NORTHWEST ARCTIC BOROUGH ASSEMBLY
ORDINANCE 13-10

AN ORDINANCE OF THE NORTHWEST ARCTIC BOROUGH
ASSEMBLY AMENDING THE BOROUGH PERSONNEL CODE AND FOR
RELATED PURPOSES.

WHEREAS: Title 3 of the Borough Code establishes guidelines for the
personnel; and

WHEREAS: the Assembly has determined that it is in the Borough’s best
interest to update its personnel code.

NOW THEREFORE BE IT ENACTED BY THE NORTHWEST
ARCTIC BOROUGH ASSEMBLY:

Section 1: Title 3 of the Borough Code is amended as follows with additions
indicated by underlining in blue deletions by strikethrough-n-red, and renumbers by

Chapter 3.04 Personnel System Generally

3.04.010 Personnel system.
H-is-the-purpeseoithis-title-te-establish-a-systenr-of-personnel-administration-thatis
based-on-the-merit prineiple (AS-29.20.410)-The personnel system shall have the

following objectives:

A. Recruitment and retention of the best personnel obtainable for the borough
service;

B. Defining the terms for continued borough employment, subject to requirements
for the work to be performed, availability of funds, and continued acceptable work
performance and personal conduct of the employee;

C. To provide definite duty assignments;

D. To provide training, supervision and administrative direction;

E. To promote opportunities in the borough service. (Ord. 13-10. 2013; Ord. 91-04
§ 2, 1991; Code 1986 § 3.04.010)
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3.04.020 Applicability.

Unless specifically excluded under NABC 3-42.620.3,12.010, the borough personnel
system shall apply to all employees of the borough. All employees funded by grants
or other outside sources shall be covered by the borough personnel system except
where the grant or other funding mechanism requires otherwise. In such cases, when
accepted by the assembly, the requirements of the outside funding source shall
supersede the borough personnel system requirements. (Ord. 13-10, 2013; Ord. 09-07
§ 1,2010; Ord. 91-04 § 2, 1991; Code 1986 § 3.04.020)

3.04.030 Personnel officer.

The mayor shall be the personnel officer-although-he. The mayor may delegate
certain of thesepersonnel duties #-his-diseretion-to a department head or other official

2013; Ord. 91-04 § 2, 1991; Code 1986 § 3.04.030)

3.04.040 Duties of personnel officer.

personnel officer shall, subject to the mayor's direction:

A. Promulgate and adopt rules and regulations; such rules and regulations and
deletions, changes, or additions shall be effective when approved by the assembly;

B. Provide for a committee of persons to undertake an annual review of the
personnel system;

C. Appoint, remove, suspend and discipline all employees of the borough subject to
the policies set forth in this title and subject to state, federal and borough law;

D. Act as the appointing authority for all borough employees;
E. Perform such other duties and exercise such other powers and personnel

administration as may be prescribed by law and this title. (Ord. 13-10, 2013; Ord. 91-
04 § 2, 1991; Code 1986 § 3.04.040)

3.04.050 Personnel records.

A. Records of the work history of employees shall be maintained. Such records may

include the employee's original applications, repert-efmedical-examination;reports of
the results of other employment, investigations and tests, annual reports of
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performance, reports of progress and disciplinary actions affecting the employee, and
such other records as may be significant in the employee's service to the borough.

B. _Any medical records shall be collected and maintained in separate files.

C.__The personnel officer shall prescribe such forms and records for departmental use
as may be necessary. (Ord. 13-10, 2013; Ord. 91-04 § 2, 1991; Code 1986 § 3.04.050)

3.04.060 Access and confidentiality of personnel records.

A. Personnel records of elassified servieeborough employees are confidential and
are not open to public inspection, except as provided in this section.

B. The following information is available for public inspection, subject to
reasonable regulation on the time and manner of inspection:

1. Names and positions of all borough employees;
2. Prior positions held with the borough by the employee;

3. 6&5&&&&9&%&9{1‘1_&6 r an employee is classified, exempt, or partially
exempt

4. Dates of appointment and separation from borough services;

5. Compensation authorized.

the-emplovee sper-onneltecordsncomphance-with-apatieable-law=Information
obtained regarding the ical condition or history of an applicant or an employe
fidential and shall not be disclosed, reviewed, or used except as

permitted by law. (Ord. 13-10, 2013: Ord. 00-09 § 1, 2000; Ord. 91-04 § 2, 1991;
Code 1986 § 3.04.060)
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ommlﬁeg shgll ngt L&n emplo of 1h§ S pers nnel [

may participate in the presentatio ¢ bor h'% sii natt -disciplin
heari rd. 13- 13; Ord. 91-04 § 2, 1991; Code 1986 § 3.24.120)
Chapter 3.08 Hiring Policies

3.08.010 Merit system.

Hiring, promotion, demotion and other personnel actions affecting employees in the
classified service shall be made solely on the basis of merit-prineiple. (Ord. 13-10
2013: Ord. 91-04 § 2, 1991; Code 1986 § 3.08.010)

3.08.020 Promotion.

When well qualified individuals are available, appointments to fill vacancies shall be
made from within the borough services. (Ord. 91-04 § 2, 1991; Code 1986 §
3.08.020)

