ST. CLAIR COUNTY COMMISSION MEETING APRIL 9, 2019
The St. Clair County Commission met in regular session on April 9, 2019 in the
County Commission Chambers of the St. Clair County Courthouse Annex #1
(Administrative Center) in Ashville, Alabama.
Members Present:

Paul Manning, Chairman
Ricky Parker, Commissioner District Two
Tommy Bowers, Commissioner District Three
Jimmy Roberts, Commissioner District Four

Members Absent:

Jeff Brown, Commissioner District One

Others Present:

Tina Morgan, Administrator
Sandra Wolfe, Deputy Administrator
Donna Wood, CFO
Dan Dahlke, Engineer
Gary Hanner, St. Clair Times
James E. Hill, III, County Attorney
John Myers, Technology Dept.
Glenn Morgan, Technology Dept.
Deborah Howard, Probate office
Bill Richvalsky, E-911
Paul Vaughn, Confederate St. Clair Camp 308
Bill Watkins, Confederate St. Clair Camp 308

PRESENTATION OF 2020 CENSUS (Robert Avery)
PRESENTATION OF ADVANCED DISPOSAL SCHOLARSHIPS

CALL TO ORDER
Chairman Manning declared a quorum present at 9:22 a.m. and called the meeting
to order.
APPROVAL OF AGENDA
On a motion by Commissioner Bowers, seconded by Commissioner Roberts, with
all voting aye, it was
RESOLVED, that the Agenda be approved as presented.
APPROVAL OF MINUTES
On a motion by Commissioner Parker, seconded by Commissioner Bowers, with
all voting aye, it was
RESOLVED, that the minutes of the regular meeting on March 26,
2019 be approved.
ENGINEER’S REPORT
The first item of the Engineer’s report was an informational item updating the road
crews.
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The next item was to discuss passing a resolution for retiree Terry Bailey. On a
motion by Commissioner Bowers, seconded by Commissioner Parker with all
voting aye, it was
RESOLVED, that Resolution 2019-22 honoring Terry Bailey for his
retirement is approved. (Resolution to be made a part of these minutes
as Attachment #1)
The next item was to discuss an agreement with Davis Lake Fire Department to
pave around their fire station located on Shanghai Rd. estimated amount of
$4,045.00. On a motion by Commissioner Parker, seconded by Commissioner
Bowers, with all voting aye, it was
RESOLVED, that an agreement with Davis Lake Fire Department to
pave around their fire station located on Shanghai Rd. estimated
amount of $4,045.00 is approved. (Agreement to be made a part of
these minutes as Attachment #2)
The next item was to discuss recommendation of the County engineer for vacant
Road Worker II position to be filled by Jeremy Cambron this position was left
vacant when Josh Burttram moved up to Operator I position. This would be
effective the beginning of the next pay period. On a motion by Commissioner
Parker, seconded by Commissioner Bowers, with all voting aye, it was
RESOLVED, that the recommendation of the County engineer for
vacant Road Worker II position be filled by Jeremy Cambron.
Effective at the beginning of the next pay period.
The next item was to discuss agreement with Norfolk Southern to review plans for
alternate access to Trail End Crossing. The county will have to pay for the
Railroads consultant the Preliminary Engineer cost estimated amount of
$17,210.00. On a motion by Commissioner Parker, seconded by Commissioner
Bowers, with all voting aye, it was
RESOLVED, that an agreement with Norfolk Southern to review
plans for alternate access to Trail End Crossing is approved. The
county will have to pay for the Railroads consultant Preliminary
Engineer cost estimated $17, 210.00. (Agreement to be made a part of
these minutes as Attachment #3)
The next item was to discuss sending out bids for a used farm tractor. The engineer
stated it is a budgeted item but he is not sure of what amount the bids will come in
at. On a motion by Commissioner Bowers, seconded by Commissioner Roberts,
with all voting aye, it was
RESOLVED, that sending out bids for a used farm tractor is
approved.
ADMINISTRATOR’S REPORT
The first item of the administrators report was to discuss travel requests. On a
motion by Commissioner Parker, seconded by Commissioner Bowers, with all
voting aye, it was

2

ST. CLAIR COUNTY COMMISSION MEETING APRIL 9, 2019
RESOLVED, that the travel requests are approved. (List to be made a
part of these minutes as Attachment #4)
COUNTY ATTORNEY’S REPORT
The first item of the County Attorney’s report was to discuss a Letter of Support
for establishment of Academy of Craft Training. This is a grant that will bring one
of these academies to the county. Many local employers will benefit from this
workforce training and also future employers.
RESOLVED, that a Letter of Support for establishment of Academy
of Craft Training is approved. This is a grant that will bring one of
these academies to the county. (Letter to be made a part of these
minutes as Attachment #5)
The next item was to discuss Maintenance Agreements with Daikin Applied.
The First agreement is D-net which will send out alerts and warnings that will help
for future problems. The cost is an estimated amount of $2,100.00 annually. The
second agreement is a three year maintenance agreement for the Ashville
Courthouse System. The first payment will not come due until the next fiscal year.
On a motion by Commissioner Bowers, seconded by Commissioner Parker, with
all voting aye, it was
RESOLVED, that the Maintenance Agreements with Daikin Applied
is approved. (Agreements to be made a part of these minutes as
Attachment #6 & 6A)
The next item was to discuss considering a Fair Housing Month Proclamation for
April. On a motion by Commissioner Parker, seconded by Commissioner Bowers,
with all voting aye, it was
RESOLVED, that a Proclamation for Fair Housing Month for April is
approved. (Proclamation to be made a part of these minutes as
Attachment #7)
The next item was to discuss considering revising the County Handbook. The
changes in the policy are more up to date. It has been some 20 years that the
handbook was adopted. It is important as the law changes and we want our
practices to become updated which this revision allows us to do. The County
attorney requested to approve the revised handbook as presented to implement
these changes into practice. On a motion by Commissioner Roberts, seconded by
Commissioner Bowers, with all voting aye, it was
RESOLVED, that the request of the County Attorney to revise the
County Handbook is approved. (Revised handbook to be made a part
of these minutes as Attachment #8)
OLD BUSINESS
There were no items of Old Business.
NEW BUSINESS
The first item of New Business was to discuss adopting Resolution 2019-20 to
declare April 2019 as National County Government Month. On a motion by
Commissioner Bowers, seconded by Commissioner Roberts, with all voting aye, it
was
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RESOLVED, that Resolution 2019-20 to declare April 2019 as
National County Government Month is approved. (Resolution to be
made a part of these minutes as Attachment #9)
The next item was to discuss adopting Resolution 2019-21 declaring April 2019 as
Confederate History and Heritage Month. On a motion by Commissioner Parker,
seconded by Commissioner Roberts, with all voting aye, it was
RESOLVED, that Resolution 2019-21 declaring April 2019 as
Confederate History and Heritage Month is approved. (Resolution to
be made a part of these minutes as Attachment #10)
The next item was to discuss adopting Resolution 2019-22 honoring Terry Bailey
on his Retirement was approved on the County engineers report.
The next item was to discuss an informational item to be recorded in the minutes.
Transportation Director Janet Smith has selected Edward Tarlton, Jr. to be hired
into a vacant Occasional Bus Driver position. On a motion by Commissioner
Bowers, seconded by Commissioner Parker, with all voting aye, it was
RESOLVED, that the minutes are noted Transportation Director Janet
Smith selected Edward Tarlton, Jr. to be hired into a vacant
Occasional Bus Driver position.
There were no board appointments.
The next item for discussion was to approve payment of the monthly bills. On a
motion by Commissioner Roberts, seconded by Commissioner Bowers, with all
voting aye, it was
RESOLVED, that the monthly bills be approved for payment with the
exception of those that are questioned by the Commission before the
close of business today.
There being no further business, the meeting adjourned, subject to call, at
approximately 9:44 a.m. On a motion by Commissioner Parker, seconded by
Commissioner Bowers, with all voting aye.
CHAIRMAN MANNING CALL TO ORDER of E911 BOARD
MEETING 9:45 a.m.
APPROVAL OF AGENDA
On a motion by Commissioner Bowers, seconded by Commissioner Roberts, with
all voting aye, it was
RESOLVED, that the Agenda be approved as presented.
NEW BUSINESS:
The first item was to discuss Equipment purchase (8 chairs) in the estimated
amount of $1,200.00 each for Central Dispatch. On a motion by Commissioner
Bowers, seconded by Commissioner Parker, with all voting aye, except
Commissioner who nay it was
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RESOLVED, that the request to purchase 8 chairs for Central
Dispatch in the estimated amount of $1,200.00 each is approved.
The next item was to discuss reviewing and changing the Title of E-911
Coordinator to E-911 Director. On a motion by Commissioner Parker, seconded by
Commissioner Roberts, with all voting aye, it was
RESOLVED, that the Title of the E-911 Coordinator be changed to E911 Director.
The next item was to discuss an agreement with INdigital for processing of
records. On a motion by Commissioner Bowers, seconded by Commissioner
Parker, with all voting aye, it was
RESOLVED, that an agreement with INdigital for processing of
records is approved. (Agreement to be made a part of these minutes as
Attachment #1)
There being no further business, the meeting adjourned, subject to call, at
approximately 9:58 a.m. On a motion by Commissioner Parker, seconded by
Commissioner Bowers, with all voting aye.

____________________________________
Paul Manning, Chairman
____________________________________
Jeff Brown, Commissioner
____________________________________
Ricky Parker, Commissioner

____________________________________
Tommy Bowers, Commissioner
____________________________________
Jimmy Roberts, Commissioner
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STATE OF ALABAMA)
ST. CLAIR COUNTY )
ST. CLAIR COUNTY COMMISSION
RESOLUTION 2019-22

A Resolution honoring
Terry Bailey on his retirement

:, ablyserved .

·:iI,I ·,.
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ATTEST:

~~ 'N\-ar~f"...-J

Tina Morgan, Admmistrator
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AGREEMENT

-1\prl

This agreement made and entered into this
C\ -\-ti\_ , day of
l , 2019, by and
between the County Commission of St. Clair County, Alabama, party of the first part (hereinafter
called the County) and the DAVIS LAKE FIRE DISTRICT, in St. Clair County, Alabama
party of the second (hereinafter called the DLVFD), and

WHEREAS the County and DLVFD desire to cooperate in the improvement of a certain
property owned by DLVFD and more particularly described on attached scope of work sheet.
NOW THEREFORE BE IT AGREED between the County and the DLVFD that the County
purchases all materials necessary for said work and shall perform said work. Any additional
costs for necessary additional labor and/or equipment and for materials not in contract shall be
addeq. ,After completion of said work, .field measurements will be made and estimates will be
i;idded to reflect actual quantities at which time the county will invoice the DLVFD for the
amount of $0.00 The County will bear costs in the amount of $4,045.00 . Work performed by
the County shall be normal workmanship and quality as is standard for similar projects.

BE IT FURTHER AGREED between the County and the DLVFD that said work shall be
performed at the convenience of the County. The DLVFD shall furnish any water and /or
additional right of way needed for said work. The County will not be responsible for any
damage to public or private property and the DLVFD shall protect the County from any lawsuit
that might arise as a result of said improvements.
Total estimated cost of this contract (as described on attached scope of work sheet) $4,045.00

IN WITNESS WHEREOF, the County Commission of St. Clair County, Alabama and the
DAVIS LAKE FIRE DISTRICT, Alabama has caused these presents to be executed by the
officials of both parties, by proper resolution, this day and year above written.

ATTEST:

~'l\Q'-,,

ST.CLAIR COUNTY COMMISSION

ffi \ t ) V ' ~ r-...

Tina Morgan, Adminis~

.,,

Paul Manning, Ch0.
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Davis Lake Fire District
Shanghai Rd

Blade and Pave
ROAD

Fire Station Parking Lot

LENGTH (FEET)
60

WIDTH (FEET) SQUARE YARDS
45
300.00
300.00

TOTAL

MATERIALS
MATERIAL
#6 LIMESTONE
#78 LIMESTONE
ASPHALT CRS-2P
COST
COST
MATERIAL
#6 LIMESTONE
#78 LIMESTONE
ASPHALT
LABOR
EQUIPMENT

SQUARE YARDS
300
300
300

QUANTITY

10
10
250
0.5
0.5

MULTIPLIER (Ibis< QUANTITY (TONS)
ORDER QUANTITY
33
4.95
10 TONS
24
3.6
10TONS
0.8
240
250 GAL

UNIT
TON
TON
GAL
DAYS (50%}
DAYS(50%}

COST

COST PER

50% Labor, 50% Equipment and Materials

8.5
8.5
2.5
3500
3000

$85.00
$85.00
$625.00
$875.00
$750.00

$2,420.00

COST TO COUNTY

$1,625.00

Total Cost

$4.045.00

The figures above are an estimate only and actual cost may go up or down.
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AGREEMENT FOR PRELIMINARY ENGINEERING SERVICES
This agreement made by and between St. Clair County (hereinafter called "County"), and
Norfolk Southern Railway Company (hereinafter called "COMPANY").
The County will submit plans and specifications to said COMPANY for work which will
involve or affect COMPANY facilities at the following location:
Town, County State:
AAR-DOT#:
Street /Bridge Name:
Description:

Brompton, St. Clair County, AL
726861K

Trails End Road
Proposed Extension of Trails End Road adjacent NS and new
at-grade crossing over the ACME Brick Industrial Track, MP
~~

.

Preliminary Engineering Cost Estimate: $17,210.00
Therefore, in co11sideration of the benefits moving to each of the parties hereto, they do
mutually agree as follows:
,·

ARTICLE 1. REIMBURSEMENT. The County agrees to reimburse the COMPANY for
actual cost of preliminary engineering necessary in connection with the project.
The COMPANY shall submit to the County fair and reasonable costs of the aforesaid work
performed as evidenced by detailed invoices acceptable to the County. The County shali
reimburse the COMPANY in the amount of the approved costs so submitted.
ARTICLE 2. EFFECTIVE DATE OF AGREEMENT. This agreement shall take effect at
the time it is approved and signed by both the County and the COMPANY.
ARTICLE 3. STARTING OF WORK. This agreement covers preliminary engineering
services performed starting February 7, 2019. The COMPANY agrees to provide
preliminary engineering services at the request of the County or its agent, whether written
or verbal.
ARTICLE 4. SCOPE OF WORK. The scope of this agreement is limited to review by the
COMPANY of the plans and specifications to provide information to the COMPANY and
the County regarding the project. This agreement does not constitute the COMPANY's
approval of the project.
IN WITNESS WHEREOF, the County and the COMPANY have caused these presents to
be signed by their duly authorized officers:
County ~-\:--. CUA:\.Y--c..o..i..~l\'\~lo""'
Signature: ~~ '?H• ..
Name: f>ctu.t ~0..1\1\.\1" ·
Title: C.)\P.:\f'~ v'Date:
Y- q. \ 0(

.§7

COMPANY ·
. 1/
M,,,-Signature: /(.
ffe-:ff/lf.-1§)
Name: K.G. Hauschildt
Title: Chief Enginee!'.,. .
Date:
4 -..=ic> - /711
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TRAVEL REQUESTS for April 4, 2019 Work Session and April 9, 2019 Meeting
1. Request for Janet Smith to attend the Annual RTAP Spring Transit meeting at the Gulf State Park Lodge, in
Gulf Shores AL. May 1-3.
Registration fee
$0.00 each
Meals
$100.00 approx.
Lodging
$200.00 approx. total
Mileage County Vehicle
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Pa11l Manning
. C/1airma1i

St. Clair Cotmty Commissio11
165 5th Avenue Suite 100 Ashville, Alabama 35953 .
(205) 594~2100
Fax (205) 594-2110
.

.. Ti11il Morgai, .
Aditzi11istratorffreas11rer

.

Jeff.B1·ow11 ·
Rickey Parker
Tommy Bowers.
Jimmy Roberts
Associate Members

April 4, 2019

· Mr. Todd Wa.lker

Re:

Letter ofSupport for the Academy of Craft Training

To whom it may concern:
I am writing today in support of establishing an Academy of Craft Training for East Alabama in St. ClairCounty. It is
widely known that we face a shortage of skilled workers in the construction industry. Associated Builders and .
Contractors, Alabama Chapter has established a very successful program, the Academy of Craft Training, in partnership
with the Alabama Workforce Training Center in Birmingham. We support their desire to replicate this program in other
parts of the State and would support such a program in St. Clair County that could servethe eastern counties in the
State •.
I presently serve as the Chairman of the St. Clair County Commission. We believe that having an Academy of Craft · . Training Program available to our students would be or great benefitto the community, employers, and students in our
school system. The ACT would augmenttlie training availabie at our tareer technical centers and provide much need
. access to employment opportunities for our students.

We wholeheartedly support ABC's effort to replicate their Academy of Craft Training and would welcome them to our
· • community.

· Sincerely,
(

.. ~~...47
Paul Manning .
Chairman, St. C2lair County ·
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Service & Repair Proposal

,'l,:~r~~~fj;eiT~lvr N'.llUG~~
100 6TH AVE
ASHVILLE, Alabama
United States, 35953
Proposal#: Q-00027401
3/21/2019
Prepared for:
SaRdra \iVotfe --U-~

,....__.,

N\Jof'~

Treasury
ST. CLAIR COUNTY COMMISSION

Prepared by:

Michael Adams
Coordinator- Service II
Birmingham
Phone: 205-213-3740 Mobile: +1 2054070849
Email: michael.adams@daikinapplied.com
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A Proven Partner
Our customers count on Daikin Applied to design and manufacture technologically advanced
commercial HVAC systems that deliver the highest efficiency and solutions that extend the life
their building systems.

Our Company
Daikin Applied is a wholly owned subsidiary of Daikin Industries, Ltd. the largest air conditioning
manufacturer in the world. Product innovation is a hallmark at Daikin Applied. Customers rely on
products like Magnitude® magnetic bearing chillers, Pathfinder® air cooled chillers, Rebel®
rooftop units, SmartSource® water source heat pumps, and Modular Central Plants for
exceptional efficiency, reliability, and sustainability.

Our Values
Quality and comfortable air is central to our lives - at work and at play. We strive to improve
Indoor Environmental Air Quality in the buildings we serve. Quality people delivering quality
products. From concept and design through production and delivery We are committed to
making the products you receive a reliable component of your building system.
We continue to challenge ourselves to develop new technologies that minimize energy usages
and maximize comfort. Across Daikin, we believe little efforts that individuals can make to
protect the environment can add up to big things.

Locations
Daikin Applied has more than six million square feet of manufacturing facilities at 12 plants on
three continents. We have locations with more than 5,000 dedicated employees around the
world. All our manufacturing facilities in the United States are ISO 9001 certified. For more
information, visit www.DaikinApplied.com.
The award-winning Daikin Applied Development Center, at our headquarters in Plymouth,
Minnesota, is the world's most advanced facility for HVAC research and development. Every day
our people work to develop HVAC technologies that reduce energy consumption and the carbon
footprint of the buildings where they will be used.

