care provider, or circumstances supporting the need for military family leave.  Employees also must inform the employer if the requested leave is for a reason for which FMLA leave was previously taken or certified.  Employees also may be required to provide a certification and periodic recertification supporting the need for leave
 

CHAPTER 13

EMPLOYEE BENEFITS

 SECTION 1 - INSURANCE BENEFITS
 A.
The City of Dublin provides all of its full-time employees with major medical, hospital, and dental insurance at no cost to the employee.  If the employee so chooses, he may pay the additional premium costs and receive dependent coverage.

B.
In addition, the City provides limited life insurance coverage to all full-time employees and their family members.  Supervisory personnel are provided with a $38,000 policy, while non-supervisory personnel are furnished with a $28,000 policy.  City-paid policies in the amounts of $3,000 and $2,000 are provided for each spouse and dependent, respectively.

C.
The City of Dublin may make other group insurance plans available for its employees upon authorization of the Mayor and Council.

 

SECTION 2 - OLD AGE AND SURVIVOR'S INSURANCE
The City of Dublin, to the extent of its lawful authority and power, has extended Social Security benefits for its eligible employees and groups and classes of such employees.

 SECTION 3 - RETIREMENT BENEFITS
The City of Dublin has adopted a retirement plan administered by the Joint Municipal Employees Benefit System (JMEBS).  The plan is designed to pay you a monthly pension for as long as you live after you retire.  Normal retirement age is 62, but provisions are also made for early retirement at age 55.  City employees who are participating in the plan have graduated vesting benefits as follows:  after seven (7) years of credited service a participant shall be entitled to a vested right in twenty-five (25%) of his accrued retirement benefits; after eight (8) years, in fifty (50%); after nine (9) years, in seventy-five percent (75%); and after ten (10) or more years of Total Credited Service, in one hundred percent (100%) of his/her accrued retirement benefits.  The amount of your pension depends on a number of variables including:  age at retirement, credited service, and your average earnings in the last five consecutive years of employment.    

SECTION 4 - PERSONAL INVESTMENT PLANS
A.
The City sponsors two personal investment programs which are payroll deductible.  The first is an innovative tax sheltered savings plan called the City of Dublin Deferred Compensation Plan that enables City employees to save money for the future while reducing taxes today.  Participants in the Plan can contribute as little as $10.00 a month and as much as 25% of their income to a maximum of $11,000 in 2002 and increasing annually thereafter. The plan provides City employees the unique opportunity to defer a portion of their current salary to a future date, while paying no taxes on either their contributions or interest earnings.

B.
The second investment option offered City employees is membership in the Georgia Federal Employee's Credit Union.  The Credit Union provides employees with a savings program which is less structured than the Deferred Compensation Plan.  Low interest loans can also be drawn on the employee's account.

SECTION 5 - WORKERS' COMPENSATION BENEFITS
Employees of the City of Dublin are covered by the Georgia Workmen's Compensation Act.  If an employee suffers a job-related injury, Workmen’s Compensation payments will be provided to cover any medical expenses, loss of income, or permanent disability resulting from the injury.

 

CHAPTER 14

PERSONNEL RECORDS AND REPORTS

 SECTION 1 - PERSONNEL RECORDS MAINTENANCE
Such personnel records as are necessary for the proper administration of the personnel system will be maintained by the City of Dublin.  The City shall maintain in personnel records only information that is relevant to accomplishing personnel administration purposes.  At a minimum the following information on each employee shall be maintained:


1.
name;

2.
age;

3.
date of birth;

4.
race and sex characteristics;

5.
date of original employment or appointment;

6.
current position title;

7.
current salary;

8.
date and amount of last change in salary;

9.
date of most recent promotion, demotion, transfer, suspension, separation, or other change in position classification.

 SECTION 2 - ACCESS TO PERSONNEL RECORDS
Each person may have access to his own records as listed in Section 1 of this Chapter for the purpose of inspection, examination, and copying during the regular business hours, subject only to such rules and regulations for the safekeeping of public records as the City may adopt.  Access to such information shall be governed by the following provisions:

1.
All disclosures of records shall be accounted for by keeping a written record (except for authorized persons processing personnel actions) of the following information:  name of employee, information disclosed, date information was requested, name and address of the person to whom the disclosure is made, and purpose for which information is requested.  This information must be retained for a period of two years.

 2.
Any person denied access to his record shall have a right to compel compliance with these provisions by application to a court for writ of mandamus or other appropriate relief.

 SECTION 3 -DOCUMENTS SUBJECT TO PUBLIC INSPECTION
1.
The following information about employees and former employees is available for public inspection at reasonable times and in accordance with such procedures as the Personnel Director may prescribe: the Employee’s name, job classification title and salary range.

2.
The following documents will not be open to public inspection, except as set forth below: Investigative reports dealing with pending investigations or prosecutions of City employees which may be withheld so long as an investigation is ongoing.  However, once an investigating agency has completed its investigation its reports shall be considered open to public disclosure.