3.08.030 No discrimination.
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me nLg_scLmemqnmlhe

(Ord, 13-10, 2013 Ord. 09-07 § 1,2010: Ord. 00- 09§ 1, 2000; Ord. 91-04 § 2, 1991;
Code 1986 § 3.08.030)

3.08.040 Tests.

Subject to the provisions of this chapter, before appointment to a position, each
applicant shall take such tests and examinations of hisl;hgj,r qualifications as the

2013: Ord. 09-07 § 1, 2010; Ord. 91-04 § 2 1991; Code 1986 § 3.08. 040)

Ord. 13-10 Title 3 Personnel Code Page 5 0f 48




3.08.050 Minimum age.

Minimum age for borough employment shall be in accordance with state law. (Ord.
91-04 § 2, 1991; Code 1986 § 3.08.050)

3.08.060 United States citizen.

a U S. c1tlzen qure—e&eh—q&&hﬂe&&eﬂ Mequweébewasee{; ﬁpec#wto comply with
a state or federal law—orregilationor-becruse-the postiion-to be {illed-is a-poitev
making-or-exeeutingposition—Ord-—requirement, or where the personnel officer
determines that it is in the borough's best interest. (Ord. 13-10, 2013; Ord. 91-04 § 2,

1991; Code 1986 § 3.08.060)

3.08.070 Borough residents.

Other qualifications being equal, preference in employment or promotion shall be
given to residents of the borough. (Ord. 91-04 § 2, 1991; Code 1986 § 3.08.070)

3.08.080 Veterans preference for appointment and employment.

A. Inevery department and upon all public works of the borough, veterans shall be
preferred for appointment and employment. A person claiming such preference shall
be required to show proof of such entitlement.

B. Veteran shall include the following:

1. Those persons who have served 181 days or more active service in the armed
forces of the United States who have been honorably discharged;

2. Those persons who have served six years in the Alaska Territorial Guard or the
Alaska National Guard and have received an honorable discharge; or

3. Those persons who are presently serving in the Alaska National Guard and have
been credited with two years of service. (Ord. 91-04 § 2, 1991; Code 1986 § 3.08.080)

3.08.090 Inupiaq fluency.
The first language of a majority of residents of the borough is Inupiaq. In order to

facilitate communications with its citizens, the borough shall give preference in

employment to persons who have such language fluency and may require such
language fluency in selected positions. (Ord. 91-04 § 2, 1991; Code 1986 § 3.08.090)
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3.08.100 Nepotism.

A. Except as provided in this section no persons may be employed in a classified,
exempt or partially exempt position supervised by a family member. If an employee is
supervised by a family member in the same borough department, they shall elect
which employee may continue with the department and which employee shall
terminate employment or transfer to another department.

B. Except as provided in this section, no person may be employed in a classified,
exempt, or partially exempt position if a family member holds a seat on the borough
assembly. However, this limitation shall not apply to any such person who is
employed by the borough prior to the election or appointment of a family member to
the assembly.

C. "Family member" as used in this section means a supervisor or assembly member
tribal adoptive relationship to the employee and also includes a super;/isor or
assembly member who is a brother-in-law, sister-in-law, aunt, uncle, niece, or nephew
of the employee.

D. Any of these restrictions may be waived upon review of the personnel officer and
approval of the assembly. (Ord. 13-10, 2013; Ord. 99-09 § 1, 2000; Ord. 91-04 § 2,
1991; Code 1986 § 3.08.100)

3.08.110 Job description.

For each position of borough employment, a job description shall be prepared. Such
description shall include a description of the duties to be performed, the qualifications
required, the initial rate and pay range for the position, and whether ithe position is in
the classified, exempt or partially exempt service. (Ord. 13-10, 2013; Ord. 91-04 § 2,
1991; Code 1986 § 3.08.110)

3.08.120 Application for employment.

Each applicant for employment shall complete a written or electronic application
which shall be kept on file for a period not to exceed one year. (Ord. 13-10, 2013;
Ord. 91-04 § 2, 1991; Code 1986 § 3.08.120)

Chapter 3.12 Conditions of Borough Employment

3.12.010-Definitions:
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i —thetederal-soverniment:

3_' itic -
a—A-munieipatity;
b A schoel distriet: and

mupietpal tavs (0rd94-04-4 24312290 1994

312020 Classification of positions.
There shall be the following three categories of borough service:

A. Classified Service. The classified service consists of all positions in the borough
service not included in the exempt service or in the partially exempt service.

B. Exempt Service. Unless otherwise provided by law, the following positions in the
borough service constitute the exempt service and are exempt from the provisions of
this title and the rules adopted under it:

1. Persons elected to public office by popular vote or appointed to fill vacancies in
elected offices;

2. Persons employed in a professional capacity to make a temporary and special
inquiry, study or examination as authorized by the mayor, the assembly, or lawfully
constituted commissions or boards; and

3. Members of boards, commissions or authorities except as otherwise provided by
law.

C. Partially Exempt Service. Positions in the partially exempt service are subject to
the provisions of this chapter in all respects, except that persons holding positions in
the partially exempt service are not required to take an examination or to qualify for
or earn a place on a register, and are not eligible for a hearing in case of dismissal,
demotion or suspension. Partially exempt employees serve at the pleasure of the
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mayor who may suspend or discharge such employees in histhe mavor's sole
following posmons_ in the borough service constitute the partially exempt service:
1. Department directors and deputy directors;

2. Special assistants and all other personal staff positions in the mayor's office;

3. The borough clerk.

D. All positions may be full- or part-time. (Ord. 13-10, 2013; Ord. 91-04 § 2
(3.12.010), 1991)

3.12.0303,12.020 Extension of partially exempt and classified services.