©2019 Daikin Applied
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Service & Repair Proposal
Proposal#: Q-00027401

Michael Adams
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I
Service Capabilities
Extend the life of your equipment with Daikin Comprehensive Care™
Keep your building's HVAC system running at its best with world-class Daikin Comprehensive Care
programs. Daikin Comprehensive Care programs and can save you money on energy and repair costs by
optimizing system performance, reducing the number of unexpected breakdowns, and minimizing
downtime for repairs. Plus, Daikin Comprehensive Care programs can be tailored to fit your unique
building needs and budget.
•

Comprehensive maintenance agreements

•

Planned inspections

•

System upgrades

•

Equipment replacement

•

Chiller rentals

Quality repair service you can count on
When something breaks, count on Daikin's service professionals to be there when you need us.
Available 24/7/365, our factory trained technicians have extensive knowledge of HVAC systems and
controls to perform maintenance and repairs in your building. We arm our technicians with the
technology and skills to quickly diagnose and repair your equipment - whatever the make or model our mission is to fix it right the first time.

Safety... never compromised
Safety is a core value across our business. Daikin is committed to protecting the health and safety of our
employees, customers, and the public.

At the jobsite - training, knowledge, awareness
All service supervisors are OSHA 30 hr certified and technicians must complete the Daikin Applied
Service Safety Management Program which includes monthly OSHA compliant safety training,
toolbox safety, and auditing. Before starting work, a Job Hazard Analysis assessment is
completed. Personnel are equipped with Personal Protective Equipment that include NFPA-70E
compliant fire rated uniforms and Arc flash for electrical tasks.

Environmental
Our technicians .are fully trained in the proper handling and recovery of refrigerants to comply
with EPA Clean Air Act regulations during service, repair, or disposal of air conditioning
equipment.

With Daikin Applied Comprehensive Care Programs, you can expect
•

Preferred service scheduling - Daikin Comprehensive Care Program customers receive priority service

•

Regularly scheduled maintenance or inspection - Optimized operation and reduced repair costs

•

System monitoring reports - Designed to keep you aware of potential repairs or suggested upgrades

•

Technical support - Backed by Daikin design and manufacturing expertise

•

Operational instruction - Factory trained technicians are available to instruct your staff on-site

©2019 Daikin Applied
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Service & Repair Proposal
Proposal#: Q-00027401
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Scope of Services
Daikin Applied is pleased to offer the following Service & Repair proposal for your consideration. Thank
you for selecting Daikin Applied service to care for your building system. Our factory-trained service
personnel have the knowledge and experience to deliver the best support available. Daikin Applied will
perform all services using factory-trained technicians who specialize in HVAC, refrigeration and
electronic system maintenance and repair services.
Scope of Work-Annual Subscription to D-NET

Introducing Daikin D-NET, the network service system. We keep a watchful eye on your commercial
systems 24/7, optimizing system operation based on your local weather, and looking for any signs that
service may be required. Thanks to D-NET, Daikin equipment owners can enjoy lower energy bills,
improved comfort and peace of mind. ·
D-NET connects your equipment to our monitoring center over the web. We continually monitor more
than 80 data points in your equipment, so we know exactly how your systems are performing. We also
monitor weather conditions from more than 400 locations across the United States and Canada, so we
know what kind of weather you're up against.
Daikin's unique monitoring capability doesn't just look at hard numbers - it analyzes patterns of
operational data. As a result, we can often anticipate issues before they reach a critical point. Equipment
downtime is minimized, and maintenance effectiveness is increased. We can even advise maintenance
personnel in advance if service is required, and what tools or components they should have to maintain
your systems.

Equipment Repair

Daikin Applied will perform all services during its regular working hours unless otherwise specified. Any
services requested or agreed to by Customer that are outside the Scope of Work will be performed by
Company at an additional cost. Company will invoice such services at a special service and repair billing
rate at Company's published labor rate for the service area.
Emergency Service Response

Emergency service is available on a 7-day, 24 hour basis. For scheduled service and repairs covered
under this agreement and performed at the Customer's request outside of normal working hours, the
Customer agrees to pay the difference between the prevailing standard billing rate and the prevailing
overtime rate.

Standard Exclusions:
•

Any and all recommended/required repairs to be quoted separately.

©2019 Daikin Applied
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Pricing and Acceptance
Feel free to contact me if you have any questions or concerns regarding the information contained in
this service and repair proposal. If you would like us to proceed with the solution presented above, sign
the acceptance line below (including PO# if applicable) and return a copy so that we can begin to
mobilize our efforts to complete services as quickly as possible. We appreciate the opportunity to
provide you with this solution and look forward to working with you on this and servicing your needs in
the future.

Investment Amount and Billing Terms:
Investment required to implement the proposed solution
'$~T1f}Q;-QQ"t-WO'.,rh'ousan'dfOt1e-Hundrec:f""dollar-s':'ancfZer-o,-0eiits
*Price does not include applicable sales tax

Pricing and acceptance are based upon the Terms and Conditions which are attached.
Billing/Payment Terms*: Billed in full in advance.

*All billings are due 30 days upon Receipt
This Agreement is subject to Customer's acceptance of the attached Daikin Applied Terms and
Conditions.
This proposal will be honored by Daikin Applied for 90 days from the date on the front of the proposal.
After 90 days, Daikin Applied reserves the right to evaluate cost changes (both increases and decreases)
from the proposal.

-Sa11dr a Wolfe " N > J ' { \ . . O ~ ~

Site Address:

ST. CLAIR COUNTY COMMISSION

100 6TH AVE
ASHVILLE, Alabama
United States, 35953
Approved by:

Accepted by:

Benjamin Marcrum
(Print Full Legal Name of Custa

~ca-{
(Signature)

•

)

"'?"Yl.c. ... · ~ ·
/

c )\a\~f'Nl. ~

(Title)

4-- C\~

(Print Full Legal Name of Daikin Applied Representative)

BENJAMIN MAR.CRUM
(Signature)

District Manger
(Title)

\.q

03/21/2019
Date:

Date:

Proposal#: Q-00027401
Note: This Agreement is subject to final approval by Daikin Applied.

©2019 Daikin Applied
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Service & Repair Proposal

Proposal#: Q-00027401
Michael Adams
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DAIKIN APPLIED AMERICAS INC.
TERMS & CONDITIONS
1.

This Standard Service Proposal or Maintenance Agreement (hereinafter sometimes referenced as "Agreement"), upon acceptance by the Customer, is
made solely on the terms and conditions hereof, notwithstanding any additional or conflicting conditions that may be contained in any purchase order
or other form of Customer, all of which additional or conflicting terms and conditions are hereby rejected by Daikin Applied. Further, you acknowledge
and agree that any purchase order issued by you in accordance with this Agreement will only establish payment authority for your internal accounting
purposes. Any such purchase order will not be considered by us to be a counteroffer, amendment, modification, or other revision to the terms of this
agreement. No waiver, alteration or modification of the terms and conditions herein shall be valid unless made in writing and signed by an authorized
representative of Daikin Applied.
2.
This Maintenance Agreement or Standard Service Proposal is subject to acceptance by the Customer within 30 days from date show on the quote, unless
specified otherwise. Prices quoted are for services, labor, and material as specified in this Proposal. If acceptance of this Maintenance Agreement or
Standard Service Proposal is delayed or modified, prices are subject to adjustment.
3.
Terms of payment are subject at all times to prior approval of Daikin Applied's credit department. Terms of payment are net due upon receipt of invoice
unless previously otherwise agreed in writing. Should payment become more than 30 days delinquent, Daikin Applied may stop all work under this
Agreement or terminate this Agreement with five (5) days written notice to Customer. Daikin Applied reserves the right to add to any account
outstanding more than 30 days interest at 1 Yz% per month or the highest rate allowed by law. In the event of default in payment, Customer agrees to
pay all costs of collection incurred by Daikin Applied including, but not limited to, collection agency fees, attorney fees and court costs. Additional
services may be performed upon request at a price to be determined, subject to these Terms and Conditions.
4.
In the event that Daikin Applied determines, during the first thirty (30) days of any Maintenance Agreement or upon seasonal start-up (discovery period)
that any equipment covered under this Agreement in need of repair and/or replacement, Daikin Applied shall inform Customer of the equipment
condition and remedy. Daikin Applied shall not be responsible for the present or future repair and/or replacement or operability of any specific
equipment; until such time as the equipment is brought up to an acceptable condition or the Customer removes the unacceptable system(s),
component(s), or part(s) from this contract.
5.
Any Maintenance Agreement price is subject to adjustment once each calendar year, effective on the anniversary date, for changes in labor,
subcontractor and material costs. If such adjustment is not expressly set forth in the Maintenance Agreement, the customer shall receive forty-five (45)
days prior written notice of such adjustment. Customer's payment of an invoice with an adjusted price shall be Customer's acceptance of the price
adjustment so long as such invoice reflects the price adjustment expressly set forth in the Maintenance Agreement or set forth in the notice of
adjustment.
6.
A Maintenance Agreement may be terminated: (i) by either party upon the anniversary date hereof; provided however, that written notice of such
termination must be given to the non-terminating party at least thirty (30) days prior to the anniversary date; (ii) by Daikin Applied upon five (5) days
prior written notice to Customer, in the event that any sums or monies due or payable pursuant to this Agreement are not paid when due or in the event
that additions, alterations, repairs or adjustments are made to the system or equipment without Daikin Applied's prior approval; (iii) by either party, in
the event that the other party commits any other material breach of this Agreement and such breach remains uncured for ten (10) business days, after
written notice thereof. If a Maintenance Agreement is terminated for any reason, other than a material breach by Daikin Applied, Customer shall pay,
in addition to all sums currently due and owing, the entire remaining balance due for the term of the Maintenance Agreement, or an amount equal to
time and materials expended for the year, whichever is less. Notices required hereunder shall be sent via Certified U.S. Mail, Return Receipt Requested
and provided that such notice is postmarked by the required date, such notice shall be deemed properly given.
7.
Unless Customer provides appropriate documentation of tax exemption, Customer shall pay Daikin Applied, in addition to the contract price, the amount
of all excise, sales, use, privilege, occupation or other similar taxes imposed by the United States Government or any other National, State or Local
Government, which Daikin Applied is required to pay in connection with the services or materials furnished hereunder. Customer shall promptly pay
invoices within 30 days of receipt. Should payment become more than 30 days delinquent, Daikin Applied may stop all work under this Agreement or
terminate this Agreement as provided in the next paragraph.
8.
Any and all costs, fees and expenses arising from or incurred in anticipation of any federal, state, county, local or administrative statute, Jaw, rule,
regulation or ordinance (collectively "Governmental Regulations") directly or indirectly requiring that refrigerant 'other than the type of refrigerant
currently being utilized in connection with the equipment subject to this Agreement be used, shall be borne -solely by Customer. 'In this reg~rd, Daikin
Applied shall not be required to bear any expense in connection with the modification, removal, replacement or disposal of any refrigerant in response
to any Governmental Regulation designed to reduce or eliminate the alleged environmental hazards associated with the refrigerant.
9.
The contract price stated herein is predicated on the fact that all work will be done during regular working hours of regular working days unless otherwise
specified. lffor any reason Customer requests that work be performed other than during regular working hours or outside the scope ·of services specified
hereunder, Customer agrees to pay Daikin Applied any additional charges arising from such additional services, including but not limited to premium
pay, special freight or other fees or costs associated therewith.
10. Customer shall be responsible for all costs, expenses, damages, fines, penalties, claims and liabilities associated with or incu~red in connection with any
hazardous materials or substances, including but not limited to asbestos, upon, beneath, about or inside Customer's equipment or property. Title to,
ownership of, and legal responsibility and liability for any and all such hazardous materials or substances, shall at all times remain with Customer.
Customer shall be responsible for the removal, handling and disposal of all hazardous materials and substances in accordance with all applicable
Governmental Regulations. Customer shall defend, indemnify, reimburse and hold harmless Daikin Applied and its officers, directors, agents, ·and
employees from and against any and all claims, damages, costs, expenses, liabilities, actions, suits, fines and penalties (including without limitation,
attorneys' fees and expenses) suffered or incurred by any such indemnified parties, based upon, arising out of or in any way relating to exposure to,
handling of, or fees and expenses) suffered or incurred by any such indemnified parties, based upon, arising out of or in any way relating to exposure to,
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12.

13.

14.

15.

16.

17.

18.

'
handling of, or disposal of any hazardous materials or substances, including but not limited
to asbestos, in connection with the services performed
hereunder. Daikin Applied shall have the right to suspend its work at no penalty to Daikin Applied until such products or materials and the resultant
hazards are removed. The time for completion of the work shall be extended to the extent caused by the suspension and the contract price equitably
adjusted. Daikin Applied reserves the right to engage others in a subcontractor status to perform the work hereunder.
Customer agrees to provide Daikin Applied personnel with the usual required utilities (water, electricity, compressed air, etc.) and special tools and
equipment normally used for such services unless restricted specifically in the quote. Customer agrees to ensure that sufficient service access space is
provided. Daikin Applied shall not be held liable for failure or damage to any equipment caused by power interruptions, single phasing, phase reversal,
low voltage, or other deficiencies beyond the control of Daikin Applied.
This agreement does not include responsibility for design of the system (unless specifically included), obsolescence, electrical power failures, low voltage,
burned-out main or branch fuses, low water pressure, vandalism, misuse or abuse of the system(s) by others (including the Customer), negligence of the
system by others (including the Customer), failure of the Customer to properly operate the system(s), or other causes beyond the control of Daikin
Applied.
In the event that Daikin Applied is required to make any repairs and/or replacements or emergency calls occasioned by the improper operation of the
equipment covered hereby, or any cause beyond Daikin Applied's control, Customer shall pay Daikin Applied for the charges incurred in making such
repairs and/or replacements or emergency calls in accordance with the current established Daikin Applied rates for performing such services.
Daikin Applied shall not in any event be liable for failure to perform or for delay in performance due to fire, flood, strike or other labor difficulty, act of
God, act of any Governmental Authority or of Customer, riot, war, embargo, fuel or energy shortage, wrecks or delay in transportation, inability to obtain
necessary labor, materials, or equipment from usual sources, or due to any cause beyond its reasonable control. In the event of delay in performance
due to any such cause, the date of delivery or time of completion will be extended by a period of time reasonably necessary to overcome the effect of
such delay. If the materials or equipment included in this Proposal become temporarily or permanently unavailable for reasons beyond the control of
Daikin Applied, Daikin Applied shall be excused from furnishing said materials or equipment and be reimbursed for the difference between cost of
materials or equipment unavailable and the cost of an available reasonable substitute.
Daikin Applied shall not in any event be liable to the Customer or to third parties for any incidental, consequential, indirect or special damages, including
but not limited to, loss of production, loss of use or loss of profits or revenue arising from any cause whatsoever including, but not limited to any delay,
act, error or omission of Daikin Applied. In no event will Daikin Applied's liability for direct or compensatory damages exceed the payment received by
Daikin Applied from customer under the instant agreement.
Daikin Applied extends the manufacturer's warranties on all parts and materials and warrants labor to meet industry standards for a period of thirty (30)
days from the date performed, unless a longer duration is expressly stated elsewhere in this Agreement. Daikin Applied expressly limits its warranty on
Customer's Equipment to cover only that portion of Equipment which had specific Services done by Daikin Applied. These warranties do not extend to
any Equipment or service which has been repaired by others, abused, altered, or misused, or which has not been properly maintained. THESE
WARRANTIES ARE IN LIEU OF ALL OTHER WARRANTIES, EXPRESSED OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, THOSE OF MERCHANTABILITY AND
FITNESS FOR SPECIFIC PURPOSE, WHICH ARE HEREBY SPECIFICALLY DISCLAIMED.
Each of us agrees that we are responsible for any injury, loss, or damage caused by any negligence or deliberate misconduct of our employees or
employees of our subcontractors. If any of our employees or those of our subcontractors, cause any injury, loss or damage in connection with performing
their duties under this agreement, the responsible party will pay for all costs, damages, and expenses, which arise. Each of us agrees to defend and hold
harmless the other party, its officers, directors and employees, from and against all claims, damages, losses and expenses, including but not limited to
attorney's fees and court costs, arising out of or resulting from the performance of work hereunder, to the extent that such claim, damage, loss, or
expense is caused by an active or passive act or omission of the indemnifying party or anyone directly or indirectly employed by that party, or anyone
for whose acts that party may be liable.
This Agreement shall be binding upon and inure to the benefit of each party's respective successors, assigns and affiliates. This Agreement is governed
by and construed in accordance with the laws of the State of Minnesota.
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IN
A Proven Partner

Our customers count on Daikin Applied to design and manufacture technologically advanced
commercial HVAC systems that deliver the highest efficiency and solutions that extend the life
their building systems.

Our Company
Daikin Applied is a wholly owned subsidiary of Daikin Industries, Ltd. the largest air conditioning
manufacturer in the world. Product innovation is a hallmark at Daikin Applied. Customers rely on
products like Magnitude® magnetic bearing chillers, Pathfinder® air cooled chillers, Rebel®
rooftop units, SmartSource® water source heat pumps, and Modular Central Plants for
exceptional efficiency, reliability, and sustainability.

Our Values
Quality and comfortable air is central to our lives - at work and at play. We strive to improve
Indoor Environmental Air Quality in the buildings we serve. Quality people delivering quality
products. From concept and design through production and delivery we are committed to
making the products you receive a reliable component of your building system.
We continue to challenge ourselves to develop new technologies that minimize energy usages
and maximize comfort. Across Daikin, we believe little efforts that individuals can make to
protect the environment can add up to big things.

Locations
Daikin Applied has more than six million square feet of manufacturing facilities at 12 plants on
three continents. We have locations with more than 5,000 dedicated employees around the
world. All our manufacturing facilities in the United States are ISO 9001 certified. For more
information, visit www.DaikinApplied.com.
The award-winning Daikin Applied Development Center, at our headquarters in Plymouth,
. Minnesota, is the world's most advanced facility for HVAC research and development. Every day
our people work to develop HVAC technologies that reduce energy consumption and the carbon
footprint of the buildings where they will be used.
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Service Capabilities
Extend the life of your equipment with Daikin Comprehensive Care™
Keep your building's HVAC system running at its best with world-class Daikin Comprehensive Care
programs. Daikin Comprehensive Care programs and can save you money on energy and repair costs by
optimizing system performance, reducing the number of unexpected breakdowns, and minimizing
downtime for repairs. Plus, Daikin Comprehensive Care programs can be tailored to fit your unique .
building needs and budget.
•

Comprehensive maintenance agreements

•

Planned inspections

•

System upgrades

•

Equipment replacement

•

Chiller rentals

Quality repair service you can count on
When something breaks, count on Daikin's service professionals to be there when you need us.
Available 24/7 /365, our factory trained technicians have extensive knowledge of HVAC systems and
controls to perform maintenance and repairs in your building. We arm our technicians with the
technology and skills to quickly diagnose and repair your equipment -whatever the make or model our mission is to fix it right the first time.