3.
The following documents shall not be disclosed without a valid subpoena or court order:

a.
Confidential evaluations submitted to the City, which are prepared in connection with the appointment or hiring of a public officer or employee;

b.
Examinations prepared by the Personnel Department, or any other department, in connection with the appointment or hiring of an officer or employee of the City.


c.
Material obtained in investigations related to the suspension, firing, or investigation of complaints against City officials or employees, until ten (10) days after such material has been presented to the City Manager and/or the Mayor and Council, or after the investigation is otherwise concluded or terminated.



d.
Records identifying persons applying for or under consideration for employment or City Manager and/or Department Head except that at least fourteen (14) calendar days prior to the meeting at which final action is to be taken on the position, the City will release all documents in its possession with respect to as many as three persons under consideration for the position, whom the City has determined are best qualified for the position, and from whom the City may allow any such person under consideration to decline being considered further for consideration rather than have the documents released.  In such event, the City will release the documents of the next most qualified person under consideration who does not decline the position.

4.
Further, any City Council Member shall not be able to access any confidential information and personnel file without specific approval of the City Manager.  Pursuant to the City Charter, Section 4.13 Mayor and Council is not to interfere with administration.  

 
Except for the purpose of inquiry and investigation, the Mayor and Council shall not deal with City employees who are subject to appointment and removal by the City Manager and shall not give orders or directions to any such employee, either publicly or privately, directly or indirectly.

5.
A Department Head having supervisory authority over an employee may examine all material in that employee’s personnel file.

6.
An official of an agency of the State or Federal government, or any political subdivision of the State, may inspect any portion of a personnel file when such information is deemed by the City Manager to be necessary and essential to the pursuance of a proper function of the inspecting agency.

7.
Each individual requesting access to confidential information will be required to submit satisfactory proof of identity.

SECTION 4 - APPEAL RIGHTS
An employee who objects to material in his file may seek the removal of such material in accordance with established grievance procedure.

 

 

CHAPTER 15

SAFETY

 SECTION 1 - RESPONSIBILITY FOR SAFETY
A.
The City of Dublin has a sincere concern for the safety and welfare of its employees and the public it serves.  The City has an obligation as an employer, to provide safe working conditions for employees for the public that uses its services.

B.
Accidents injure people, damage machinery and equipment, and cause needless suffering, inconvenience, and expense.  The City administration believes that most accidents can be prevented.  In accordance with this conviction, the City has established a Safety Program to eliminate the conditions and practices that may cause occupational injury and illness in the delivery of City services.

SECTION 2 - SAFETY PROGRAM
A.
The City's Safety Program is organized in a committee system, with a Safety Committee responsible for accident prevention.  While it is the responsibility of the Safety Committee to guide and coordinate the overall program, Department Heads have the basic responsibility to incorporate safety principles in the daily operation of their departments.  Department Heads are directed to make safety a matter of continuing concern, equal in importance to all other operational considerations.

B.
Employees are charged with the responsibility of or cooperation with, and support of, safety program objectives.  They are expected, as a condition of employment, to adopt the policy that the safe way of performing a task is the most efficient and the only acceptable way of performing it.  Under the City's Safety Program, employees will be rewarded for their role in reducing accidents and promoting safe working conditions.  The types and frequency of awards vary.

SECTION 3 - REPORTING OF ACCIDENTS
Employees shall immediately report all on-the-job accidents or injuries to their supervisors and the Human Resources Department.  Accident reports must be filed with the Human Resources Department no later than twenty-four (24) hours from the time of the accident.  Delays in filing the report may complicate the receipt of medical benefits offered under Workmens' Compensation.  Employees who fail to report an on-the-job accident will be disciplined in accordance with Group I Rules and Regulations of the City's Code of Conduct.

SECTION 4 - SELECTION OF PHYSICIAN
In the event an employee is injured on the job and is in need of medical attention, that employee must seek treatment from a physician listed on the City's "Approved Physician List" which is posted in each department.  The Georgia Workmens' Compensation Law stipulates that an employee may change from one member of the list to another doctor on the list at the expense of the City.  However, medical claims may not be compensable under Workers' Compensation if an employee seeks treatment from a physician not approved by the City.  Such claims may be repaid at the employee's expense.

 

CHAPTER 16

TRAINING AND DEVELOPMENT

 SECTION 1 - TRAINING
 It is the policy of the City of Dublin to provide for the necessary training of its employees on a planned and continuous basis.  While the Human Resources Director, under the supervision of the City Manager, shall be responsible for developing and promoting in-service training, every employee with supervisory responsibility shall be obligated to do the following:

-
Determine the individual and collective training needs of employees under his supervision;

 -
Stimulate and encourage each employee to work toward greater job effectiveness through self-education, self improvement, and self-training;

-
Arrange, in normal program planning, to meet those necessary employee training needs that cannot be reasonably met through self-education, self-improvement, and self-training alone;

-
Actively support those in-service and "outside" training programs that will contribute to the more effective utilization of the City's manpower and resources;

-
Provide each employee with adequate information on the objectives, policies, and programs of the City, his department, and his organizational division so that he will be guided by a clearer understanding of the objectives of the City, the department, and division in which he is employed; 

-         Identify and participate in the development of those employees who show the greatest potential for positions of supervisory and managerial responsibility.

 SECTION 2 - REIMBURSEMENT FOR TRAINING EXPENSES
 An employee who enters a job related training program with the prior approval of his Department Head and the City Manager may be reimbursed for such expenses.  An expense advance may be issued if recommended by the Department Head and approved by the City Manager.  No reimbursement will be provided without proper receipts. 
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