A. The personnel officer, upon written approval by the borough assembly, may
extend the partially exempt service to include any position in the classified service
which, in the judgment of the personnel officer:

1. Involves principal responsibility for the determination of policy;
2. Involves principal responsibility for the way in which policies are carried out; or

3. Involves responsibilities and duties of a type not susceptible to the ordinary
recruiting and examining procedures.

B. Positions may not be included in the partially exempt service under this section if
the inclusion is inconsistent with federal requirements for local government agencies
supported in whole or in part by federal funds.

C. The personnel officer, upon written approval of the assembly, may extend the
classified service to include any position in the partially exempt service. (Ord. 13-10,
2013; Ord. 91-04 § 2 (3.12.015), 1991)

3.12.0403.12.030 Temporary and part-time positions.

A A temporary employee is an employee hired as an interim replacement, or for
temporary work ona predetermmed work schedule %H&ema{ewe—hﬁed—owm
MW&%M&G&H&%&MMW@%WW
3-12.026A temporary emplovee may not be retained in temporary employment status
for longer than six consecutive months, at which time the employee shall be made
permanent or terminated.
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B. A part-time employee is a permanent employee who regularly works at least 15

hours per week, but less than 37.5 hours per week. (Ord. 13-10, 2013; Ord. 91-04 § 2
(3.12.015), 1991)

3.12.05063.12.040 Probationary period.

A. A probationary period only applies to an employee appointed to a permanent
position, whether by original appointment or promotion.

B. The probationary period shall be for a period of three consecutive months from
the date of appointment to the position.

C. During the probationary period, an employee may be separated from the service,
demoted, suspended or returned to the position from which kethe emplovee was
promoted or an equivalent one, all without cause, at the discretion of the appointing
authority.

D. Fifteen calendar days prior to the expiration of an employee's probationary
period, the department head shall notify the personnel officer in writing as to whether
the services of the probationary employee should be retained. If the probationary
employee is to be retained, the employee shall be given permanent status beginning
the day after the end of the probationary period. (Ord, 13-10, 2013: Ord. 91-04 § 2,
1991; Code 1986 § 3.12.030)

3.12.0603.12.050 Regular workday and workweek.

A. The regular workday shall consist of seven and one-half hours per day, except as
provided for under subsection (C) of this section.

B. The regular workweek shall consist of five regular workdays, 37 1/2 hours.

C. Upon approval of the personnel officer, based upon the needs of the borough,
individual employees may be permitted to work flex time of 9 1/4 hours, four days per
week. Benefits shall accrue pro rata. (Ord. 13-10, 2013; Ord. 96-07 § 1, 1996; Ord.

91-04 § 2, 1991; Code 1986 § 3.12.040)
3.12.060 Compensation.

A, Classified Service. The assembly shall, from time to time, adopt by resolution or
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range as if that position were co redb t,mg gecj;lon r he ssembly ma

recommendatios ndati tion of oﬁ the _the mayor, ass! i
positions.

Qz;ug;,jhall_bms_&ci fi shall fr
time adopt, either through the ggpﬂ____[vgg”_g_‘nﬁ_r_l ___g,l_bgt_‘g_l__;gh ogerat;ng budget or by
resolution, rates of pav and benefi r exempt emplovees. (Ord. 13-1
Ord. 91-04 § 2 (3.20.020), 1991
3.12.080-3,12.070 Overtime.

A. Work performed in excess of regular work hours, 37.5 46 hours per week, shall
be credited at the rate of one and one-half hours for each hour of overtime.

B. Employees who work overtime shall be given compensatory time off. All such
compensatory time earned shall be taken once each calendar quarter.

parti ai I e fi
gggeg_l 1g e§g6§§ gi ;Qg Qggg;g ggg ggg (QKLJ&.JKO, 2013; Ord. 91-04 §2,1991;

Code 1986 § 3.12.060,-3.12.050)

3.12:0903.12,080 Pay days.

All employees will be paid every other Friday. (Ord. 13-10, 2013; Ord. 91-04 § 2,
1991; Code 1986 § 3.12.070)
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3:12.1003.12.090 Payroll deductions.

All deductions required by law will be withheld from each employee's paycheck.
Other deductions may be provided for on a voluntary basis and such deductions must
be authorized in writing, two weeks in advance. Discontinuance of deductions must
be in writing, two weeks in advance. (Ord. 13-10, 2013; Ord. 91-04 § 2, 1991; Code
1986 § 3.12.080)

3:42:1303.12.100 Other employment.

A. An employee who engages in any employment outside the normally scheduled
hours of duty shall notify, in writing, the department head of the nature and extent of
that outside employment. Such outside employment activity shall not be incompatible
with employment by the borough or adversely affect the performance of borough
duties.
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B. Employees who perform services seven days a week, 24 hours a day, must have
prior written approval from his/her department head prior to accepting such
employment. (Ord. 13-10, 2013; Ord. 91-04 § 2, 1991; Code 1986 § 3.12.110)

3:42-1403.12,110 Training.

A. Each department head shall develop and conduct such practical training
programs as are suited to the special requirements of his department. The department
heads shall institute and provide for the conducting of training programs which are
needed for efficient management of two or more departments.