Safety... never compromised
Safety is a core value across our business. Daikin is committed to protecting the health and safety of our
employees, customers, and the public.

At the jobsite - training, knowledge, awareness
All service supervisors are OSHA 30 hr certified and technicians must complete the Daikin Applied
Service Safety Management Program which includes monthly OSHA compliant safety training,
toolbox safety, and auditing. Before starting work, a Job Hazard Analysis assessment is
completed. Personnel are equipped with Personal Protective Equipment that include NFPA-70E
compliant fire rated uniforms and Arc flash for electrical tasks.

Environmental
Our technicians are fully trained in the proper handling and recovery of refrigerants to comply
with EPA Clean Air Act regulations during service, repair, or disposal of air conditioning
equipment.

With Daikin Applied Comprehensive Care Programs, you can expect
•

Preferred service scheduling - Daikin Comprehensive Care Program customers receive priority service

•

Regularly scheduled maintenance or inspection - Optimized operation and reduced repair costs

•

System monitoring reports - Designed to keep you aware of potential repairs or suggested upgrades

•

Technical support - Backed by Daikin design and manufacturing expertise

•

Operational instruction - Factory trained technicians are available to instruct your staff on-site
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Daikin Care Plan - Scope of Services

Thank you for selecting Daikin Applied service to care for your building's system. Our factory-trained
service personnel have the knowledge and experience to deliver the best support available. Daikin
Applied is pleased to offer the Daikin Care Plan proposal for your consideration.
Scope of Work

Daikin Applied would like to offer a seasonal maintenance plan to the St. Clair County Commission. By
allowing preventative service of the St. Clair County Courthouse, stakeholders will be able to minimize
critical system failures caused by issues like high static pressure, low refrigerant charge, and
undiagnosed mechanical failures. The maintenance plan consist off, but not limited to:
•
•
•
•
•
•
•

Daikin Service Champions will be managing your maintenance plan.
Maintenance trips every 6 months with emergency D-Net responses.
Changing filters and cleaning coils for the fan coil units. Set priority on the worse ones first.
Customer to supply filters.
We will respond to emergency alarms E,L, U and J's during normal business hours. All other
alarms will be determined. 24/7 service is available but not included in the agreement.
Check for clear condensate lines on each unit.
Check for refrigerant charge in each system.
Check for any noticeable mechanical failure on each system.

Notes:

This agreement is for a 3 year period. It has a 3% cost of living increase built in after the first year.

1.
2.
3.

$10,108.00 First Year
$10,411.24 Second Year
$10,723.58 Third Year

Program Overview
The owner is requesting a preventive maintenance program which will provide routine inspection and
maintenance of the covered equipment. Timely inspections can minimize or prevent unscheduled downtime by detecting deficiencies early. Scheduled factory recommended maintenance will ensure efficient
operation and maximum equipment life. Repairs by trained technicians keep the equipment operating
to specification.
Owner operator knowledge is a key component of any maintenance program. During equipment
inspections, Daikin Applied recommends owner participation to help them learn proper equipment
operation and early problem recognition that can minimize service outages and increase satisfaction.

Personnel
Daikin Applied will perform all services using factory-trained technicians who specialize in HVAC,
refrigeration and electronic system maintenance and repair service.
©2019 Daikin Applied
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Emergency Service Response
Emergency service is available on a 7-day, 24 hour basis. For scheduled service and repairs covered
under this agreement and performed at the Customer's request outside of normal working hours, the
Customer agrees to pay the difference between the prevailing standard billing rate and the prevailing
overtime rate.

Equipment Repair
Daikin Applied will perform all services during its regular working hours unless otherwise specified. Any
services requested or agreed to by Customer that are outside the Scope of Services will be performed by
Daikin Applied at an additional cost. Daikin Applied will invoice such services at a special service and
repair billing rate at Company's published labor rate for the service area.

Standard Inclusions:
The agreement includes travel to and from the site, preventative maintenance materials, and any trips
to supply houses to procure materials. The customer will receive a written. report for the inspection or ·
services provided. For specific activities associated with the equipment covered under the agreement,
reference the preventative maintenance activities section.
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I
Standard Exclusions:
•

All work to be performed during 'normal working hours'.

•

Any and all recommended/required repairs to be quoted separately.

•

Chemical (acid) cleaning of tubes, if required, is not included

Equipment Schedule
Equipment Type
VRV - Variable Refrigerant

Qty
6

Volume Units

Site

Manufacturer/Model/Serial

Annual

Operational

Startup

Shutdown

Court

DAIKIN AC

1

1

a

a

House,
St. Clair

Equipment Programs and Emergency Coverage
Equipment Type
VRV - Variable Refrigerant
Volume Units

©2019 Daikin Applied

Qty
6

Site

Manufacturer/Model/Serial

Program

Emergency Coverage

Court
House,
St. Clair

DAIKIN AC

Inspection

Normal Business
Hours

Page

I7

Maintenance Agreement
Proposal #: Q-00026983
Michael Adams

St. Clair County Commission April 9, 2019
Attachment #6A Page 8 of 14

Pricing and Acceptance
Feel free to contact me if you have any questions or concerns regarding the information contained in
this Daikin Care Maintenance Agreement. If you would like us to proceed with the solution presented
above, sign the acceptance line below (including PO# if applicable) and return a copy so that we can
begin to mobilize our efforts to complete services as quickly as possible. We appreciate the opportunity
to provide you with this solution and look forward to working with you on this and servicing your needs
in the future.

Emergency Coverage: Emergency coverage is included during normal working hours and available on
a time and material basis outside the covered hours.

Duration:
This agreement shall remain in effect for an initial term of 3 year(s} beginning on 5/1/2019 (the
"Effective Date"). Either party may terminate this agreement at any time upon 30 days written notice to
the other.
This proposal is valid for: 90 Days

Payment wi/1 be In Arrears as follows: on the last day of each Semi-Annual beginning on 5/1/2019 the
(Effective Date) of this agreement, Daikin Applied wi/1 provide an invoice in the amount of $5,054.00 and
wi/1 be due upon receipt.

This Agreement is subject to Customer's acceptance of the attached Daikin Applied Terms and
Conditions.
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IICIIV
Investment Amount and Billing Terms:
Investment for Daikin Care Plan - Maintenance Agreement is:

$10,108.00 Ten Thousand, One Hundred Eight dollars and Zero cents
*Price does not include applicable sales tax

Pricing and acceptance are based upon the Terms and Conditions which are attached.

Sandra Wolfe
ST. CLAIR COUNTY COMMISSION

Site Address:
100 6TH AVE
ASHVILLE, Alabama, 35953
United States

Accepted by:

Approved by:

Benjamin Marcrum

fuu\ ~oS\f\\~

~~-.----

(Prin.tt ~
F I Legal N~me~~n_A_pplied Representative)

(Print Full Legal Name of Cu~

~
(Signature)

,G)?,"··-

¥ ~

(Signataj

/

District Manager
(Title)

(Title)

L\ - O\~ \

ct

04/08/2019
Date:

Date:

Proposal #: Q-00026983
Note: This Agreement is subject to final approval by Daikin Applied.
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Inspection Agreement
1.

Daikin Applied agrees to:
a)

Furnish its Inspection Service during normal working hours, unless otherwise specified on page 1 herein,
on the Equipment, in accordance with the Assured Maintenance Agreement Service Program(s) at the
price stated herein and subject to the terms and conditions set forth herein.

b)

Provide a written report to the Customer about the condition of the Equipment and any
recommendations for necessary repairs or enhancements to maintain capacity, reliability, and
efficiency.

c)

2.

Instruct the person(s) responsible for Equipment operation and familiarize them with normal operation.

Customer agrees to:
a)

Designate a representative in its employ to receive instructions in the operation of the Equipment. Such
representative shall have authority to carry out recommendations received from Daikin Applied in
conjunction with the performance of this Agreement.

b)

Allow Daikin Applied to start and stop the Equipment in order to perform services specified in this
Agreement.

c)

Operate the Equipment in accordance with Daikin Applied instruction and to notify Daikin Applied

d)

Provide reasonable means of access to the Equipment and building.

promptly of any change in the usual operating conditions.
e)

Employ only Daikin Applied personnel or persons authorized by Daikin Applied to perform all work on
the Equipment, except for operation of same.

3.

It is understood that, except to the extent otherwise provided in the Assured Maintenance
Agreement Equipment Schedule, the services and maintenance provided for herein includes only
those items listed herein. It does not, for example, include any of the following:
a)

Normal daily and weekend functions of stopping/starting the Equipment covered hereunder.

b)

The maintenance of space conditions or system performance.

c)

The changing or cleaning of air filters.

d)

Piping or ductwork.

e)

Damage due to freezing weather.

f)

Water treatment.

g)

Corrosion or erosion damage to water and/or air side of Equipment (for example, but not limited to the
following: tube bundles, heat exchangers, structural supports, and coils.)

h)

Disconnect switches, fuses and circuit breakers.

i)

Portable recorders

j)

Complementary equipment (for example, but not limited to the following: cabinets, fixtures, water
boxes, water supply lines and drain lines, and painting for appearance).

k)

Boiler shell, tubes, and refractory material.

I)

Replacement of complete unit.

m)

Any items of equipment that are recommended or required by Insurance Companies, Government,
State, Municipal or other authorities.
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Activities Section & Tasking List

Presented below are the tasks to be performed by type of equipment covered in the equipment
schedule. Note: asterisk

* indicates the specific task will be performed only if applicable to the specific

piece of equipment.
VRV - Variable Refrigerant Volume Units
Manufacturer/Model/Serial:
Annual Inspection:
•

Check in with facility maintenance manager to discuss any operating issues or deficiencies.

Indoor Unit - Annual Inspection:
•

Tighten all starter, motor, and control connections.

•

Visually inspect condition for wear and pitting.

•

Check unit for proper operation, interlocks, controls, and excessive noise or vibration.

•

Inspect air filters and/or media. Replace or clean if part of the service agreement. *

•

Verify operation of the air side.

•

Verify unit thermostat controller operates properly.

•

Verify all fans operate properly in response to controllers.

•

Check operating temperatures and superheat for each indoor unit by VRV service checker.

•

Check actuators (EEV, thermistors) operation by VRV service checker.

•

Clean primary and secondary drain pan. Performed after business hours depending on the application.

•

Clean P trap and blow drain system with nitrogen.

•

Verify proper water drainage through condensate piping system.

•

Install anti-microbial tablet(s) in condensate pan. *

•

Check condensate pump operation.*

•

Review services performed and report any uncorrected deficiencies to facility maintenance manager.

Outdoor unit - Annual Inspection:
•

Tighten all starter, motor, and control connections.

•

Visually inspect condition of starter contacts and overloads for wear, pitting, and any signs of
overheating.

•

Check unit for proper operation, interlocks, controls, and excessive noise or vibration.

•

Check insulation condition for compressors, fan motors and solenoid valve coils by SOOV megger tester.

•

Verify operation of the air side.

•

Measure voltage and amperages and check voltage imbalance.

•

Check operating temperatures, superheat & refrigerant pressure of unit by VRV service checker after
20 min from compressor operation started.

•

Check actuators (EEVs, solenoid valves, crankcase heaters and inverter frequency) operation by VRV
service checker after 20 min from compressor operation started.

•

Brush clean outdoor unit heat exchanger coil.

•

Check external interlocks for proper operation. *

Operational Inspection:
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•

Check in with facility maintenance manager to discuss any operating issues or deficiencies.

Indoor Unit - Operation Inspection:
•

Visually inspect condition for wear and pitting.

•

Inspect air filters and/or media. Replace or clean if part of the service agreement. *

•

Verify operation of the air side.

•

Verify unit thermostat controller operates properly.

•

Verify all fans operate properly in response to controllers.

•

Check operating temperatures and superheat for each indoor unit by VRV service checker.

•

Check actuators (EEV, thermistors) operation by VRV service checker.

•

Install anti-microbial tablet(s) in condensate pan.

•

Review services performed and report any uncorrected deficiencies to facility maintenance manager.

*

Coils Services:
•

Clean indoor unit coil.
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DAIKIN APPLIED AMERICAS INC.
TERMS & CONDITIONS
1.

This Standard Service Proposal or Maintenance Agreement (hereinafter sometimes referenced as "Agreement"), upon acceptance
by the Customer, is made solely on the terms and conditions hereof, notwithstanding any additional or conflicting conditions that
may be contained in any purchase order or other form of Customer, all of which additional or conflicting terms and conditions are
hereby rejected by Daikin Applied. Further, you acknowledge and agree that any purchase order issued by you in accordance with
this Agreement will only establish payment authority for your internal accounting purposes. Any such purchase order will not be
considered by us to be a counteroffer, amendment, modification, or other revision to the terms of this agreement. No waiver,
alteration or modification of the terms and conditions herein shall be valid unless made in writing and signed by an authorized
representative of Daikin Applied.
2.
This Maintenance Agreement or Standard Service Proposal is subject to acceptance by the Customer within 30 days from date show
on the quote, unless specified otherwise. Prices quoted are for services, labor, and material as specified in this Proposal. If
acceptance of this Maintenance Agreement or Standard Service Proposal is delayed or modified, prices are subject to adjustment.
3.
Terms of payment are subject at all times to prior approval of Daikin Applied's credit department. Terms of payment are net due
upon receipt of invoice unless previously otherwise agreed in writing. Should payment become more than 30 days delinquent,
Daikin Applied may stop all work under this Agreement or terminate this Agreement with five (5) days written notice to Customer.
Daikin Applied reserves the right to add to any account outstanding more than 30 days interest at 1 ~% per month or the highest
rate allowed by law. In the event of default in payment, Customer agrees to pay all costs of collection incurred by Daikin Applied
including, but not limited to, collection agency fees, attorney fees and court costs. Additional services may be performed upon
request at a price to be determined, subject to these Terms and Conditions.
4.
In the event that Daikin Applied determines, during the first thirty (30) days of any Maintenance Agreement or upon seasonal startup (discovery period) that any equipment covered under this Agreement in need of repair and/or replacement, Daikin Applied shall
inform Customer of the equipment condition and remedy. Daikin Applied shall not be responsible for the present or future repair
and/or replacement or operability of any specific equipment; until such time as the equipment is brought up to an acceptable
condition or the Customer removes the unacceptable system(s), component(s), or part(s) from this contract.
5.
Any Maintenance Agreement price is subject to adjustment once each calendar year, effective on the anniversary date, for changes
in labor, subcontractor and material costs. If such adjustment is not expressly set forth in the Maintenance Agreement, the
customer shall receive forty-five (45) days prior written notice of such adjustment. Customer's payment of an invoice with an
adjusted price shall be Customer's acceptance of the price adjustment so long as such invoice reflects the price adjustment expressly
set forth in the Maintenance Agreement or set forth in the notice of adjustment.
6.
A Maintenance Agreement may be terminated: (i) by either party upon the anniversary date hereof; provided however, that written
notice of such termination must be given to the non-terminating party at least thirty (30) days prior to the anniversary date; (ii) by
Daikin Applied upon five (5) days prior written notice to Customer, in the event that any sums or monies due or payable pursuant
to this Agreement are not paid when due or in the event that additions, alterations, repairs or adjustments are made to the system
or equipment without Daikin Applied's prior approval; (iii) by either party, in the event that the other party commits any other
material breach of this Agreement and such breach remains uncured for ten (10) business days, after written notice thereof. If a
Maintenance Agreement is terminated for any reason, other than a material breach by Daikin Applied, Customer shall pay, in
addition to all sums currently due and owing, the entire remaining balance due for the term of the Maintenance Agreement, or an
amount equal to time and materials expended for the year, whichever is less. Notices required hereunder shall be sent via Certified
U.S. Mail, Return Receipt Requested and provided that such notice is postmarked by the required date, such notice shall be deemed
properly given.
7.
Unless Customer provides appropriate documentation of tax exemption, Customer shall pay Daikin Applied, in addition to the
contract price, the amount of all excise, sales, use, privilege, occupation or other similar taxes imposed by the United States
Government or any other National, State or Local Government, which Daikin Applied is required to pay in connection with the
services or materials furnished hereunder. Customer shall promptly pay invoices within 30 days of receipt. Should payment become
more than 30 days delinquent, Daikin Applied may stop all work under this Agreement or terminate this Agreement as provided in
the next paragraph.
8.
Any and all costs, fees and expenses arising from or incurred in anticipation of any federal, state, county, local or administrative
statute, law, rule, regulation or ordinance (collectively "Governmental Regulations") directly or indirectly requiring that refrigerant
other than the type of refrigerant currently being utilized in connection with the equipment subject to this Agreement be used,
shall be borne solely by Customer. In.this regard, Daikin Applied shall not be required to bear any expense in connection with the
modification, removal, replacement or disposal of any refrigerant in response to any Governmental Regulation designed to reduce
or eliminate the alleged environmental hazards associated with the refrigerant.
9.
The contract price stated herein is predicated on the fact that all work will be done during regular working hours of regular working
days unless otherwise specified. If for any reason Customer requests that work be performed other than during regular working
hours or outside the scope of services specified hereunder, Customer agrees to pay Daikin Applied any additional charges arising
from such additional services, including but not limited to premium pay, special freight or other fees or costs associated therewith.
10. Customer shall be responsible for all costs, expenses, damages, fines, penalties, claims and liabilities associated with or incurred in
connection with any hazardous materials or substances, including but not limited to asbestos, upon, beneath, about or inside
Customer's equipment or property. Title to, ownership of, and legal responsibility and liability for any and all such hazardous
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15.

16.

17.