B. Each department head shall have authority to release an employee up to two
hours a day with pay for work-related education. (Ord. 13-10, 2013: Ord. 91-04 § 2,
1991; Code 1986 § 3.12.120)

3.12.1503.12.120 Performance evaluations.

A. Department heads shall be responsible for conducting an annual review of-task
accomplishments, training needs, and organizational support required for achieving
objectives of each subordinate position. This annual review Of'—-ﬁﬂﬁ-ua-]——pfeee—e-t—pdpef
APOP-shall be composed by the department head and employee jointly using such
other resources as both agree to. The APOPreview shall be completed by the signature
of department head and employee.

B. Written APOPsreviews shall be part of the individual's personnel record and are

required within 15 days prior to the employee's anniversary date. (Ord. 13-10, 2013:
Ord. 96-07 § 2, 1996; Ord. 91-04 § 2, 1991; Code 1986 § 3.12.130)
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Employees have the right to:

A. Be a member of a national, state or local political party;

B. Take part in a political campaign;

C. Express political opinions; however, while engaged on official business, a
borough employee may not display or distribute partisan political material; any
employee engaged in an active political campaign shall take leave status during such
activity;

D. Register party preference;

E. Serve as a voting or nonvoting delegate to a party convention;

F. Be appointed, nominated or elected to nonpartisan public office in a local
government unit, subject to the requirements of NABC 3-12-1763.36.020(L); and

G. Make contributions to a political party or a candidate for public office. (Ord. 13-
10, 2013; Ord. 91-04 § 2, 1991; Code 1986 § 3.12.250)
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Chapter 3.16 Travel and Other Pay Allowances

3.16.010 Travel and per diem allowance.

All borough employees, whether in the exempt, partially exempt or classified
services, while traveling on official business and away from home or designated duty
post, or when they incur approved out-of-pocket expenses in the conduct of official
business, shall be reimbursed or paid in advance in accordance with the following
guidelines: »

A. Common Carrier. The common carrier fare, or the cost of charter or other special
hire, if essential, or other similar fare as necessary for the efficient performance of
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official duties; provided, that no reimbursement or payment shall be allowed for more
than the lowest tourist class fare for the most direct route, unless:

1. Tourist class accommodations are not available;

2. Waiting for such accommodations would occasion a delay harmful to the
borough;

3. The department head finds that travel by such accommodation is not in the best
interests of the borough and authorizes other accommodations.

B. Per Diem. Except as provided for assembly members in NABC 2.04.040(B), a
per diem allowance set according to federal rates will be allowed for travel within and
out of the boundaries of the borough for travel funded through the borough general
fund; provided, that such travel requires the employee to spend more than four and
one-half hours away from home or designated duty post. Federal- and state-funded
travel by borough staff shall comply with the funding agreement per diem
requirements.

C. Private Vehicle. Twenty-one-cents-per-mile-for-oeeasionalOccasional use of

reimbursement rate, together with actual costs of ferry fare, bridge, road and tunnel
tolls-shatl-be-granted: provided: that the total of such shall not exceed the cost of
equivalent coach air fare. Where two or more employees are traveling in the same
direction, and it is possible to share a vehicle, the mileage permitted shall be allowed
to only one employee.

D. Lodging Ground Transportation. Claims for reasonable lodging expenses and
destination ground transportation shall be supported by and reimbursed in accordance
with actual receipts, or may be paid in advance by the borough.

E. Host Reimbursement. Recognizing that it is in the best interest of the borough for
its representatives to host appropriate officials at luncheons or dinners, the borough
mayor may authorize reimbursement for reasonable hosting expenses incurred by
borough employees or assembly persons.

F. Extenuating Circumstances. Actual expenses other than those identified above
may be allowed by the personnel officer, if incurred as a result of circumstances
beyond the control of the employee, and any such expenses shall be supported by and
reimbursed in accordance with actual receipts. (Ord. 13-10. 2013; Ord. 13-02 § 1,
2013; Ord. 00-09 § 1, 2000; Ord. 91-04am?2 § 2, 1991; Ord. 91-04 § 2, 1991; Code
1986 § 3.16.010)
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3.16.020 Convention registration fees.

Upon approval by the personnel efficersofficer or the assembly, the actual registration
fee and lodging (not including meals, entertainment or similar costs) charged any
borough employee, whether in the exempt, partially exempt or classified services, for
attending a convention or conference will be paid for by the borough in addition to

1991; Code 1986 § 3. 16 020)

3.16.030 Improper payments_ and reimbursement.

A. Borough employees who are determined by the personnel officer or the
personnel committee to have received per diem or other payments improperly, shall
be required to reimburse the borough.

B. Improper payments include, but are not limited to, reimbursements for false
receipts and per diem or travel payments for trips not taken or for trips on which the
employee does not substantially perform their assigned duties without a proper
reason.

gglvmg tralnmg relmbgrgggegt shall pay back to the borough the amount am(mm
reimbursed unless the payback is waived in writing bv th mayor. Payback shall be

deducted from the emplo e

D. Any employee may grieve the decision of the personnel officer or the personnel
committee as provided in Chapter 3-403.48 NABC. (Ord. 13-10, 2013; Ord. 91-
04am?2 § 2, 1991; Code 1986 § 3.16.030)

Chapter 3.20-Compensation_ Leave Time
3.20.010-Objeetive: Full-time employees.
et e At
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PERSONAL LEAVETIME

A. All full-time employees on eight7.5-hour days five days a week, including
employees in the partially exempt service shall accrue personal leave time at the
following rates:

Length of Service Earned Monthly Annual Total
(work days) (work days)

0 through 4th year 2-1/12 25

5th through 9th year 2-1/2 30

10th and on 2-11/12 35
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B. All full-time employees on +£9.375-hour days four days a week, including
employees in the partially exempt service shall accrue personal leave time at the
following rates:

Length of Service Earned Monthly Annual Total
(work days) (work days)

0 through 4th year 1-2/3 25

5th through 9th year 2 30

10th and on 2-2/3 35

(Ord. 13-10,2013; Ord. 91-04 § 2, 1991; Code 1986 § 3.28.010)

3.28.0203,20.020 Part-time employees.

Part-time employees, including employees in the partially exempt service shall accrue
personal leave time on a ratio of the hours they work to a 4037.5-hour week, pursuant
to NABC 2-28.016-3.20.010. (Ord. 13-10, 2013; Ord. 91-04 § 2, 1991; Code 1986 §
3.28.020)

3.28.0303.20.030 Temporary employees.

A. _An employee appointed to a temporary position shall not accrue personal leave
time.

he_(_)_g she is entitled to personal leave accruals retroactive to the date of hire in the

temporary position. (Ord. 13-10, 2013: Ord. 91-04 § 2, 1991; Code 1986 § 3.28.030)

3.28.0403.20.040 Leave-without-pay status.

Personal leave time will not accrue while an employee is on leave-without-pay status.
(Ord. 13-10, 2013; Ord. 91-04 § 2, 1991; Code 1986 § 3.28.040)

3:28.0503,20.050 Saturdays, Sundays and holidays.

While on personal leave, Saturdays, Sundays-asnd, holidays, and other regular
scheduled days off will not be considered as leave time. (Ord, 13-10, 2013; Ord. 91-
04 § 2, 1991; Code 1986 § 3.28.050)
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Code 1986-8-3.28.060)

3.28.0703.20.060 Authorized leave.

A. Personal leave may be taken when authorized by the supervisor. Routine medical
and dental appointments require prior approval.

B. Personal leave may be taken for medical reasons when an employee's supervisor
is satisfied that the employee is absent for medical reasons. Whenever an employee is
absent for more than three working days for medical reasons, a doctor's certification
may be required. The following constitute medical reasons:

1. Medical disability of an employee or an emergency medical or dental
appointment;

2. Medical disability or death of a member of the employee's extended family, if the
disability is such that the attendance of the employee is required;

3. A medical condition of an employee which makes their presence at work a danger
to the health of the employee or fellow employees;

4. Pregnancy and childbirth is a medical reason for a female employee to take
personal leave. A female employee, otherwise qualified for a leave of absence, is
entitled to take a maximum of 12 weeks' leave immediately preceding or following
childbirth. If an employee's accrued personal leave is insufficient for this purpose, she
is entitled to take leave without pay for the balance of the 12-week period. (Ord. 13-
10, 2013: Ord. 00-09 § 1, 2000; Ord. 96-07 § 3, 1996; Ord. 91-04 § 2, 1991; Code
1986 § 3.28.070)

3.28.0803,20.070 Subsistence leave.

A. In addition to personal leave time that employees may accrue, employees will be
allowed time off with pay from his/her respective job each year during the appropriate
seasons for subsistence leave upon prior approval by his/her supervisor and approval
of the mayor.

B. Subsistence leave shall not accrue from one year to another. It shall be granted on
the employee's anniversary date and any unused portion from the previous year shall
be terminated.

C. Full-time employees shall accrue subsistence leave at the following rates:
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1. Zero through one year (less than one year) - ze sone day;

2. One through four years (with one, but less than four years) - five days;

3. Four through seven years (with four, but less than seven years) - seven days;
4. Seven or more years - 10 days.

D. Permanent part-time employees who work 75 hours per pay period or more shall
accrue subsistence leave at one-half the rate of full-time employees with the same
time of service.

E. Temporary employees shall not be entitled to subsistence leave.

F. Upon termination of an employee no subsistence leave shall be paid as part of the
employee's final pay.

G. Subsistence is defined as hunting and food gathering within bereugh-boundaries:
(Ord-the state, including related traditional and cultural activities. Traditional and

cultural activities do not include attending trade fairs. (Ord. 13-10, 2013; Ord. 96-07 §
4,1996; Ord. 91-04 § 2, 1991; Code 1986 § 3.28.080)

3.28.0903.20.080 Termination.

Upon termination for any reason, accrued and unpaid personal leave will be paid
within three working days to employees, except that probationary employees who
have not successfully completed their probationary period are not entitled to accrued
personal leave time. (Ord. 13-10, 2013; Ord. 91-04 § 2, 1991; Code 1986 § 3.28.090)

3.28.1103.20.090 Accumulation limit - Length of absence.

A. Unused personal leave time may be accumulated up to and including 30 working
days.

B.___It shall be mandatory for employees accruing personal leave time to take all

accrued time off, except as described in subsection (C) of this section.
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C. Ifaccrued personal leave time exceeds limnits-allowed-any-givenyear;.30 working
days in a year beginning July 1st and ending June 30th, the excess time shall be
forfeited by the employee, unless the supervisor certifies in writing that the employee
was denied use of accumulated leave time by the supervisor for reasons beyond the
control of the employee. The supervisor may postpone requested leave without loss
for up to three additional months.