18.

materials or substances, shall at all times remain with Customer. Customer shall be responsible for the removal, handling and
disposal of all hazardous materials and substances in accordance with all applicable Governmental Regulations. Customer shall
defend, indemnify, reimburse and hold harmless Daikin Applied and its officers, directors, agents, and employees from and against
any and all claims, damages, costs, expenses, liabilities, actions, suits, fines and penalties (including without limitation, attorneys'
fees and expenses) suffered or incurred by any such indemnified parties, based upon, arising out of or in any way relating to
exposure to, handling of, or fees and expenses) suffered or incurred by any such indemnified parties, based upon, arising out of or
in any way relating to exposure to, handling of, or disposal of any hazardous materials or substances, including but not limited to
asbestos, in connection with the services performed hereunder. Daikin Applied shall have the right to suspend its work at no penalty
to Daikin Applied until such products or materials and the resultant hazards are removed. The time for completion of the work shall
be extended to the extent caused by the suspension and the contract price equitably adjusted. Daikin Applied reserves the right to
engage others in a subcontractor status to perform the work hereunder.
Customer agrees to provide Daikin Applied personnel with the usual required utilities (water, electricity, compressed air, etc.) and
special tools and equipment normally used for such services unless restricted specifically in the quote. Customer agrees to ensure
that sufficient service access space is provided. Daikin Applied shall not be held liable for failure or damage to any equipment
caused by power interruptions, single phasing, phase reversal, low voltage, or other deficiencies beyond the control of Daikin
Applied.
This agreement does not include responsibility for design of the system (unless specifically included), obsolescence, electrical power
failures, low voltage, burned-out main or branch fuses, low water pressure, vandalism, misuse or abuse of the system(s) by others
(including the Customer), negligence of the system by others (including the Customer), failure of the Customer to properly operate
the system(s), or other causes beyond the control of Daikin Applied.
In the eventthat Daikin Applied is required to make any repairs and/or replacements or emergency calls occasioned by the improper
operation of the equipment covered hereby, or any cause beyond Daikin Applied's control, Customer shall pay Daikin Applied for
the charges incurred in making such repairs and/or replacements or emergency calls in accordance with the current established
Daikin Applied rates for performing such services.
Daikin Applied shall not in any event be liable for failure to perform or for delay in performance due to fire, flood, strike or other
labor difficulty, act of God, act of any Governmental Authority or of Customer, riot, war, embargo, fuel or energy shortage, wrecks
or delay in transportation, inability to obtain necessary labor, materials, or equipment from usual sources, or due to any cause
beyond its reasonable control. In the event of delay in performance due to any such cause, the date of delivery or time of
completion will be extended by a period of time reasonably necessary to overcome the effect of such delay. If the materials or
equipment included in this Proposal become temporarily or permanently unavailable for reasons beyond the control of Daikin
Applied, Daikin Applied shall be excused from furnishing said materials or equipment and be reimbursed for the difference between
cost of materials or equipment unavailable and the cost of an available reasonable substitute.
Daikin Applied shall not in any event be liable to the Customer orto third parties for any incidental, consequential, indirect or special
damages, including but not limited to, loss of production, loss of use or loss of profits or revenue arising from any cause whatsoever
including, but not limited to any delay, act, error or omission of Daikin Applied. In no event will Daikin Applied's liability for direct
or compensatory damages exceed the payment received by Daikin Applied from customer under the instant agreement.
Daikin Applied extends the manufacturer's warranties on all parts and materials and warrants labor to meet industry standards for
a period of thirty (30) days from the date performed, unless a longer duration is expressly stated elsewhere in this Agreement.
Daikin Applied expressly limits its warranty on Customer's Equipment to cover only that portion of Equipment which had specific
Services done by Daikin Applied. These warranties do not extend to any Equipment or service which has been repaired by others,
abused, altered, or misused, or which has not been properly maintained. THESE WARRANTIES ARE IN LIEU OF ALL OTHER
WARRANTIES, EXPRESSED OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, THOSE OF MERCHANTABILITY AND FITNESS FOR SPECIFIC
PURPOSE, WHICH ARE HEREBY SPECIFICALLY DISCLAIMED.
Each of us agrees that we are responsible for any injury, loss, or damage caused by any negligence or deliberate misconduct of our
employees or employees of our subcontractors. If any of our employees or those of our subcontractors, cause any injury, loss or
damage in connection with performing their duties under this agreement, the responsible party will pay for all costs, damages, and
expenses, which arise. Each of us agrees to defend and hold harmless the other party, its officers, directors and employees, from
and against all claims, damages, losses and expenses, including but not limited to attorney's fees and court costs, arising out of or
resulting from the performance of work hereunder, to the extent that such claim, damage, loss, or expense is caused by an active
or passive act or omission of the indemnifying party or anyone directly or indirectly employed by that party, or anyone for whose
acts that party may be liable.
This Agreement shall be binding upon and inure to the benefit of each party's respective successors, assigns and affiliates. This
Agreement is governed by and construed in accordance with the laws of the State of Minnesota.
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PROCLAMATION

WHEREAS, April 11, 2019 marks the 51 st Anniversary of the passage of the

United States Fair Housing Law, Title VIU of the Civil Rights Act of 1968, which
enunciated a National Policy of fair housing without regard to race, color, religion, sex,
and national origin; and
WHEREAS, the effective implementation of the National Policy depends on
affirmative action at all levels of Government;
NOW, THEREFORE, the St. Clair County Commission, does hereby proclaim
the month of April 2019, as Fair Housing Month in recognition of the importance of fair
housing to our way of life, and I urge our citizens to obey the letter and the spirit of the
Fair Housing Law as an expression of the individual rights guaranteed by the United
States Constitution.

IN WITNESS WHEREOF, I have hereunto set my hand and caused the Seal of
the St. Clair County Commission affixed this the
day of April 2019.

l

;{k/ ~

l

Paul Manning, C ~
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10 Introductory Statement
This handbook is designed to acquaint you with St. Clair County and provide you with information about
working conditions, employee benefits, and some of the policies affecting your employment. These
policies, procedures, and rules are effective with the date of their adoption and are applicable until changed
by the St. Clair County Commission. This handbook supersedes all past written or verbal, expressed or
implied, handbooks or policies addressed within this handbook. Nothing in this handbook shall be
considered to be a guarantee of continued employment, nor is this handbook a contract of employment,
either express or implied.
You should read, understand, and comply with all provisions of the handbook. It describes many of your
responsibilities as an employee and outlines the programs developed by the County to benefit employees.
The benefits of employment with St. Clair County also carry certain obligations. The object of a job in the
public service is just that, SERVICE TO THE PUBLIC. This requires a courteous manner, impartiality,
and a desire to be helpful to the public beyond the mere essentials of your daily tasks. Good public service
also requires an interest in your work, loyalty to your office and department, and pride in your contribution
to St. Clair County.
County employees are expected to be good citizens, supporting and upholding all laws within their local
jurisdiction as well as State and National boundaries.
No employee handbook can anticipate every circumstance or question about policy, and this handbook is
not intended to be comprehensive or to address all the possible applications of, or exceptions to, the general
policies and procedures contained in the handbook. As the County continues to grow, the need may arise
and the County reserves the right to revise, supplement, or rescind any policy or portion of the handbook
from time to time as it deems appropriate, with or without prior notice.
Employees will be notified of such changes to the handbook as they occur.
Changes become effective upon approval by the St. Clair County Commission. Such changes shall in no
case affect benefits earned prior to the change but may affect benefits and other conditions of employment
from the date of the change forward.
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20 Orientation of New Employees
Orientation of new employees is the responsibility of the Appointing Authority or supervisor to whom
the employees are assigned and shall include:
1. Making sure the proper in-processing is completed in the Personnel Department.
2. Presenting detailed explanations of fringe benefits and policies in which work

relationships, work habits, and safety are stressed and policies which affect the
employee are discussed.
3. The employee's performance and progress during the probationary period shall be monitored and

recorded by the supervisor for use in evaluating the employee's work performance during and at the
completion of the probationary period.

30 Description of Terms Used in This Handbook
Appointing Authority:

Elected or appointed officials of St. Clair County who have the authority to hire, employ, and dismiss
employees affected by these policies and procedures according to the provisions of State Act No. 808
(1961) and Act No.1728 (1971).
Supervisor:

Elected officials and any other designated personnel in supervisory positions.
Personnel Department:

Department located within the County Commission office, which is responsible for the proper
functioning of the St. Clair County Personnel System.
Personnel Officer:

The St. Clair County Commission is hereby authorized to appoint a Personnel Officer who is responsible
for monitoring the day to day operation of the County Personnel System and for recommending changes
to the Commission.
The Personnel Officer's duties specifically include:
1. Administering all provisions of the St. Clair County Personnel System as

established by these policies and procedures;
2. Preparing and maintaining required personnel records in accordance with

applicable laws;
3. Providing assistance to the County Commission, other elected officials, and

employees as needed.
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The County Commission may call upon the County's attorney to render such legal services to the
Commission as it may deem necessary or advisable.
Equal Employment Opportunity Officer:
An EEO officer shall be designated by the County Commission, and shall receive complaints of
discrimination, which cannot be resolved by the Employee Grievance procedure as outlined in Section
112 of this handbook.
Regular Employment Classification:
Those regular full-time and regular part-time employees who have successfully completed the
probationary period of one hundred eighty (180) calendar days after the date of hire.

40 St. Clair County Departments and Divisions Defined
Department:

County Commission

Department Head:
Divisions:

Department:

Divisions:

Emergency Management
E-911 Administration

St. Clair County Probate Judge

Revenue Office

Department Head:
Divisions:

Department:

EMA Director

Probate Office

Department Head:
Department:

County Commission / Sales Tax Office
Building Maintenance / Animal Control
Tourism
License Inspection

Emergency Response

Department Head:

Department:

County Administrator

St. Clair County Revenue Commissioner
Revenue Commission Office
Tax Reappraisal

Public Transportation

Department Head:
Divisions:

St. Clair County Public Transportation Director
Administration
Operations
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Department:

Road Department
I

Department Head:

St. Clair County Engineer

Department: Technology Department
Department Head:
Department:

St. Clair County Information Technology Director

Sheriff*

Department Head:
Divisions:

St. Clair County Sheriff
Sheriff's Department
St. Clair County Jails
Central Dispatch

Juvenile Detention Officers work at the discretion and under the supervision of the District Court
Judge.

* The Sheriff is an employee of the State of Alabama and the employees working in the Sheriff's
Department are employees of the Sheriff and not St. Clair County.

101 Nature of Employment
This handbook is intended to provide employees with a general understanding of our personnel policies.
Employees are encouraged to familiarize themselves with the contents of this handbook, for it will answer
many common questions concerning employment with the County.
However, this handbook cannot anticipate every situation or answer every question about employment. It
is not an employment contract and is not intended to create contractual obligations of any kind.
Employment with the County is considered "at-will employment," voluntarily entered into, and the
employee is free to resign at any time, with or without cause or advance notice. Similarly, the County may
terminate the employment relationship with or without cause or advance notice.

102 Employee Relations
The County believes that the work conditions, wages, and benefits it offers to its employees are
competitive with those offered by other employers in this area and in this industry. If employees have
concerns about work conditions or compensation, they are strongly encouraged to voice these concerns
openly and directly to their supervisors.
Our experience has shown that when employees deal openly and directly with supervisors, the work
environment can be excellent, communications can be clear, and attitudes can be positive. We believe that
the County amply demonstrates its commitment to employees by responding effectively to employee
concerns.
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103 Equal Employment Opportunity
l St. Clair County is an equal opportunity employer and shall not discriminate in any employment policy
or practice on the basis of age, sex, race, religion, color, national origin, marital status, or disability status,
except where age, sex, or disability shall constitute a bona fide occupational qualification.
2 In the event any employee, including probationary employees, has a complaint of discrimination
arising from an interpretation, application, or practice in any employment policy, rule or regulation of
the County, that employee may, without penalty or fear of reprisal, initiate a formal complaint as
follows:

(a)

Present the matter to his/her supervisor as provided in Grievance Procedure, Section 112. If
the supervisor is unavailable, or if the employee's grievance is against his immediate
supervisor, or the employee believes that it would be inappropriate to contact that person, the
employee should immediately contact the Appointing Authority or the St. Clair County
Commission Personnel Department. If not originally submitted in writing, a complainant
may be requested to put any complaint in writing and state the specific act(s) or
circumstance( s) of the alleged discrimination and the desired resolution in an effort to assist
the investigation of the complaint.

(b) If no satisfactory resolution is made of the complaint, the employee may, within ten (10)
calendar days of the decision concerning such discrimination, notify the person designated
by the County as the Equal Employment Opportunity Officer.
(c) The Equal Employment Opportunity Officer shall notify the employee of the address of the
appropriate state or federal office to pursue his/her claim.

104 A2e for Employment
Minimum age for employment with St. Clair County is 18 years of age with the exception of certain
designated youth programs.

105 Hirin2 of Relatives
The employment of relatives in the same area of an organization may cause serious conflicts and
problems with favoritism and employee morale. In addition to claims of partiality in treatment at work,
personal conflicts from outside the work environment can be carried into day-to-day working
relationships.
Two or more members of an immediate family may not be employed in the same Department within
the County Service. Departments are defined in Section 40 of this handbook. County departments,
even though divided by separate locations, are considered one department.
-7-
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Employees who were hired prior to the adoption of this policy shall not be affected.
For the purpose of this policy and all personnel policies contained in this handbook, IMMEDIATE
FAMILY is defined to include:
The EMPLOYEE'S: spouse, parent, child, brother or sister, grandchild, grandparent, uncle,
aunt, nephew, niece and spouse's child.
Notwithstanding anything herein, if the relationship is established after employment, the Appointing
Authority is authorized to terminate one of the individuals if a transfer to a different department cannot be
approved by another Appointing Authority. As it relates to this situation only and for purposes of this
provision exclusively (where an immediate familial relationship is established after employment of both
employees), the Appointing Authority may allow continued employment of related employees so long as
said affected employees are in separate Divisions as defined in Section 40 of this Handbook.

106 Employee Medical Examinations
To help assure that employees are able to perform their duties safely, medical examinations may be
required. These examinations may be required when a supervisor has a reasonable concern about an
employee's ability to perform the essential functions of their job in a safe and effective manner, e.g. after
an accident, after a period of sick leave, etc.
After an offer has been made to an applicant entering a designated job category or upon recall from layoff, a medical examination will be required at the employee's expense. The offer of employment and
assignment to duties is contingent upon satisfactory completion of the examination. Information on an
employee's medical condition or history will be kept separate from other employee information and
maintained confidentially. (See Section 801.)

107 Immi2ration Law Compliance
The County is committed to employing only United States citizens and aliens who are authorized to work
in the United States and does not unlawfully discriminate on the basis of citizenship or national origin.
In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition
of employment, must complete the Employment Eligibility Verification Form I-9 and present
documentation establishing identity and employment eligibility. Former employees who are rehired must
also complete the form if they have not completed an I-9 with the County within the past three years, or
if their previous I-9 is no longer retained or valid.
Employees with questions or seeking more information on immigration law issues are encouraged to
contact the Personnel Department. Employees may raise questions or complaints about immigration law
compliance without fear of reprisal.

108 Conflicts of Interest
Employees have an obligation to conduct business within guidelines that prohibit actual or potential
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conflicts of interest. This policy establishes only the framework within which the County wishes to
operate. The purpose of these guidelines is to provide general direction so that employees can seek further
clarification on issues related to the subject of acceptable standards of operation.
An actual or potential conflict of interest occurs when an employee is in a position to influence a decision
that may result in a personal gain for that employee or for a relative as a result of the County's business
dealings. For the purposes of this policy, a relative is defined in the same manner as defined in Section
105 of this handbook.
No "presumption of guilt" is created by the mere existence of a relationship with outside firms. However,
if an employee has any influence on transactions involving purchases, contracts, or leases, it is imperative
that he or she disclose to an officer of the County, as soon as possible, the existence of any actual or
potential conflict of interest so that safeguards can be established to protect all parties.
Personal gain may result not only in cases where an employee or relative has a significant ownership in a
firm with which the County does business, but also when an employee or relative receives any kickback,
bribe, substantial gift, or special consideration as a result of any transaction or business dealings involving
the County.
The materials, products, designs, plans, ideas, and data of the County are the property of the County and
should never be given to an outside firm or individual except through normal channels and with
appropriate authorization. Any improper transfer of material or disclosure of information, even though it
is not apparent that an employee has personally gained by such action, constitutes unacceptable conduct.
Any employee who participates in such a practice will be subject to disciplinary action, up to and including
possible termination of employment.

109 Outside Employment
Employees may hold outside jobs as long as they meet the performance standards of their job with the
County. All employees will be judged by the same performance standards, and will be subject to the
County's scheduling demands, regardless of any existing outside work requirements.
If the County determines that an employee's outside employment interferes with his or her job duties and
responsibilities with the County, or the ability to meet the requirements of the County as they are modified
from time to time, the employee may be asked to terminate the outside employment ifhe or she wishes to
remain employed with the County.
Outside employment that constitutes a conflict of interest is prohibited. Employees may not receive any
income or material gain from individuals outside the County for material produced or service rendered
while performing their jobs.

110 Supervisor's Responsibility
Supervisory personnel will strive for high standards of performance in their various departments and will
fairly and impartially implement disciplinary measures when necessary. Employees who do not meet
established standards will be disciplined in a just and expedient manner with respect to the rights of the
individual and the obligation of the County to serve its citizens.
-9-
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Supervisors at every level are expected to help ensure that a safe and healthful workplace is provided that
is free from serious recognized hazards and to help prevent loss, damage, and destruction of County
property.

111 Disciplinary Actions - "Due Process" Procedures
l General. The tenure of every employee in a classified service shall be conditional on the satisfactory
conduct of the employee and continued efficient performance of his or her assigned job duties and
responsibilities. Employees serving in a probationary period may be disciplined or dismissed by a
supervisor and/or Appointing Authority without right of appeal unless such employee had Regular status
in some other position. Employees will be disciplined for violation of established rules and regulations or
for any other reason deemed to be in the best interest of the service of St. Clair County and shall be
afforded "due process" and have the right of appeal if the employee is deprived of any protected property
right by the discipline.
No employee will be disciplined for any political activity, unless the same is conducted at work.
Each supervisor will try to determine why an employee failed to observe proper conduct and to initiate
corrective actions when appropriate.
All records of disciplinary action will be signed by the employee and the employee's supervisor prior to
inclusion in the employee's personnel file.

2 Types of Discipline. Progressive discipline is a system of administering more severe discipline if
undesirable behaviors are not corrected. The types of discipline are listed in order of severity, beginning
with the least severe type. However, the supervisor shall have the discretion to implement more severe
types of discipline as may be warranted, depending upon the severity and particular facts of the offense,
at the first need for discipline, up to and including dismissal.

w Verbal Counseling. Verbal counseling is a formal conversation between a supervisor and an
employee about a behavior and/or a performance problem. Both may offer suggestions in trying
to deal with the problem. To document the conversation, a written report must be prepared and
signed by the supervisor and employee to be submitted to the Personnel Officer for the inclusion
in the employee's personnel record .
.(Ql Written Warning. The report should state the reasons for the warning and that further
violations will result in additional disciplinary action which may include suspension without pay
or dismissal. The employee may offer comments and the report will be signed by the supervisor
and employee to be submitted to the Personnel Officer for inclusion in the employee's personnel
record .