BD. No employee shall use more than 16 consecutive working days of personal
leave without the approval of the mayor. (Ord. 13-10, 2013; Ord. 00-09 § 1, 2000;
Ord. 91-04 § 2, 1991; Code 1986 § 3.28.110)

3.28.1203,20.100 Pay in lieu of time off.

There shall be no pay in lieu of earned personal leave except upon termination or
death of the employee. (Ord. 13-10, 2013; Ord. 91-04 § 2, 1991; Code 1986 §
3.28.120)

328.1303,20.110 Accrual.

Personal leave time may not be taken prior to three months of satisfactory service, but
after three months, personal leave shall accrue retroactive to date of hire. (Ord. 13-10,
2013: Ord. 91-04 § 2, 1991; Code 1986 § 3.28.130)

3.28.1403,20.120 Mayor.
The mayor shall be allowed 32 working days of personal leave. However, any leave in

excess of four consecutive weeks shall have prior assembly approval. (Ord. 13-10,
2013: Ord. 91-04 § 2, 1991; Code 1986 § 3.28.140)

A. _The following days shall be recognized as holidays with
who are in pay status before and following such days:

1. New Year's Day - January 1st;

2. Martin Luther King, Jr. Day - third Monday in January;

3. President's Day - third Monday in February;

4, NANA Day - one day shall be taken the day meetings of NAN
each year;

3. Mg_mbrial Day - last Monday in May;
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6. _Fourth of July - July 4th;
7. Labor Day -

loyee's personal leave period, it is not counted

as part of leave time. The employee will be paid for that holiday. (Ord. 13-10, 2013;

Ord. 91-04 § 2, 1991; Code 1986 § 3.12.090)

Chapter 3.32-3.24 Leaves of Absence

3.32.06103.24.010 Leaves of absence.

A. Employees may be granted leave without pay if approved by the personnel

officer underprovided the teHewing conditions-——Boroush-Iaterest Not-Hnduly
Affected. Such leave shal be-onlyvwhenileave will not result-in-undue prefudice to
trhe—mtefe%e{ncgatlvglx 1mgact the boroutheeyeﬁd—the—beﬁeﬁ{He%erfeahfed

B. The personnel officer should consider the eventual compensating benefits of such
leave to the borough in keeping the position open, or filling it temporarily, until return
of the employee. (Ord. 13-10, 2013; Ord. 91-04 § 2 (3.32.010), 1991)

3.32.0203,24.020 Active military duty.
Probationary and other employees shall be entitled to military leave of absence

without pay to serve in the armed forces of the United States and, when relieved from
duty, shall be restored to the position the employee held when ordered to duty. (Ord.

13-10, 2013; Ord. 91-04 § 2 (3.32.020), 1991)

3.32.0303.24.030 Reserve military duty.
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A. An employee of the borough who is a member of a reserve component of the
United States armed forces or who is a member of the Alaska National Guard is
entitled to a leave of absence when he or she is ordered to training duty, as
distinguished from active duty, with troops or at field exercises for instruction, or
when under direct military control in the performance of a search and rescue mission.
The leave of absence may not exceed 16-1/2 working days in a 12-month period.
Military leave for reserve training purposes shall be without loss of pay.

B. An employee that is called to active duty is entitled to five days leave of absence
without loss of pay. (Ord. 13-10, 2013; Ord. 91-04 § 2 (3.32.030), 1991)

3.32.0403.24,040 Witness and jury leave.

A. An employee who is called to serve as a juror or subpoenaed as a witness shall
be entitled to court leave. The request for such leave shall be supported by written
documents such as a subpoena, marshal's statement of attendance, and request for
compensation for services, per diem and travel.

B. The employee shall turn-over to-the borough for depesitall monies received-from
the-court-as-compensation-torservice—and-in-turn-shall-be-patd-hisbe paid their current
salary while on court leave. (Ord. 13-10, 2013; Ord. 91-04 § 2 (3.32.040), 1991)

3.32.0503.24.050 Time off to vote.

A qualified voter who does not have sufficient time outside working hours within
which to vote at a state election may, without loss of pay, take off as much working
time as will enable voting. The employee shall be considered to have sufficient time
outside working hours within which to vote if there are two consecutive hours either
between the opening of the polls and the beginning of the employee's regular working
shift, or between the end of the regular working shift and the closing of the polls.

(Ord. 13-10, 2013; Ord. 91-04 § 2 (3.32.060), 1991)
3.32.0603.24.060 Temporary employees.

This chapter does not apply to employees in temporary positions. (Ord. 13-10, 2013;
Ord. 91-04 § 2 (3.32.050), 1991)

Chapter 3.36-3.28 Health Insurance, Disability and Retirement

3.36.0103,28.010 Health insurance.
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A. Employees are eligible for health insurance on the first day of the day of the
month following enrollment. Employees may enroll in the health insurance program

by completing the required forms. The berough-will-pay-the-entire cost-for the
employeerhowever-the-emplovee-will-be responsible tor dependent-coverage-

B. Employees are eligible for life insurance on the first day of the day of the month
following enrollment. Employees may enroll in the life insurance program by
completing the required forms. The borough will pay the costs for the base amount;
however, the employee may purchase additional insurance at histhe emplovee's own
cost.

C. Employees not interested in participating in either health or life insurance
programs provided by the borough shall sign a waiver.

D. Employees in temporary classification are not covered by this provision.

E. Part-Time Employees. The borough will pay a proportional cost of insurance of
part-time employees, based on a percentage worked of a full-time employee.

F. Assembly members are ellglg!e for health and life insurance subject to the
provisions in this section. : Ord. 91-04 § 2 (3.36.010), 1991)

3.36.0203.28.020 Accidents - Duty to report.

It shall be the duty of each employee to immediately report any and all work-related
accidents to his immediate supervisor. (Ord. 13-10, 2013; Ord. 91-04 § 2, 1991; Code
1986 § 3.36.020)

2.36.0303.28.030 Injury while on duty.

A. An employee who is injured while on duty is covered by the Alaska Worker's

Compensation Act. Fhis-aet-provides-coverage-onlyfor-65-percent-of- the-employee's
average-earning atier the Hirst-three davs-off duty: employees-witl-beetventhe
additional-35-percentdor-up-to 4 maxithbm o Y0-ealendar davs-and-will-be-patd tor

B. Employees in temporary or partially exempt positions shall only receive the
amounts they are entitled to from worker's compensation. (Ord. 13-10, 2013; Ord. 91-
04 § 2, 1991; Code 1986 § 3.36.030)

3.36.0403.28.040 State retirement system.
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The borough is a participant in the State of Alaska Public Employee's Retirement
System-effective-June-2.-1986-, Coverage is mandatory for all employees who qualify
under the program. Retirement benefits and other details regarding the retirement
system may be obtained from the persennel-efficerAlaska Division of Retirement and
Benefits. (Ord. 13-10, 2013; Ord. 91-04 § 2, 1991; Code 1986 § 3.36.040)

A. B 1 e laid off due to lack fwr ra_l_ag_k ttlu_lgis

1. _There exists a vacancy in the position the employee formerly held or in a position
in a lower pay range; and

2. The emplovee's work record was sati
"recommend for rehire"; and

3. _Not more than six months have elapsed since termination; and

from which terminated, if rehired within six months.
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E. Rehired em lovees shall be placed and perform work ferential

nge_l. ; 2 departmen

gtged 1g ;gg ggp_hgable nojlce of _rgs'_ na 'on i
department head and the personnel officer.

C. Failure to give ¢ e notice shall be noted on the employee's separation
documents and shall prec

ive date of termination pursuant to a notice of resignation shall be the

ﬁsg dgx on whlcg the e Qg!gxgg gg;gg, g the gﬁ g; gg;gg of the employee' _5

An empl € whosee lo is terminated by the empl efor h. ver reason
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fi gguglal or g];her g[ ajg m;;rggt Qf. t g__mpj_sk%&
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mteggg;, dlrect or mglrecg, wh;gh 1§ in ggnﬂlct w1th or Qresent§ the gggearagcg ofa
conflict with, the proper discharge of the employee's official duties;

K. Make a false statement, certificate, mark, rating or re with regard to a test
certification or appointment, or in any manner commit a fraud preventing the
impartial execution of these policies; and

MMMM gg@cs_t_g_mmﬂem:;s:hm,ﬂg,oughgs
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district functions and facilities, (Ord. 13-10, 2013; Ord. 91-07 § 1, 1992; Code 1986 §
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5 l e term "local o tlon area' shall mean municipality or established vill

1992: Code 1986 § 3.24.140)

Chapter 3.40 GrievaneesDisciplinary Actions

B. itten reprimand;
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C. _Extension of probationary period;
D. _Suspension with pay;

E. Suspension without pay;

F. Demotion; or

2. Incompetence;

3. _Inefficiency;

4. Abs ism wi ificati lovee's isor;

6. Failure to perform assigned tasks to the best of his or hei
7. _Harassment of other employees or the public;

8. Violation of an oral directive which was known or reasonably should

known to the employee;
9. _Conviction of a crime involving moral turpitude;

11. _ Failure to make satisfactory corrections for an act or omission for which

revious disciplinary action has been taken; or
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12. _Any other conduct commonly recognized by reasonable persons as justification
for serious discipline, including dismissal.

0 . “ ublic; or

5, ggthgr actlogs deemed to bg a serious and significant violation of boro ode or
oli . 13-10, 2013; ]- : .24.04

1. be in writing,
2. _state the full circum s surrounding the incident such as

a. _the nature of the incident.
b.__the date, time and location of the incident and
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isci -. v subsection (A’
nQﬂg_;__@de&Q&Qnggln thl g_g_;thg gmglgg g§ !gg_l; to regugs]; an i mcrvmy w11;h the

ion a iven — rtumt : res ond 1f de 1red A he cggclus Q_n gf thg
interview, the | fﬁ er W ill advise th loyee of 0 ghg decision to msgnd_t_hg
. .1. : X -

€ ¢ S Mgmrmjsum
gmglggggﬁ ggggrtmgnt head, no lateg than 5:00 p.m, on the tenth calendar day
following the day on which the employee received the notice of intent to discipline,

the date of mailing such notice, or the date of the interview with the personnel officer
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Chapter 3.44 Whistleblowers