.(£). Suspension With Pay. A suspension with pay is a disciplinary action in which an employee
is not allowed to report to work for a specific time period. Suspension with Pay shall be evidenced
by a report / writing advising of the reasons for the disciplinary action and the employee may offer
comments and the report will be signed by the supervisor and employee to be submitted to the
Personnel Officer for inclusion in the employee's personnel record.
@ Suspension Without Pay. A suspension without pay is a disciplinary action in which an
employee is not allowed to report to work for a specific time period, and for which he or she is not

- 10 -

St. Clair County Commission April 9, 2019
Attachment #8 Page 11 of 52

paid. An employee must be given "due process" prior to the decision to suspend without pay. A
supervisor may suspend an employee without pay for a period not to exceed thirty (30) calendar
days. For offenses which may result in a suspension without pay, a written notice of contemplated
disciplinary action should be prepared. The notice should contain specific information about the
offense which prompted this action, along with a date, time, and place for a "due process" hearing
in which the employee will be allowed an opportunity to respond to the charges if the employee
so desires. The employee will be notified of the decision in writing, within three (3) working days
after the hearing. The report will be signed by the supervisor and employee to be submitted to the
Personnel Officer for inclusion in the employee's personnel record.
~

Dismissal from Service. Dismissal from service severs the employer-employee relationship.
It may be the first step for serious offense(s). For offenses which may result in discharge, a written.
notice of contemplated disciplinary action should be prepared. The notice should contain specific
information about the offense which prompted this action along with the employee's disciplinary
history. A date, time, and place for a "due process" hearing should be specified in which the
employee will be given an opportunity to respond to the notice if the employee so desires. The
employee will be notified of the decision in writing within three (3) wo~king days after the hearing.
-A dismissal report will be signed by the supervisor and employee to be submitted to the Personnel
Officer for inclusion in the employee's personnel record.
3. Causes for Disciplinary Action. This section provides examples and guidance regarding the
appropriate actions for various types of offenses. Generally, the first Group One offense may result in
verbal counseling or a written warning, whereas the first Group Two offense may result in a suspension ·
or dismissal. The Supervisor may, at his or her discretion, implement more severe types of discipline as
may be warranted, up to and including dismissal, even at the first need for discipline and even for a Group
One offense, depending on the severity and particular facts of the offense .

.u!). Group One Offenses
Such offenses include but are not limited to the situations listed below:
1. Failure to give proper notice of an absence which could be anticipated;
2. Irregular attendance and/or excessive absenteeism;
3. Tardiness (not at his/her assigned work station at the beginning of the first hour of the
employees' work day);

4. Interfering with the work of others;
5. Excessive inefficiency, to include waste, loafing, and defective workmanship;
6. Violation of normal safety practices; failure to report a work-related accident or injury;
accident proneness;

7. Improper use or care of County property;
\

8. Political activities during work time;
9. Misconduct, to include lack of cooperation, contravention of civil or criminal law, and any
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disgraceful conduct which reflects unfavorably on the County as an employer;
10. Willful and repeated failure to honor court judgments.
11. Poor I Unsatisfactory work performance.
Group I - Disciplinary Actions (assuming the least severe option is utilized for an initial violation which
is not required):
1. First Offense - Verbal Counseling

2. Second offense - Written Warning

3. Third Offense - Suspension Without pay
4. Fourth Offense - Dismissal

.OU Group Two Offenses
Such offenses include but are not limited to the situations listed below:
1. Possessing, consuming or being under the influence of intoxicating substances, such as
alcohol, use of illegal or un-prescribed drugs, or misuse of prescribed mediation; or
similar intoxicants while in County facilities or on the job;
2. Driving a County vehicle while under the influence of intoxicants such as alcohol,
un-prescribed dangerous drugs, and/or prescribed drugs which induce an unsafe mental and/or
physical state;
3. Loss of a driver's license and /or driving privileges by "due process" oflaw, when the
employee's essential job functions requires the operation of a motor vehicle in the
performance of his/her duties;

4. Unauthorized possession of a firearm while on the job or use of a deadly weapon and/or force
on County Property (employees other than law enforcement personnel in the line of duty);

5. Deliberate falsification of records and/or personal misrepresentation of statements given to a
supervisor, official, the public or board, such as application for employment or other data
requested or required by the County including time cards; or permitting falsification of time
records by another person; or fraudulent misrepresentation in securing an appointment or
promotion in the County service;
6. Dishonesty as related to an individual's job duties and/or profession, or use ofofficial
position for personal advantage;

7. Fighting, or dangerous horseplay or improper unsafe conduct on the job, except when the
employee is a victim of an unwarranted assault and the employee's actions are in selfdefense;
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8. Gross insubordination, including refusal to accept a job assignment or refusal or willful
failure to follow instructions issued by a supervisor, department head or Appointing
Authority;
9. Conviction of an illegal act, criminal offense or misdemeanor involving moral turpitude;
10. Theft or attempted theft of County property or the property of another employee or assisting
in such theft or attempt;
11. Intentionally destroying, damaging, misusing, carelessly or negligently using, or defacing of:
equipment, machines, tools or other County property or the property of others;
12. Flagrant violation of.safety practices that endanger the life or health of the employee or
others; serious violation of County administrative regulations, department rules, lawful orders
or directions made or given by a supervisor;
13. Membership in any organization which advocates the overthrow of the government of the
United States by force or violence;
14. Acceptance of any consideration of value or gratuity which was given to improperly
influence the employee in the performance of his/her duties;

15. Refusal to be examined by a County-authorized, fully-licensed physician when directed in
accordance with this Handbook or governing law;
16. Political activities that are gross violations of federal and/or state laws and these policies and
procedures;
17. Sexual harassment or harassment on the basis of other protected characteristics;
18. Sleeping on the job;

19. Job Abandonment - leaving the work area without permission;
20. Incompetence or repeated inefficiency in the performance of duties;
21. Abusive personal conduct or language toward the public or fellow employees;
22. Abusive public criticism of a superior or other County official in such a manner as to
cause disruption in the activities of the County or cause public distrust of the Official
or the County;
23. Inability to perform essential job functions with or without a reasonable
accommodation;
24. Violation of any duly-adopted personnel policy or state/federal law or regulation governing
public employment;
25. Conduct or actions determined to be a conflict of interest as defined by state law and/or
Section 108, Conflicts of Interest, of this handbook.
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Group II - Disciplinary Actions
1. First Offense - Suspension without pay, and may constitute justification for dismissal.
2. Second Offense - Dismissal.

"Due process" procedures as established by federal law, and/or these policies and procedures, will be
strictly followed whenever any disciplinary action could result in suspension or dismissal of a Regular
employee.
4. Procedures - "Due Process"

(a) "Due process" includes the act of informing an employee of a violation or offense, and
providing the ·employee an opportunity to respond. An employee must receive "due process" in
accordance with law, whenever disciplinary action could result in suspension or termination of a
Regular employee. The Personnel Officer will be responsible for ensuring that an employee's
rights have been protected and the employee has been informed in writing by his/her supervisor of
his/her rights under these procedures.

(b) Disciplinary actions are usually initiated by the immediate supervisor.
(c) All disciplinary actions, including verbal counseling, will be documented and filed in the
employee's personnel record that is maintained by the Personnel Officer. In no case shall a
counseling or warning report be made and placed in the personnel file without the employee's
knowledge.
(d) In those disciplinary actions involving the deprivation of an employee's rights, such as
suspension without pay, and/or involuntary dismissal, the Personnel Officer will ensure that
"due process" procedures are followed. Before the effective date of the proposed discipline, the
supervisor will provide the employee notification containing the following elements:

1. Specific charges against the employee including all relevant information about the
incident or behavior leading to the need for discipline;
2. Statement indicating the method of response (oral or written or both);
3. Specific time, date and place for hearing.
The notice shall be served by hand, by personal service, or by certified mail, to the affected employee.
The employee may waive his/her right to a "due process" hearing after receiving the notice. All waivers
must be in writing. If an employee fails to respond to the notice as per the below, the proposed disciplinary
action will be effective on the date specified.

If the employee chooses to respond by appealing the disciplinary action of the supervisor, the employee's
notice to appeal must be filed with the Personnel Officer and Appointing Authority within three (3)
working days after receipt of the notification of disciplinary action. The appeal hearing will be held no
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later than ten (10) working days following service of the notice of appeal. At the hearing the employee
will have the right to appear with or without counsel; to cross-examine any witnesses; and to present any
evidence that is relevant to the disciplinary action.
Within three (3) working days of the conclusion of the appeal hearing, the Appointing Authority shall
render a decision to:
(a) Affirm the disciplinary action taken by the supervisor if it is reasonably satisfied from the
evidence offered at the hearing that the disciplinary action taken was lawful and not too severe;

or
(b) Reverse the action of the supervisor if it is reasonably satisfied from such evidence that the
disciplinary action taken was not lawful;

or
(c) Modify the disciplinary action taken and prescribe the proper penalty if it is reasonably
satisfied from such evidence that the employee was subject to disciplinary action but that the
penalty imposed was too severe or was not severe enough.

The employee shall have thirty (30) calendar days in which to appeal the decision of the Appointing
Authority to the Circuit Court of St. Clair County for a hearing as to whether the decision was
arbitrary and capricious.

112 Grievance Procedure
1. General Provisions

(a) A grievance is an alleged wrong ensuing from the commission or omission of an act by a St.
Clair County supervisor, official, or manager, having a significant adverse effect or impact on the
employee's career or the terms and conditions of employment. It shall be the burden of the
employee to provide sufficient proof of any allegations made against management.
(b) The purpose of the grievance procedure is to permit every employee, who has successfully
completed the probationary period, equal access to those individuals who make management
decisions; and to provide a standard process for speedy investigation and resolution of employee
complaints. The grievance procedure will not be used to resolve differences between/among
employees of like rank.
( c) No employee will be penalized in any way for exercising his/her rights under the grievance
procedure.

(d) A grievance may be withdrawn by the employee at any step in the process without prejudice.

(e) An employee will have the right to be represented by counsel of his/her own choosing at any
step in the grievance process.
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(t) An employee who has filed a grievance with his/her immediate supervisor and wishes to appeal

the resulting decision to the Appointing Authority will be paid at his/her regular rate of pay for the
time spent in the hearing if such hearing is conducted during the employee's regularly scheduled
working hours. If the hearing is conducted outside the employee's scheduled working hours, he/she
will not be paid for that time.
(g) The provisions of the grievance procedure will not apply to pay reductions which are part of a
general plan to reduce salaries and wages as an economic measure; provided, however, that said
1
reductions are prorated to all employees.
2. Grievance Procedure
Step 1
(a) Within ten (10) working days after the employee knows or should have known of an alleged
violation or misapplication of a County personnel rule, regulation or procedure, the employee will
present the matter in written form to his/her immediate supervisor. If the supervisor is unavailable,
or iftheemployee's grievance is against his immediate supervisor or the employee believes that it
would be inappropriate to contact that person, the employee should immediately contact the
Appointing Authority or the St. Clair County Commission Personnel Department.
(b) The immediate supervisor, or such other person to whom the alleged violation is reported, is
required to furnish the employee an answer within five (5) working days of receipt of the
employee's written statement.
(c) The immediate supervisor, or such other person to whom the alleged violation is reported, will
furnish the Personnel Officer with a written statement concerning the complaint, pertinent facts
and his/her response.
Step 2
(d) If the Grievant is not satisfied at Step One, he/she may submit an appeal to the Appointing
Authority and Personnel Officer within three (3) working days from the date of the Supervisor's ·
decision. The appeal will be presented in writing and will contain the following:
1. a statement of the rule(s), regulation(s) or procedure(s) that have been violated or

misapplied, with the dates and descriptions of such violation(s) ormisapplication(s);
2. the specific remedy which is being sought;
3. previous supervisory decision;
4. a notice of appeal of decision, and a request for hearing by the Appointing Authority.
(e) Within fifteen (15) working days of the notice of appeal, the employee will be allowed to

appear before the Appointing Authority with legal representation of his/her choice, if he/she
desires.
(t) The Appointing Authority will hear the employee's grievance, gather pertinent documents,

interview witnesses as necessary, and prepare a written statement of fact.
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(g) Within ten (10) working days of the hearing, the Appointing Authority will make the final
determination in the case. The decision of the Appointing Authority shall be final and conclusive.
(h) The Appointing Authority will furnish the Personnel Officer a written statement concerning
the complaint, pertinent facts and dates, and the decision made.

113 Political Activity Code of AL (1975) Section 17-1-7 amended 1995
County employees shall not be denied the right to participate in city, county, state or national political
activities to the same extent as any other citizen of the State of Alabama including endorsing candidates
and contributing to campaigns of his or her choosing. County employees shall have the right to join local
political clubs and organizations, and state or national political parties. All persons in the employment of
the County shall have the right to publicly support issues of public welfare, circulate petitions calling for
or in support of referendums, and contribute freely to those of his or her choosing.
No County employee or official shall attempt to use his or her official authority or position for the purpose
of influencing the vote or political action of any person.
No County employee or official shall use any County funds, property or time for any political activities.
Any County employee shall be on approved leave to engage in political action or such employee shall be
on personal time before or after work and on holidays.
No County employee or official shall solicit any type of political contributions from the other employees
who work for the official or employee in a subordinate capacity. No County official or employee shall
coerce or attempt to coerce any subordinate employee to work in any capacity in any political campaign
or cause.
Any County employee who qualifies to seek a political office of the County shall be required to take an
unpaid leave of absence from his or her employment, or use accrued comp time or vacation time with the
County from the date he or she qualifies to run for office until the date on which the election results are
certified or the employee is no longer a candidate or there are no other candidates on the ballot. Upon ·
being elected to County office, the employee shall submit a resignation to be effective on or before the
date on which he or she will take office. This paragraph does not apply to elected officials. For further
information, see Policy 603 Political Leave.
When off duty, out of uniform, and acting as a private citizen, no law enforcement officer, fire fighter, or
peace officer shall be prohibited from engaging in County political activities or be denied the right to
refrain from engaging in County political activities. Conversely, a County employee may not engage in
County political activities when on duty, in uniform and while performing his or her official duties.
No employee shall be disciplined, penalized, or promoted or rewarded in any way because of permitted
political activity or lack thereof.

114 Classification and Pay Plan
Classification Plan
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Each position in the County service will have a job description approved by the Appointing Authority and
the St. Clair County Commission. The job descriptions will list the essential functions of the job and
describe the qualifications, duties, knowledge, skills, and abilities necessary to perform them.
Every position in the County Service shall be listed in a Classification Plan Allocation List established,
maintained, and approved by the St. Clair County Commission. An employment category shall be
designated for every position on the list. No deviations·will be made from the approved classification plan.
When necessary, the plan or a particular job in the plan may be amended by the County Commission. The
approved classification plan will be maintained and kept on file in the County Personnel Department.
Pay Plan

The pay of all employees other than those whose pay is established by State Law, shall be fixed by the St.
Clair County Commission. The approved pay rates for every job listed in the classification plan will be
established and maintained in a Pay Grade Schedule and will be used to determine the pay of employees
paid from County funds. The approved Pay Grade Schedule will be kept on file in the County Personnel
Department.
The appropriate Appointing Authority and the Personnel Officer are responsible for ensuring that the
County pay plan is strictly followed.
Employees may be assigned to perform the duties of either a higher or lower classification for a period of
time not to exceed 10 working days without approval of the County Commission.
If the duties assigned to the employee were extraordinary in scope or duration, the employee's supervisor
can petition the County Commission for the employee to be paid at the higher rate.

115 Recruitment and Hirin2
With regard to any hiring practice, it is the intent of St. Clair County to fill any position with the
person believed to be the best candidate for the position (i.e. the one which will provide the greatest level
and highest quality of service for the County in the applicable position) and the person who will have the
most potential for success therein. Nothing herein shall abrogate the above stated intent.
1. Filling existing positions by promotion:

If a vacancy occurs within a Department and the Department Head has allowed
an existing employee within the Department to train for the position prior to its vacancy
and the best interest of the Department and the County would be served by promoting the
employee who has been trained for the position into said position, the Department Head may
make such a promotion without the need for posting of the same as per the below.
2.

Filling existing vacancies by internal recruitment:

a) The department head in whose department the vacancy occurs will notify the Personnel
Office by presenting a Personnel Requisition form that has been approved by the County
Commission indicating all pertinent qualifications and requirements for the position. The
Personnel Office is responsible for preparation of vacancy notices.
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b) All vacancies will be open to regular full-time County employees who have been hired
through established hiring procedures first. The job vacancy must first be posted "in house"
in all departments and other areas readily accessible to employees and shall remain posted
and open for 5 working days after the date of posting. Interview time should also be included
in the posting/advertisement. Regular full-time County employees interested in applying for
these positions must submit application to the Personnel Office. Occasional, part-time. and
contract employees are only eligible to apply for vacancies in the department to which they
were originally hired.
c) For logistical reasons, at the Department Head's discretion, occasional/ casual and part-time
employment may be advertised "in-house" and externally simultaneously.
d) After the closing date for receipt of applications, the Personnel Office will forward all
applications to the appropriate Appointing Authority. The Appointing Authority will conduct
interviews and background checks as deemed appropriate and shall notify the Personnel
Office of the individual selected.

e) It is the intent of the County to fill vacancies with the best candidate for the position (i.e. the
one which will provide the greatest level and highest quality of service for the County in the
applicable position) and the person who will have the most potential for success therein.
t) If the Appointing Authority has reason to believe that a better suited candidate may be
available from sources other than from within the County service, the Personnel Office will
be instructed to initiate external recruitment procedures.

3. Filling existing vacancies by external recruitment:
a) Recruitment will comply with the provisions of Subsection 1 and 2 of Section 115 of the
St. Clair County Employee Handbook, before it is initiated outside County service.
b) Active recruitment for full-time, part-time, occasional, and temporary employees from the
general public will be accomplished through any number of recruiting methods including
but not limited to advertisement in digital/printed newspaper, digital/printed professional
job listings and websites, the Alabama State Employment Service, and word of mouth.
Vacancy notices should be posted/advertised for no more than 30 calendar days and should
also be posted in other publicly accessible areas within the County including areas that are
readily accessible to the disabled. Candidates will be notified by the Appointing Authority of
interview time and location.
c) Applications for employment can be obtained from and submitted to the Personnel Office.
The personnel office will then forward all applications and resumes, if applicable, to the
Appointing Authority. Occasional, part-time, and contract employees of the County can
apply for vacancies in departments other than that for which they were originally hired
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through this procedure.
d) After interviews and background check, as deemed appropriate, the Appointing Authority
shall notify the Personnel Office, in writing, of the individual selected. The offer of
employment should be extended to the applicant contingent upon all required documentation,
physical examinations, drug testing if applicable, being performed satisfactorily.
e) Under no circumstances shall an applicant be allowed to commence working until ALL
required records and testing have been completed, and it shall be the responsibility of the
supervisor of the applicant to ensure that all .processing, including but not limited to required
post-offer, pre-employment drug testing, physicals, etc., has been completed prior to the
applicant commencing work.
g) If the selected applicant does not complete the required processing or does not complete the
probationary period, recruitment procedures may be initiated again.