3,44,010 Definii
The following words have the meanings prescribed:
"Matter o lic concern" means:

1. A violation of state, federal or municipal law, re

"Public body" means and includes an officer or agency of:

1. _The federal government;

f the state including:
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public conl;__e;% under NABC 3_&4 020
concerning the matter to the mayor,

1. Within 30 days of such employee's report to the mayor, the personnel committee
shall meet to consider the employee's report and the mayor's response; and

2. _The personnel committee shall acknowledge to both the employee and the

assembly receipt of such report and a determination of what action if any is to be
taken, (Ord. 13-10, 2013; Ord. 91-04 § 2, 1991; Code 1986 § 3.12.270)

3.44.040 Relief and penalties.

gila_llable by law. (Ord. 13-10, 2013 Qrd 91 04 § 2 1991 Code 1986 5 3 12_280)

t .48 Gri

3.40.0103.48.010 Grievance defined.

A. "Grievance," as used in this chapter, shall not be interpreted to mean negotiations
of wages, salaries or fringe benefits; nor shall it include matters of public concern
which are the subject of NABC 3.12.1963.44.020 through 3-12-210.3.44.040.

B. "Grievance," as used in this chapter, means any dispute involving the
interpretation, application or alleged violation of personnel laws, rules or policies as
established or interpreted, and with disciplinary action, excluding disputes which are
subject to the predisciplinary hearing procedure set forth in NABC 3.24.060-3.40.060.
Employees having unresolved complaints of sexual harassment or other
discrimination may use this policy. If a person who is the subject of the harassment or
discrimination complaint would normally be involved in processing or deciding the
grievance, the procedure will be modified to provide for objective and fair review of
the complaint.

C. Probationary employees and employees in the partially exempt service may not
use this chapter to challenge or otherwise seek review of disciplinary actions of any
type. (Ord. 13-10, 2013: Ord. 00-09 § 1, 2000; Ord. 91-04 § 2, 1991; Code 1986 §
3.40.010)

3.40.0203.48.020 General policy.
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It is the general policy of the borough and the duty of each supervisor and
administrative officer to anticipate and correct, insofar as practicable, grievance-
producing circumstances and thus prevent grievances from arising. (Ord. 13-10, 2013;
Ord. 91-04 § 2, 1991; Code 1986 § 3.40.020)

3.40.0303,48.030 Steps for handling of grievance.

The grievance of any employee shall be handled in the following manner, each step to
be taken only if satisfactory adjustment cannot be obtained on the previous level. If
the grievance is of a personal nature such that it would cause undue embarrassment or
seem fruitless in the employee's efforts, the employee may skip that step. However, no
more than one step may be skipped and the employee must state in writing the
personal nature of the grievance to the next level supervisor. It is the employee's
responsibility to appeal to the next step within five days of the decision on the
previous step. The employee's failure to process a grievance within the time limits
shall constitute a termination of the grievance.

A. Step 1: to the employee's immediate supervisor. The employee shall discuss the
resolved informally through discussion, it shall then be reduced to writing as a formal
grievance, and the written grievance shall be submitted to the department head. The
written grievance must be submitted within 15 calendar days of the date that the
employee knows or has reason to know of the conduct or actions upon which the
grievance is based. The written grievance must describe the actions or omissions that
are alleged to constitute improper conduct by the borough and must indicate the rule
or rules that have allegedly been misapplied, misinterpreted or violated by the
borough.

B. Step 2: to the department head. The department head must meet with the parties
and render a written decision to the grievant within 10 calendar days of receipt of the
grievance. If the employee fails to appeal the department head's decision within five
calendar days, such failure to respond will serve to declare the grievance as settled
based upon the department head's decision.

C. Step 3: to the personnel officer. Within five calendar days of receipt of the
decision in Step 2, the grievant may appeal to the personnel officer who shall meet
with the parties and within 10 calendar days render a written decision to the grievant.
The decision of the personnel officer shall be binding upon the parties.

Ord. 13-10 Title 3 Personnel Code Page 47 of 48




D. Upon receipt of the personnel officer's decision, the employee shall have five
calendar days in which to submit a written request for review by the personnel
committee. If the employee fails to file a written request for review within the five
calendar days, such failure will serve to declare the grievance as settled based upon
the personnel officer's decision. The decision of the personnel committee shall be
final and binding upon the parties. (Ord. 13-10, 2013; Ord. 91-04 § 2, 1991; Code
1986 § 3.40.030)

3.40.0403.48.040 Representation of grievant.

The grievant, at any or all steps of this procedure, may have a representative at the
grievant's own expense. Time may be extended by mutual consent of all parties
involved. (Ord. 13-10, 2013; Ord. 00-09 § 1, 2000; Ord. 91-04 § 2, 1991; Code 1986
§ 3.40.040)

Section 2: This Code Ordinance shall be effective immediately.

PASSED AND ADOPTED THIS 28" DAY OF JANUARY 2014,

vl b Do

Walter G. Sampson, Assembly President

PASSED AND APPROVED THIS 28" DAY OF JANUARY 2014.

Reggie %;ule, i_&ayor

SIGNED AND ATTESTED TO THIS 28" DAY OF JANUARY 2014.

“Zaffic_ o

Stella Atoruk, Acting Borough Clerk g ATTEST:

First Reading: December 3, 2013.
Second Reading: January 28, 2014
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