4. Transfer and Promotion
a) Any employee in the regular employment classification may with his/her consent and
approval of the involved Appointing Authorities be transferred to a similar position of the
same Pay Grade in the regular full-time or part-time service without being subject to anew
probationary period. Transfers are not promotions unless the specific conditions for
promotions are met.
b) A promotion is the assignment of an employee from one job classification to another on a
higher pay grade. Promoted employees will be paid according to the Pay grade to which they
have been promoted. Regular full-time and regular part-time employees will retain years of
service on the pay scale. A new probationary period is not required if the original
probationary period has been completed.

5. Establishing and Filling Newly Created Positions
a)

When an Appointing Authority determines the necessity to establish a new position which has
not been approved in the current fiscal year operating budget, the Appointing Authority shall
complete the following documents and furnish them to the Personnel Office:
1. Personnel requisition
2. Written statement setting out and supporting the need for the new position

b) A description of the requirements and duties of the position
c) In coordination with the Appointing Authority, the Personnel Office shall prepare a job
description and recommend proper pay grade. Thereafter, the Appointing Authority shall
submit the job description and recommended pay grade to the County Commission. If
approved by the County Commission, appropriate recruitment actions should commence in
accordance with Subsections 1 and 2 of Section 115 of the St. Clair County Employee
Handbook.
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201 Employment Cate2ories
It is the intent of the County to clarify the definitions of employment classifications so that employees
understand their employment status and benefit eligibility. Each employee is designated as either
NONEXEMPT or EXEMPT from federal and state wage and hour laws. NONEXEMPT employees are
entitled to overtime pay under the specific provisions of federal and state laws. EXEMPT employees are
excluded from specific provisions of federal and state wage and hour laws.
In addition to the above categories, each employee will belong to one other employment category:
Contract Employees
Those employees, full-time or part-time, whose employment is governed through a legal binding contract
between the County Commission and the employee. County benefits for contract employees will be
outlined within the employee's contract. Contract employees are not independent contractors but, rather,
are employees whose rights and obligations have been reduced to a written agreement.
Regular Full-Time Employees
Those employees who have successfully completed the probationary period and who regularly work at
least forty (40) hours in a workweek. Regular full-time employees are eligible for all County-provided
employee benefits in accordance with guidelines established by the County Commission for such benefits.
Regular Part-time Employees
Those employees who have successfully completed the probationary period and who regularly work no
more than twenty-nine (29) hours in a workweek. Part-time employees shall generally be limited to 29
hours of work or less in a workweek. Part-time employees are not eligible for any County provided
benefits unless provided by law. Part-time employment will count as continuous years of service but
will NOT apply to Longevity Pay. (See Section 312). Jail employees must complete the required Jail
Management Training before being eligible to move from occasional to regular part-time employment.
Temporary Employees
Those employees who have been approved for employment to perform temporary functions or to fill
established jobs for a limited period of time. Temporary employees may also be used to fill critical
vacancies, when due to unforeseen circumstances, an eligible candidate is not available. Temporary
employees will work either a full or part-time workweek. Temporary employment will not exceed sixtyfive (65) consecutive day's duration without said temporary employment being renewed. Temporary
employment will not count as continuous years of service if a temporary service employee is hired for a
regular full-time or part-time job. Temporary employees will not be converted from temporary service to
full-time or part-time service unless they apply and are selected in accordance with the staffing guidelines
of these policies and procedures. Temporary employees will not be given preferential consideration over
any other applicant. Temporary service employment should not used to by-pass the required selection
criteria established by these policies and procedures and federal laws. Temporary employees are not
eligible for any County benefits unless provided by law.
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Occasional or Casual Employees
Those employees who have been approved to perform functions or to fill established jobs on a "call in"
basis. Occasional employment will not count as continuous years of service if an occasional service
employee is hired for a regular full-time or part-time job. Occasional employees will not be converted to
the full-time or part-time service unless they apply and are selected in accordance with the staffing
guidelines of these policies and procedures. Occasional employees will not be given preferential
consideration over any other applicant. Occasional service employment should not used to bypass the
required selection criteria established by these policies and procedures and federal laws. Occasional
employees are not eligible for any County benefits unless provided by law.
Provisional Appointment
Should a critical vacancy arise in the County Service, the position may be filled by provisional
appointment for a period not to exceed 14 working days, during which time the vacancy will be advertised
in the normal manner.

202 Access to Personnel Files
The County maintains a personnel file on each employee. The personnel file includes such information as
the employee's job application, records of training, disciplinary notices, documentation of performance
appraisals and salary increases, and other employment records.
Personnel files are the property of the County, and access to the information they contain is restricted.
Generally, only the Appointing Authority or Supervisor of a Department who has a legitimate reason to
review information in a file is allowed to do so. No Appointing Authority or Department Supervisor may
review files of an employee in another department.
Employees who wish to review their own file should contact the Personnel Department. With reasonable
advance notice, employees may review their own personnel file in the County's offices and in the presence
of the County Personnel Officer.
Information on an employee's medical condition or history will be kept separate from other employee
information and maintained confidentially. (See Section 801.)

203 Employment Reference Checks
To ensure that individuals who enter the County service are well qualified and have a strong potential to
be productive and successful, it is the policy of the County to check the employment reference of all
applicants.
No employment data of any kind will be released without a written authorization and release signed by
the individual who is the subject of the inquiry.
The County will respond in writing only to those reference check inquiries that are submitted in writing.
Inquiries pertaining to job quality will be forwarded to the respective elected official or office supervisor.
Responses to other inquiries will confirm only dates of employment, wage rates, and position(s) held.
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204 Personnel Data Chan2es
It is the responsibility of each employee to promptly notify the County of any changes in personnel data.
Personal mailing addresses, telephone numbers, number and names of dependents, number of withholding
allowances for income tax, individuals to be contacted in the event of an emergency, educational
accomplishments, and other such status reports should be accurate and current at all times.

205 Probationary Period
The probationary period is intended to give new employees the opportunity to demonstrate their ability to
achieve a satisfactory level of performance and to determine whether the new position meets their
expectations. The Appointing Authority uses this period to evaluate employee capabilities, work habits,
and overall performance. Either the employee or the Appointing Authority may end the employment at
will relationship at any time during the probationary period, with or without cause or advance notice.
Probationary employees are not entitled to use the Employee Right of Appeal/ "Due Process" Procedure.
All new and rehired employees work on a probationary basis for the first one hundred eighty (180)
calendar days after their date of hire. Any significant absence will automatically extend the probationary
period by the length of the absence. If the Appointing Authority determines that the designated
probationary period does not allow sufficient time to thoroughly evaluate the employee's performance,
the probationary period may be extended for a specified period at the Appointing Authority's discretion.
During the probationary period, all new employees are eligible for those benefits that are required by law,
such as workers' compensation insurance and Social Security. Full-time probationary employees are
granted the same benefits as regular full-time employees with the exception that accrued annual and sick
leave may not be used until the employee has successfully completed the probationary period. During the
probationary period, a new employee must be on the job for a full 80 hours each pay period to be eligible
to accrue leave time.
Upon successful completion of the probationary period, the employee will enter the regular at-will
employment classification, either full-time or part-time.

206 Seniority
Seniority shall be defined as the continuous length of service since date of hire as a regular full-time or
regular part-time employee with St. Clair County and shall be classified as either:

County Seniority
The continuous length of service since date of hire regardless of department, or
Departmental Seniority
The continuous length of service within a particular department.
Seniority shall continue to accumulate during military leave, annual leave, sick leave, jury leave, witness
leave, bereavement leave, or any other leave described in this handbook, including absences due to layoff.
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An employee shall cease to have any seniority if he or she:
1. Resigns;
2. Is discharged for just cause;
3. Has been on continuous lay-off for a period of 24 months or more;

4. Retires.
Seniority shall be computed exclusively on a departmental basis only for the purpose of: job transfers,
promotion, lay-off and recall of employees, and other inter-departmental matters, i.e., vacations.

207 Reduction in Force
Lay-off and Recall
In the event that a lay-off or reduction in work force becomes necessary, DEPARTMENTAL SENIORITY
according to specific job classifications within the department shall be the criterion used. Full-time
employees shall be laid off in reverse order of hiring.

All Temporary, Part-time and Probationary employees shall be laid off prior to any full-time employees
in the same department. Under no circumstances shall a temporary, part-time or probationary employee
be allowed to work while a full-time employee in the same department is on reduced hours or lay-off.
All employees shall be given 2 weeks' notice prior to lay-off. Employees notified of lay-off may elect to
receive pay for all or any portion of unused annual leave, if available. Employees utilizing their annual
leave under this article shall not be eligible for Unemployment Compensation until the expiration of their
annual leave.
The County Commission may, at its discretion, and as an alternative to lay-off, decrease the number of
hours normally worked by employees in a given department, in order to allow the maximum number of
full-time employees to continue to work on a regular basis.
Laid off employees shall be notified of recall by certified mail, return receipt requested, mailed to the··
employee's last known mailing address or by email with read-receipt requested. An employee notified of
recall shall have a maximum of 2 weeks in which to report for work. A medical examination may be
required before re-employment. (See Section 106.)
Employees who have been laid off shall retain recall rights for a period of 12 months from the date of layoff.
As a last resort to lay-off, employees may be transferred from one department to another if a vacancy
exists and the employee is qualified. Transfers shall be by seniority with the least senior employee being
transferred first.
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208 Employment Applications
The County relies upon the accuracy of information contained in the employment application, as well as
the accuracy of other data presented throughout the hiring process and employment. Any
misrepresentation, falsifications, or material omissions in any of this information or data may result in the
County's exclusion of the individual from further consideration for employment or, if the person has been
hired, termination of employment.

209 Performance Evaluation
Supervisors and employees are strongly encouraged to discuss job performance and goals on an informal,
day-to-day basis. Formal performance evaluations are conducted at the end of an employee's probationary
period in any new position. This period, known as the probationary period, allows the supervisor and the
employee to discuss the job responsibilities, standards, and performance requirements of the new position.
Additional formal performance reviews may be conducted to provide both supervisors and employees the
opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize strengths, and
discuss positive, purposeful approaches for meeting goals.

301 Employee Benefits
Eligible employees of the County are provided a wide range of benefits. The available benefits and
eligibility for those benefits are subject to change from time to time, depending on the benefit plan
currently in effect. A number of the programs (such as Social Security, Workers' Compensation and
Unemployment Insurance) cover all employees in the manner prescribed by law.
Benefits eligibility is dependent upon a variety of factors, including employee classification. Your
supervisor or the Personnel Department can identify the programs for which you are eligible. Details of
many of these programs can be found elsewhere in this employee handbook and/or in Plan documents
applicable to various benefits offerings.
The following benefit programs are available to eligible employees as of this printing:
Annual Leave
Benefit Conversion/Continuation at Termination
Bereavement Leave
Cancer and Intensive Care insurance
Credit Union
Dental Insurance
Family/Medical Leave
Hand Gun Certification (Sheriffs Department)
Holidays
Jury Duty Leave
Life Insurance
Longevity Pay
Medical Insurance
Medical Insurance for Retired Employees
Military Leave
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Retirement Plan
Shift Differential Pay
Short-Term Disability Insurance
Sick Leave Benefits
Tax Sheltered Annuities
Uniforms and Clothing Allowances
Voting Time Off
Witness Duty Leave
Workers' Compensation Insurance
Some benefit programs require contributions from employees, but most are fully paid by the County. The
benefit package for regular full-time employees represents an additional cost to the County of
approximately 60 percent of wages.

302 Retirement Plan
Participation in the Retirement Systems of Alabama is mandatory if an individual is employed in a position
that is eligible for coverage and is employed in a non-temporary capacity on at least a one-half time basis
earning at least the federal minimum wage.
The County will withhold from employees' salaries each pay period the amount required as employee
contribution.
The County will contribute the required amount on behalf of the employee. Other deferred compensation
plans may also be available. You may check with the Personnel Department for specific information.
Unused sick leave may be converted to retirement service credit. Resolution 99-15, (4-13-99).
As a benefit for employees who retire according to the requirements of the Retirement System of Alabama,
St. Clair County will provide health (hospital) insurance benefits for the retiring employee and dependents,
according to Resolution 99-14 as amended June 22, 1999.

303 Annual Leave
Annual leave (time off) with pay is available to eligible employees to provide opportunities for rest,
relaxation, and personal pursuits. Employees in the following employment classification(s) are eligible to
earn and use Annual Leave as described in this policy:
Regular Full-time Employees
The amount of paid annual leave employees receive each year increases with the length of their
employment as shown in the following schedule.
Earning Schedule
Years of Eligible Service
Hours bi-weekly
Upon initial eligibility
4 hours
After 5 years
5 hours
6 hours
After 10 years
7 hours
After 15 years
After 20 years
8 hours
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The length of eligible service is calculated on the basis of a "benefit year." This is the 12-month period
that begins when the employee starts to earn annual leave. An employee's benefit year may be extended
for any significant leave of absence except military leave of absence. Military leave has no effect on this
calculation. (See individual leave of absence policies for more information.)
Once employees enter an eligible employment classification, they begin to earn paid annual leave time
according to the schedule. Leave time may not be used until an employee has successfully completed the
probationary period. Employees must be on the job for a full 80 hours each pay period to be eligible to
accrue leave time.
Paid annual leave can be used in minimum increments of one-quarter hour. To request annual leave,
employees must complete a "Request for Leave" form and have the signed approval of the supervisor or
department head. Employees shall request annual leave as far in advance as possible, but no less than 1
week prior to planned date of leave, except in extraordinary circumstances. Requests will be reviewed
based on a number of factors, including County operation needs and staffing requirements. The County
reserves the right to cancel scheduled annual leave in the event that employees are needed to maintain
effective County operations.
Vacation scheduling shall be determined by the use of a department vacation procedure. Each County
department shall post a vacation list on the first work day of January through January 31 of each year and
shall indicate the number of employees who may take annual leave during each week of the calendar year,
beginning January 1 and ending December 31. Employees may sign the vacation list during the month of
January indicating their preference for vacation scheduling. Vacations shall be scheduled according to
Departmental Seniority, with the most senior employee being awarded their preference, the next most
senior, and so on. In the event that a greater number of employees sign for a given week than may be
scheduled off, the most senior employees shall be awarded the desired week. Requests for annual leave
not signed for during the month of January shall be granted on a first come, first service basis, without
regard for seniority.
Annual leave is paid at the employee's base pay rate at the time ofleave. It does not include overtime or
any special forms of compensation except shift differential, if applicable.
Holidays that fall within an employee's scheduled vacation will be paid as a holiday and the day will not
be charged against vacation/annual leave.
As stated above, employees are encouraged to use available paid vacation time for rest, relaxation, and
personal pursuits. In the event that available annual leave is not used by the end of the last pay period in
December of each year, employees may carry unused time forward to the next calendar year, up to a
maximum of 240 hours.
Upon termination of employment and after all County equipment and supplies have been returned ,or
accounted for, employees will be paid for unused annual leave time that has been earned through the last
day of work up to a maximum of240 hours, paid at employee's base pay rate at time of termination.
Leave time paid upon termination of employment, including retirement, must be taken in a lump sum
payment.
Annual leave may be used as sick leave at the employee's discretion.
- 27 -

St. Clair County Commission April 9, 2019
Attachment #8 Page 28 of 52

Paid time off for vacation will not be counted as worked for the purpose of determining overtime.

304 Holidays
The County will grant holiday time off to all regular full-time employees according to a schedule
approximating the holidays granted to employees of the State of Alabama. The St. Clair County·
Commission shall, at the beginning of each year, establish the specific dates to be observed as official paid
holidays.
According to applicable restrictions, the County will grant paid holiday time off to all regular full-time
employees immediately upon assignment to an eligible employment classification. Holiday pay will be
calculated based on the employee's straight-time pay rate (as of the date of the holiday) x 8 hours for each
holiday.
Each department shall, at the beginning of the calendar year, post a schedule of paid holidays for that year
as designated by the St. Clair County Commission. The Commission shall designate those paid holidays
on which the Courthouse will be closed. The Commission may also designate additional holidays beyond
those established in these policies and procedures. The Department Head may not schedule or approve
any holiday other than those officially designated by the St. Clair County Commission. ·
To be eligible for holiday pay, employees must be present to work, or on approved leave with pay on the
last scheduled day immediately preceding and the first scheduled day immediately following the holiday.
A recognized holiday that falls on a Saturday will be observed on the preceding Friday. A recognized
holiday that falls on a Sunday will be observed on the following Monday (Act #91-250). Exceptions may
be made in County Departments which must remain open to provide adequate services to the citizens of
the County. Holidays will be scheduled in accordance with departmental needs. Time off for a holiday
worked shall be scheduled by the employee's supervisor within the pay period, if possible, or during the
next pay period.
If a recognized holiday falls during an eligible employee's paid absence (e.g., vacation, sick leave),
holiday pay will be paid instead of the paid time off benefit that would otherwise have applied.

Paid time off for- holidays will not be counted as worked for the purposes of determining overtime.

305 Worker's Compensation Insurance
The County provides a comprehensive workers' compensation insurance program at no cost to employees.
This program covers any injury or illness sustained in the course of employment that requires medical,
surgical, or hospital treatment. Subject to applicable legal requirements, workers' compensation insurance
provides benefits after a short waiting period or, if the employee is hospitalized immediately. Employees
injured on the job who require 3 days leave or less, shall receive their regular hourly rate of pay for such
period.
Earned leave time may be coordinated with Workers' Compensation benefits up to a maximum, but not
to exceed, employee's regular salary. When accumulated leave benefits have been exhausted,· the
employee will receive only Workers' Compensation benefits. All County-provided benefits will be
suspended for the duration of time an employee is receiving ONLY Workers' Compensation benefits.
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Employees returning to work from drawing Workers' Compensation benefits must provide a release
signed by a qualified physician.
Employees who sustain work-related injuries or illnesses should inform their supervisor immediately. No
matter how minor an on-the-job injury may appear, it is important that it be reported. If medical treatment
is necessary, employees should seek treatment at one of the medical facilities authorized by the County.
It is the supervisor's responsibility to direct employees to the proper treatment facility and to complete
and forward the standard "Employer's First Report of Injury or Occupational Disease" form to the
Personnel Office as soon as possible. This will enable an eligible employee to qualify for coverage as
quickly as possible.

306 Sick-Leave Benefits
The County provides paid sick-leave benefits to all regular full-time employees for periods of temporary
absence due to illnesses or injuries. Regular full-time employees will accrue sick-leave benefits at the rate
of 4 hours per pay period. Sick-leave benefits are available to employees who have completed his/her
probationary period. During the probationary period, a new employee must be on the job for a full 80
hours each pay period to be eligible to accrue sick leave. Paid sick leave can be used in minimum
increments of one-quarter hour. Regular full-time employees may use sick-leave benefits for an absence
due to their own illness, injury or incapacitation or that of an immediate family member as defined in
section 105.
Employees who are unable to report to work due to illness or injury should notify their direct supervisor
before the scheduled start of their workday if possible. The direct supervisor must also be contacted on
each additional day of absence.

If an employee is absent due to illness or injury, a physician's statement may be requested verifying the
illness or injury and its beginning and expected ending dates. Such verification may be required as a
condition to receiving sick-leave benefits. Before returning to work from a sick-leave absence, an
employee may be requested to provide a physician's verification stating that he or she may safely return
to work.
Sick-leave benefits will be calculated based on the employee's base pay rate at the time of absence.
Unused sick-leave benefits will be allowed to accumulate until the employee has accrued a total of 1200
hours of sick-leave benefits. If the employee's benefits reach this maximum, further accrual of sick- leave
benefits will be suspended until the employee has reduced the balance below the limit. There shall be no
carry-over or accumulation of sick leave beyond this maximum and no monetary payment of unused sickleave credits may be made except as provided in the following paragraph:
Unused sick-leave credits up to a maximum of 600 hours shall be paid upon the death or retirement of an
eligible County employee (Minutes 1/14/92). Such leave credits must be taken in a lump-sum payment
(Minutes 11/24/92). Unused sick-leave benefits will not be paid to employees while they are employed or
upon termination of employment except as above. Sick leave may be converted to retirement service credit
as defined in Resolution 99-14 dated 4-13-99.
Sick-leave benefits are intended solely to provide income protection in the event of illness, injury or
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incapacitation and may not be used for any other absence. Abuse of sick leave or falsification of records
regarding sick leave may be cause for dismissal. Sick leave cannot be used in lieu of vacation or personal
time.
When an employee is absent due to an injury for which compensation is provided under the Worker's
Compensation Law of Alabama, benefits shall be paid in accordance with such law. Any accrued annual
leave or sick-leave payment may be coordinated when an employee is receiving Worker's Compensation
to equal one-hundred percent (100%) of the employee's normal pay.

307 Time Off to Vote
The County encourages employees to fulfill their civic responsibilities by participating in elections.
Generally, employees are able to find time to vote either before or after their regular work schedule. If
employees are unable to vote in an election during their nonworking hours, the County will grant up to
two hours of unpaid time off to vote.
Employees should request time off to vote from their supervisor at least two working days prior to the
Election Day. Advance notice is required so that the necessary time off can be scheduled at the beginning
or end of the work shift, whichever provides the least disruption to the normal work schedule.

308 Bereavement Leave
Bereavement leave (time off) may be granted to a regular full-time employee due to the death of an
immediate family member. If an employee wishes to take bereavement leave, the employee should notify
his or her supervisor immediately.
Bereavement pay is calculated based on the employee's pay rate at the time of absence. Bereavement
leave is not accruable and monetary payment shall not be granted in lieu of time away from work.
Bereavement leave will be approved except in unusual circumstances when the employee is needed to
maintain effective County operations. An eligible employee may, with supervisor's approval, use any
available paid leave for additional time off as necessary.
Bereavement leave will be granted for a death in the employee's immediate family as follows:
Up to 24 hours for the EMPLOYEE'S: Spouse, parent, child, brother or sister, grandchild, grandparent,
spouse's parent, spouse's child, child's spouse.
Up to 16 hours for the EMPLOYEE'S: Spouse's brother or sister, brother's or sister's spouse, spouse's
grandparent.
Up to 8 hours for the EMPLOYEE'S: Uncle, aunt, niece or nephew.
Special consideration will also be given to any other person whose association with the employee was
similar to any of the above relationships at the discretion of immediate supervisor.
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309 Jury Duty
1. St. Clair County recognizes the duty of its employees to fulfill their civic responsibilities by serving on
juries when required and shall pay the employee at his/her base rate for the regular working hours that the
employee is absent in response to the summons. Employees receiving summons for jury duty are subject
to the following requirements:

(a) On the next succeeding working day following receipt of the summons to jury duty, the
employee shall present said summons to his/her immediate supervisor.
(b) In the event the employee is temporarily excused from attendance in the courtroom, said
employee shall immediately report for work until his attendance is again required in the courtroom.
(c) Immediately upon dismissal as a juror, the employee shall report for work.
2. The employee or his/her supervisor may request that the employee be excused from jury duty if, in the
supervisor's judgment, the absence of the employee would create serious operational difficulties.

310 Witness Subpoena
1. St. Clair County recognizes the duty of its employees to appear in court in response to a subpoena and
shall pay the employee at his/her base rate for the regular working hours that the employee is absent in
response to the subpoena. Employees receiving a subpoena are subject to the following requirements:
(a) On the next succeeding working day following receipt of the subpoena, the employee shall
present said subpoena to his/her immediate supervisor.
(b) Immediately upon release from said subpoena, the employee shall report for work.
2. The employee or his/her supervisor may request that the employee be placed "on call" if, in the
supervisor's judgment, the absence of the employee would create serious operational difficulties.

311 Benefits Continuation (COBRA)
The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their
qualified beneficiaries the opportunity to continue health insurance coverage under the County's health
plan when a "qualifying event" would normally result in the loss of eligibility. Some common qualifying
events are resignation, termination of employment, or death of an employee; a reduction in an employee's
hours or a leave of absence; an employee's divorce or legal separation; and a dependent child no longer
meeting eligibility requirements.
Under COBRA, the employee or beneficiary pays the full cost of coverage at the County's group rates
plus an administration fee, unless the amount is dictated under current Federal Law.
The County provides each eligible employee with a written notice describing rights granted under COBRA
when the employee becomes eligible for coverage under the County's health insurance plan. The notice
contains important information about the employee's rights and obligations.
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Eligible, full-time employees shall be paid longevity pay in addition to their regular pay. Longevity pay
shall be paid to all eligible employees on the last payday in November of each year. One year's service
shall be computed from an employee's anniversary date of employment as a full-time employee of St.
Clair County. Longevity pay shall be computed based on continuous years of service, which shall be
defined as years of service not interrupted by resignation or termination for just cause. To be eligible for
longevity pay or increase, the employee's anniversary date must fall on or before the last day of the last
pay period in November.
Longevity pay for eligible employees shall be computed according to the following schedule unless
changed by the St. Clair County Commission.
5 years to 10 years service
10 years to 15 years service
15 years to 20 years service
20 years service or more

$425. 00 per year
$475.00 per year
$575.00 per year
$675.00 per year

313 Shift Differential
All employees assigned or required to work on the Evening Shift (3 :00 p.m. to 11 :00 p.m.) or Night Shift
(11 :00 p.m. to 7:00 a.m.) will be paid an additional pay step differential. Shift differential shall be
considered as base wages for overtime and paid leave purposes for those employees assigned to the
evening or night shift. An employee who works 3 hours or more on a shift for which a shift differential is
paid shall receive the shift differential for those hours worked on said shift.

314 Uniform and Clothin2 Allowances
All uniforms provided for County employees are subject to budgetary approval.
Full-time Sheriffs deputies shall receive uniform cleaning allowances or clothing allowances on the last
day of each month, subject to budgetary approval.

315 Hand Gun Certification
It shall be the policy of the County Commission and the Sheriff of St. Clair County that all full-time law
enforcement officers of the St. Clair County Sheriffs Department who meet the Alabama Minimum
Standards Act for Law Enforcement Officers be formally certified at least annually in the use of their
service weapon. Such certification shall be by an appropriate and normally recognized authority.
The County Commission shall provide the Sheriff of St. Clair County with the necessary funds to purchase
a minimum of two (2) fifty (50) round boxes of ammunition for each full-time officer to be certified.
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401 Timekeepin2
Accurately recording time worked is the responsibility of every employee. Federal and state laws require
the County to keep an accurate record of time worked in order to calculate employee pay and benefits.
Time worked is the time actually spent on the job performing assigned duties.
Employees should accurately record the time they begin and end their work, as well as the beginning and
ending time of each meal period. They should also record the beginning and ending of any split shift or
departure from work for personal reasons. Overtime should always be approved before it is performed.
Altering, falsifying, tampering with time records, or recording time on another employee's time records,
or performing overtime work without prior supervisor approval, may result in disciplinary action, up to
and including termination of employment.
Employees should report to work no more than ten minutes prior to their scheduled starting time nor stay
more than ten minutes after their scheduled stop time without expressed, prior authorization from their
supervisor.
It is the employee's responsibility to sign his or her time record to certify the accuracy of all time recorded.
The supervisor will review and then sign the time record before submitting it for payroll processing.

Twice each year when Daylight Savings Time changes during a shift of work, full-time County
employees will be given the following options:

1. Fall, clock set back 1 hour, 9 hour shift: Option of over-time pay or compensatory time off.
2. Spring, clock set ahead 1 hour, 7 hour shift: Option of taking annual leave or accumulated
compensatory time (if available) to bring total to 8 hours, or receive pay for 7 hours only.
Employees will be asked to choose an option in advance, and this will be noted on the time card.
Part-time employees will be paid for exact total of hours worked.

403 Paydays
All employees are paid bi-weekly on every other Friday. Payroll periods are 14 calendar days in length.
Each 7-day period within the payroll period stands alone in computing hours worked (with the exception
of designated law enforcement positions) as established by the FLSA. Each paycheck will include earnings
for all work performed through the end of the previous payroll period.
In the event that a regularly scheduled payday falls on a holiday, employees will receive pay on the last
day of work before the regularly scheduled payday.
Paychecks will be distributed by supervisors, and will not be released to anyone other than the employee
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without the expressed permission of the employee.
Annual step raises are based upon satisfactory service and are subject to the approval of the Appointing
Authority and/or Supervisor. These pay increases are effective the next full pay period after the
employee's anniversary date.
Questions regarding time, hours worked, or pay should be discussed ONLY with supervisors or the
Personnel Department.

404 Employment Termination
Employee benefits will be affected by employment termination in the following manner. All accrued,
vested benefits that are due and payable at termination will be paid after all County equipment and supplies
have been accounted for. Some benefits may be retained at the employee's expense if the employee so
chooses.
Below are examples of some of the most common circumstances under which employment is terminated.

Resignation -A voluntary act initiated by the employee to terminate employment with the County. Notice
should be given as far in advance as possible, but the County requests at least two weeks' written
resignation notice from all employees. If an employee does not provide advance notice as requested, the
employee may be considered ineligible for rehire.
Unauthorized absence from work for a period of 3 consecutive working days without notification may be
considered by the Department Head as a voluntary resignation.

Discharge - For good cause, the Appointing Authority may implement termination proceedings. (See
Section 111 - Disciplinary Actions.)
Layoff or Reduction in Force - Involuntary employment termination initiated by the organization for
non-disciplinary reasons. (See Section 207 - Reduction in Force - Lay-off and Recall.)
Retirement- Voluntary employment termination initiated by the employee meeting age, length of service
and any other criteria for retirement from the County.
Written notice of the employee's intent to retire should be given to the Personnel Department 90 days
prior to the effective date of retirement, if possible, but in no case less than 30 days prior to the date of
retirement. Such notification is necessary to ensure that benefits begin at the proper time. Direct Deposit
is available for benefit checks.
Details, procedures and assistance for the retiring employee may be obtained from the Personnel
Department. (See Section 302-Retirement Plan.)

Disability - Separation due to a disability may be initiated by either the employee or the County if the
essential functions of the job cannot be performed with or without reasonable accommodation. The County
may require an examination by a physician of its choice. Job related disability will be governed by
Worker's Compensation laws of the State of Alabama.
Death - Separation is effective as of the date of death. All accrued compensation as of that date, any
accrued annual leave up to 240 hours maximum, any accrued sick leave up to 600 hours maximum, and
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any accrued compensatory time will be paid to the employee's estate or designated beneficiary or agent.
Any indebtedness to the County, when approved by the County Commission, will be withheld from final
compensation.
The Personnel Department will give assistance in filing claims for life insurance and retirement benefits.

405 Administrative Pay Corrections
The County takes all reasonable steps to ensure that employees receive the correct amount of pay in each
paycheck and that employees are paid promptly on the scheduled payday. In the unlikely event that there
is an error in the amount of pay, the employee should, as soon as the same is or should be known by the
employee, bring the discrepancy to the attention of the Personnel Department so that corrections can be
made as quickly as possible.

406 Pay Deductions
The law requires that the County make certain deductions from every employee's compensation. Among
these are applicable federal, state, and local income taxes. The County also must deduct Social Security
taxes on each employee's earnings up to a specified limit, called the Social Security "wage base." The
County matches the amount of Social Security paid by each employee.
The County offers programs and benefits beyond those required by law. Eligible employees may
voluntarily authorize deductions from their paychecks to cover the costs of participation in these programs.

If you have questions concerning why deductions were made from your paycheck or how they were
calculated, your supervisor can assist in having your questions answered, or you may contact the Personnel
Office. If your concern is not resolved or you still have questions, please call [insert designated
department]. If you believe that your paycheck contains an error, please be prepared to discuss the details
of the error to help us identify and resolve it. When notified about incorrect deductions, the County will
conduct a prompt and thorough investigation. If the County determines that you are owed additional pay
due to an error, the additional pay will be authorized and processed promptly, typically at the next pay
period. The County will also take steps to try to prevent reoccurrences of the same error and will remain
committed to complying with the Fair Labor Standards Act and any other applicable federal and state laws
governing wage payments. No retaliation will be tolerated against any employee for making an inquiry
or complaint under this policy or for assisting with an investigation.

501 Work in a Different Capacity
As a result of restriction in the Fair Labor Standards Act, no employee in any employment category with
St. Clair County will be allowed to work in a different capacity for St. Clair County at the same time
except with prior approval of each Appointing Authority concerned, and the St. Clair County Commission.
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502 Safety
To assist in providing a safe and healthful work environment, each employee is expected to exercise
caution in all work activities. Employees must immediately report any unsafe condition to the appropriate
supervisor, elected official or the Personnel Office. Supervisors are particularly responsible for the safety
training, performance, and behavior of employees under their supervision and ensuring that tools,
materials, supplies, equipment, and vehicles are in safe operating condition. Prompt action must be taken
when it is determined that the health or safety of County employees is jeopardized.
Employees may be subject to disciplinary action, up to and including termination of employment, if they
violate safety standards or cause hazardous/dangerous situations. In the case of accidents that result
in injury, regardless of how insignificant the injury may appear, employees should immediately notify the
appropriate supervisor or the Personnel Office. Such reports are necessary to comply with laws and initiate
insurance and workers' compensation benefits procedures.

503 Work Schedule
Work schedules for employees vary throughout our organization. Supervisors will advise employees of
their individual work schedules. Staffing needs and operational demands may necessitate variations in
starting and ending times, as well as variations in the total hours that may be scheduled each day and week.

504 Communications
The use of County-owned computers for illegal or immoral purposes in not permitted and will result in
disciplinary actions which may include termination. (For further information, see St. Clair County
Computer Use Policy #34.)
Personal use of County-owned telephones for long-distance and toll calls is not permitted. Employees
should practice discretion in using County telephones when making local personal calls. Reimbursement
will be required for any charges resulting from personal use of telephones.
To assure effective telephone communications, employees should always use the approved greeting and
speak in a courteous and professional manner, confirm information received from the caller, and hang up
only after the caller has done so.
The County mail system is reserved for business purposes only. Employees should refrain from receiving
personal mail at the workplace. The use of County-paid postage for personal correspondence is not
permitted.
Failure to so conduct oneself in compliance with this policy may result in suspension, dismissal and/or
other disciplinary actions.
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In keeping with the County's intent to provide a safe and healthful work environment, smoking, including
but not limited to the use of e-cigarettes, is prohibited throughout the workplace.

506 Rest and Meal Periods
Each workday, all County employees are provided with two rest periods of 15 minutes in length. To the
extent possible, rest periods will be provided in the middle of work periods. Since this time is counted and
paid as time worked, employees must not be absent from their workstation beyond the allotted rest period
time.
All otherwise eligible County employees are provided with one meal period each workday as set and
approved by the applicable Department Head and as is consistent with applicable law. Supervisors will
schedule meal periods to accommodate operating requirements. Employees must be relieved of all active
responsibilities and restrictions during meal periods and will not be compensated for that time.
Employees may not, on a regular basis, take less than their normal meal period in order to accumulate
additional time.

507 Overtime and Compensatory Time
In all decisions pertaining to overtime or compensatory time, the Fair Labor Standards Act as amended
will be strictly applied. Overtime is calculated on all hours "worked" over 40 hours per week for County
employees; law enforcement officers may work on a two-week pay period as allowed by the Fair Labor
Standards Act and any payment of overtime to said employees will not be in violation therof.
Any work over an established workweek is strongly discouraged, and the Appointing Authority and
supervisor must not permit unauthorized work. Employees who work overtime without receiving prior
authorization may be subject to disciplinary action.

If overtime work should become necessary to meet County requirements, the County's Comprehensive
Overtime Policy along with applicable law shall be followed.
A maximum of 480 hours compensatory time may be accumulated by law enforcement employees and a
maximum of 240 hours compensatory time for all other County employees. All compensatory time
exceeding the maximum hours must be paid as overtime.
For overtime hours worked, employees of the Sheriffs Department who meet the definition of a law
enforcement officer under the Minimum Standards and Training Act for Peace Officers in the State of
Alabama, shall have the option of pay or compensatory leave as provided by law. The employee shall
indicate on the time card if overtime pay or compensatory leave time is desired.
Notwithstanding anything to the contrary herein, the County's Comprehensive Overtime Policy shall be
strictly adhered to.
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508 Use of Equipment and Vehicles
Equipment and vehicles essential in accomplishing job duties are expensive and may be difficult to
replace. When using property, employees are expected to exercise care, perform required maintenance,
and follow all operating instructions, safety standards, and guidelines.
Please notify the supervisor if any equipment, machines, tools, or vehicles appear to be damaged,
defective, or in need of repair. Prompt reporting of damages, defects, and the need for repairs could
prevent deterioration of equipment and possible injury to employees or others. The supervisor can
answer any questions about an employee's responsibility for maintenance and care of equipment or
vehicles used on the job.
The value of an employee's personal usage of County vehicles for commuting will be included in W-2
forms annually. This value will be computed under an applicable method established by IRS regulations.
The improper, careless, negligent, destructive, or unsafe use or operation of equipment or vehicles, as well
as excessive or avoidable traffic and parking violations, can result in disciplinary action, up to and
including termination of employment.
A Commercial Drivers License (CDL) is required for every regular full-time position in the St. Clair
County Road Department with the exception of the Officer Manager position. New employees who do not
have a CDL will be allowed the 90 days probationary period to obtain the CDL at their own expense.
Failure to do so will result in automatic termination. (Minutes 4/9/91)

509 Emer2ency Closin2s
At times, emergencies such as severe weather or power failures can disrupt County operations. In extreme
cases, these circumstances may require the closing of County Operations. In the event that such an
emergency occurs during nonworking hours, local radio and/or television stations will be asked to
broadcast notification of the closing.
When operations are officially closed due to emergency conditions or otherwise, non-essential
employees will be given paid leave for their scheduled hours of work. Employees in essential operations
may be asked to work when operations are officially closed. In these circumstances, if the employee was
otherwise scheduled to work, said employees will be paid at his / her regular rate of pay. If the employee
was not otherwise scheduled to work, he / she will be paid at overtime rates or be allowed to take
compensatory time if said employee has not surpassed the maximum number of comp hours allowed by the
Fair Labor Standards Act, as amended, for those hours worked.
Essential operations are defined as follows:
Central Dispatch
Emergency Management Agency
Highway Department
Jail Personnel
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Juvenile Detention Personnel
Sheriffs Department
Employees who were not scheduled to work but who are called in to work due to the emergency
situation will be paid at their regular rate of pay so long as said hours worked are worked during the
regular working hours of said employee; in such instances, any hours worked will be credited to said
employee for purposes of calculating overtime pursuant to Section 507 of the Employee Handbook. Any
hours worked by the employee during hours outside of his/her normal working hours will be paid at
overtime rates, regardless of the number of hours said employee may have worked that week, and said
hours will not be credited toward his/her accrual of hours for the purposes of overtime as described in
Section 507 of the Employee Handbook.
Employees who volunteer to work in non-essential functions when operations are officially closed
will receive regular rate of pay and any hours worked will be credited to said employee for purposes of
calculating overtime pursuant to Section 507 of the Employee Handbook.
Employees who are scheduled to take personal leave of any type (sick, vacation or otherwise) and
are not scheduled to work as a result of said leave and do not work during said emergency closings as a
result of said leave are ineligible for any provisions herein and shall have their personal leave debited for
said time off work; however, employees in essential operations scheduled to take personal leave, if
requested by their supervisor, may elect to work during said emergency closings and shall then be paid
pursuant to the provisions herein.

If operations are not officially closed, employees will be expected to report to work as soon as they
may safely do so. Time missed from work will be charged to available leave time.

510 Business Travel Expenses
The County will reimburse employees for reasonable business travel expenses incurred personally by an
employee while on assignments away from the normal work location. All business travel must be approved
in advance by the County Commission.
Employees whose travel plans have been approved are responsible for making their own travel
arrangements.
When approved, the actual costs of travel, meals, lodging, and other expenses directly related to
accomplishing business travel objectives will be reimbursed by the County. Employees are expected to
limit expenses to reasonable amounts.
When County-owned credit cards are used for travel, only expenses for the authorized official/employee
can be charged. The law does not allow St. Clair County to lend its credit to anyone other than the
authorized County official or employee, even where the employee agrees to reimburse and/or intends to
reimburse and/or actually reimburses the County for unacceptable charges. Itemized receipts must be
obtained for each charge made to a County-owned credit card.
Employees who are involved in an accident while traveling on business must promptly report the incident
to their immediate supervisor. Vehicles owned, leased, or rented by the County may not be used for
personal use.
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When travel is completed, employees should submit completed travel expense claims for reimbursement.
Claims should be accompanied by itemized receipts for all individual expenses.
Employees should contact their supervisor for guidance and assistance on procedures related to travel
arrangements, expense reports, reimbursement for specific expenses, or any other business travel issues.
Abuse of this business travel expenses policy, including falsifying expense reports to reflect costs not·
incurred by the employee, can be grounds for disciplinary action, up to and including termination of
employment.

601 Family and Medical Leave

(Family and Medical Leave Act of 1993, effective

8/5/1993, Public Law 103-3)
St. Clair County provides leaves of absence without pay to eligible employees who are temporarily unable
to work due to the birth of a child and to care for the newborn child within one year of birth, a serious
health condition, or who wish to take time off from work duties to fulfill family obligations relating
directly to a serious health condition, adoption, or placement of a foster child within one year of placement.
For purposes of this policy, serious health conditions may include inpatient care in a hospital, hospice or
residential medical care facility; continuing treatment by a health care provider; and temporary disabilities
associated with pregnancy, childbirth and related medical conditions.
Employees may be eligible to request family/medical leave, as described in this policy, if the employee
has been on the County payroll for at least twelve (12) months, and has worked at least 1250 hours
during the previous twelve (12) month period.
Eligible employees may request family/medical leave only after having completed 12 months of service.
Eligible employees should make requests for family/medical leave to their supervisor at least 30 days in
advance of foreseeable events and as soon as possible for unforeseeable events.
A health care provider's statement must be submitted verifying the need for family/medical leave and its
beginning and expected ending dates. Any changes in this information should be promptly reported to the
County. Employees returning from medical leave must submit a health care provider's verification of their
fitness to return to work.
An eligible employee may take up to twelve (12) weeks ofleave under this policy during any twelve
(12) month period. The County will measure the twelve (12) month period as a rolling twelve (12) month
period measured backward from the date an employee uses any leave under this policy. Each time an
employee takes leave, the County will compute the amount of leave the employee has taken and subtract
it from the twelve (12) weeks available leave, and the remaining balance is the amount the employee is
entitled to take at that time.
Any combination of family/medical leave may not exceed this maximum limit. Employees will be
required to use any accrued paid leave time concurrently with taking family/medical leave. Married
employee couples may be restricted to a combined total of twelve (12) weeks leave within any twelve
(12) month period for childbirth, adoption, or placement of a foster child; or to care for a parent with a
serious health condition.
Subject to the terms, conditions and limitations of the applicable plans, the County will continue to provide
health insurance benefits for the full period of the approved family/medical leave. If an employee is absent
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from work for more than eighty (80) hours in a one-month period, the employee will be required to pay
all other insurance (County-paid or deducted) for that month or the insurance will be cancelled.
Benefit accruals, such as vacation, sick leave or holiday benefits will be suspended during the leave and
will resume upon return to active employment.
So that an employee's return to work can be properly scheduled, an employee on family/medical leave is
requested to provide the County with at least two weeks advance notice of the date the employee expects
to return to work. When family/medical leave ends, the employee will be reinstated to the same position,
if it is available, or to an equivalent position for which the employee is qualified.
If the employee fails to report to work promptly at the end of the family/medical leave, the County will
assume that the employee has resigned, and the County may, under certain circumstances, recover from
the employee the premium paid for maintaining health insurance coverage during the period of unpaid
leave.

Nothing in this section shall be interpreted to provide rights greater than those provided by the Family and
Medical Leave Act of 1993, and any inconsistencies between this section and the FMLA shall be
interpreted in accordance with the FMLA.

Military-Related Leave Under the Family and Medical Leave Act
Military and Family and Medical Leave may be requested by an eligible employee for any of the following
reasons:
•

Because of any qualifying exigency arising from the active duty service (or call to active duty) in a
foreign country of a parent, spouse, son, or daughter in the Regular Armed Forces, National Guard,
or Reserves.

•

To care for a parent, spouse, son, daughter, or next-of-kin who is a current member of the Regular
Armed Forces, including the National Guard or Reserves, and who is undergoing medical
treatment, recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the
temporary disability retired list, for a serious injury or illness incurred in the line of duty (or for a
pre-existing injury or illness which is aggravated in the line of duty) and that renders the
servicemember medically unfit to perform the duties of his or her office, grade, rank or rating, or

•

To care for a parent, spouse, son, daughter or next-of-kin who is a covered veteran of any branch of
the Regular Armed Forces, including the National Guard or Reserves, and who is undergoing
medical treatment, recuperation, or therapy for a serious injury or illness that occurred in the line of
duty (or for a pre-existing injury or illness which was aggravated in the line of duty) at any time
within the 5 years preceding the treatment, recuperation or therapy. A covered veteran has a
serious illness or injury for purposes of this paragraph when one of the following occurs:
•

The injury or illness is a continuation of a serious injury or illness that was incurred or
aggravated when he or she was a member of the Regular Armed Forces, National Guard or
Reserves and rendered him or her unable to perform the duties of the service member's
office, grade, rank, or rating; or

•

It causes him or her to have a VA Service-Related Disability Rating of 50% or greater; or
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•

It is a mental or physical condition that substantially impairs his or her ability to obtain
gainful employment; or

•

The VA enrolls him or her in the Department of Veteran Affairs Program of Comprehensive
Assistance for Family Caregivers.

Amount of Military Leave

Employer provides eligible employees with:
•
Up to 12 work weeks of unpaid, job-protected leave during any calendar year because of a
qualifying exigency, or
•
Up to 26 work weeks of unpaid, job-protected leave for eligible employees within a single 12month period to care for a covered service member with a serious illness or injury.
Eligible employees using qualifying exigency leave are covered by the same policy provisions (as to
duration, benefits, return to work, etc.) as employees requesting traditional FMLA leave, as detailed above.
Employees using military caregiver leave alone or military caregiver leave in combination with traditional
FMLA - qualifying leave or qualifying exigency leave may take a total of up to 26 workweeks of leave
during any single 12-month period. The amount of traditional and/or qualifying exigency leave combined
is limited to a total of 12 work weeks; the difference may be taken as military caregiver leave. The 26
work weeks of military caregiver leave run on a separate FMLA year that commences with the first day
leave is taken and can run forward until the end of that 12-month period. Any combination ofFMLA leave
may not exceed the maximum limit of26 workweeks in that single 12-month period. Unused military
caregiver leave is forfeited at the end of that 12-month period.
With regard to military caregiver leave, if both a husband and wife work for Employer, the husband and
wife's leave is limited to a combined total of26 workweeks for military caregiver leave alone. The same
26 work week limitation applies when military caregiver leave is combined with FMLA leave to care for
the employee's parent with a serious health condition, for the birth of the employee's son or daughter or to
care for the child after the birth, or for placement of a son or daughter with the employee for adoption or
foster care or to care for the child after placement. Thus, for example, if a husband and wife each take 10
work weeks of military caregiver leave (for a combined total of20 work weeks), they could take an
additional combined total of 6 work weeks of leave for additional military caregiver leave and/or leave to
care for the employee's parent with a serious health condition, for the birth of the employee's son or
daughter or to care for the child after the birth, or for placement of a son or daughter with the employee for
adoption or foster care or to care for the child after placement.
This 26-work week combination limitation for husbands and wives that both work for Employer does not
apply to FMLA leave for the employee's own serious health condition or to care for a child with a serious
health condition. Thus, for example, if a husband and wife each took 10 work weeks of military caregiver
leave (for a combined total of20 work weeks of military caregiver leave), they could each still take 12
work weeks of additional FMLA leave for their own serious health condition or to care for a child with a
serious health condition.
In certain cases, military caregiver leave may be taken on an intermittent basis or the employee may work
a reduced schedule. Intermittent leave must be necessary and should be scheduled to avoid disruption
insofar as is reasonable.
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Notice of Need for Leave
When the need for leave because of a qualifying exigency related to a covered family member's active
duty is "foreseeable," the employee should provide notice as soon as practicable, regardless of how far in
advance such leave is foreseeable. When an employee becomes aware of a need for leave less than 3 0 days
in advance, it should be practicable for the employee to provide notice for the need for leave either the
same day or the next business day after the employee learns of the need for leave. "As soon as practicable"
means as soon as both possible and practical taking into account all of the facts and circumstances in the
individual case.
When military caregiver leave is requested, as with traditional FMLA, an employee must provide
Employer at least 30 days' advance notice before FMLA leave is to begin if the need for the leave is
foreseeable. If 30 days' notice is not practicable, notice must be given as soon as practicable.
A request for Military Leave Form is available from Human Resources.

Eligibility Notice/Rights & Responsibilities
Employees will receive the same Notice of Eligibility and Rights & Responsibilities form when requesting
military FMLA leave as under traditional FMLA. Employer will provide employees who request military
FMLA leave with the appropriate certification form for Qualifying Exigency Leave or Military Caregiver
Leave at this time. The Notice of Eligibility and Rights & Responsibilities form is available from Human
Resources.

Certification for Leave Taken Because of a Qualifying Exigency
The first time an employee requests leave because of a qualifying exigency, the employee must provide a
copy of the covered servicemember's active duty orders or other documentation issued by the military. The
documentation must indicate that the covered servicemember is on active duty or called to active duty
status in a foreign country and the dates of active duty service. The employee shall need to supply such
documentation again only if requesting leave for a different active duty or call to active duty status of the
same or a different covered servicemember.
A completed Certification for Qualifying Exigency Leave Form is also required to support a request for
Qualified Exigency Leave. This form is available in Human Resources.
"Qualifying Exigencies" include:
•

Short-notice deployment: to address issues arising when the notification of a call or order to
active duty is seven (7) days or less;

•

Military events and related activities: to attend official military events or family assistance
programs or briefings;

•

Childcare and school activities: for qualifying childcare and school related reasons for a
child, legal ward or stepchild of a covered service member;

•

Care of the covered service member's parent if the parent is incapable of self-care;
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•

Financial and legal arrangements: to make or update financial or legal affairs to address the
absence of a covered service member;

•

Counseling: to attend counseling provided by someone other than a health care provider for
oneself, for the covered service member, or child, legal ward, or stepchild of the covered
service member;

•

Rest and recuperation: to spend up to fifteen (15) calendar days for each period in which a
covered service member is on a short-term rest leave during a period of deployment; or

•

Post-deployment activities: to attend official ceremonies or programs sponsored by the
military for up to 90 days after a covered service member's active duty terminates or to
address issues arising from the death of a covered service member while on active duty.

Employer also may contact an appropriate unit of the Department of Defense to request verification that a
covered servicemember is on active duty or called to active duty status, without the employee's
perm1ss1on.
Employer may require confirmation of the employee's relationship with the servicemember at any time in
this process.

Certification for Military Caregiver Leave
When an employee takes leave to care for a covered servicemember with a serious injury or illness,
Employer will require the employee to obtain a certification completed by an authorized health care
provider of the covered servicemember. A Certification for Military Caregiver Leave Form is available
from Human Resources. Except as stated below, a completed form is required in order for the employee to
be granted this Leave. Employer may require confirmation of the employee's relationship with the
covered servicemember at any time in this process.
In lieu of any certification, Employer will accept Invitational Travel Orders (ITOs) or Invitational Travel
Authorizations (ITAs) issued to any family member to join an injured or ill servicemember at his or her
bedside, regardless of whether the employee is named in the order or authorization. An ITO or ITA is
sufficient certification for the duration of time specified in the ITO or ITA. During that time period, an
eligible employee may take leave to care for the covered servicemember in a continuous block of time or
on an intermittent basis.
Employer may seek authentication and clarification of the ITO or ITA but will not seek a second or third
opinion or a re-certification during the period of time in which the employee's leave is supported by an
ITO or ITA.

If an employee will need leave to care for a covered servicemember beyond the expiration date specified in
an ITO or ITA, Employer will request that the employee have an authorized health care provider complete
a certification form for the additional time. Timelines designated under the traditional FMLA policy will
apply for return of such certifications.
In all instances in which certification is requested, it is the employee's responsibility to provide Employer
with complete and sufficient certification, and failure to do so may result in the delay or denial of FMLA
leave.

- 44 -

St. Clair County Commission April 9, 2019
Attachment #8 Page 45 of 52

Employer may seek authentication and/or clarification of the Certification Form but will not seek second
and third opinions or re-certifications for military FMLA leave when the Certification Form is filled out by
a military affiliated health care provider.
A Certification for Military Caregiver Leave is available from Human Resources.

602 Military Leave
Authorization of military leave will be in accordance with the Code of Alabama, 1975, Title 31-2-13 as
summarized below:
All officers and employees of St. Clair County who are active members of the Alabama National Guard,
Naval Militia, the Alabama State Guard organized in lieu of the National Guard, or of any other Reserve
Component of the Armed Forces of the United States, shall be entitled to military leave-of-absence from
their respective civil duties and occupations on all days that they are engaged in field or coast defense or
other training or on service ordered under the National Defense Act, or of the federal laws governing the
United States Reserves, without loss of pay, time, efficiency ratings, annual vacation, or sick leave.
Notwithstanding the foregoing, no person granted a leave-of-absence with pay shall be paid for more than
168 working hours per calendar year, and those persons shall be entitled, in addition thereto be paid for
no more than 168 working hours at any one time while called by the governor to duty in the active service
of the state.
Service in the National Guard or Naval Militia of Alabama, when called, drafted, or ordered into the
service of the United States, shall be considered as equivalent service in the Alabama National Guard or
Naval Militia for any and all state purposes regarding privileges, honors, pay allowances, and exemptions
provided by law for members of the National Guard and Naval Militia of Alabama.
Employees on active duty training assignments or active duty training drills are required to return to work
for the first regularly scheduled shift after the end of training, allowing reasonable travel time. Employees
on longer military leave must apply for reinstatement in accordance with all applicable state and federal
laws.
An employee who is called-to active duty full-time will be granted a military leave without pay. Every
reasonable effort will be made to return eligible employees to their previous position or a comparable one
if the employee applies for reinstatement within the applicable federal period, which under normal
circumstances, will not exceed 90 days following honorable separation from military service. They will
be treated as though they were continuously employed for purposes of determining benefits based on
length of service, such as the rate of annual leave accrual and job seniority rights. Subject to the terms,
conditions, and limitations of the applicable plans for which the employee is otherwise eligible, health
insurance benefits will be provided by the County for periods ofup to 30 days of military service. At that
time, employees will become responsible for the full costs of these benefits if they wish coverage to
continue. The employee will be paid for any accumulated annual leave or compensatory time in a lump
sum, if requested. Sick leave will be frozen beginning the day shown on the employee's activation orders.
During the active military leave, the Appointing Authority of the department will have the option to hire,
under the same job classification, a temporary full-time employee (with full benefits) to fill the vacant
position. When the regular full-time employee is reinstated, the temporary employee will be terminated.
The Appointing Authority will work out the details with the County Commission and the Personnel
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Officer.
As provided in Policy 38, When the employee returns from militanr leave without pay, benefits will again
be provided by the County according to the applicable plans.
If a full-time employee, who is a member of the Alabama National Guard, Reserves or other branch of
service is activated, the St. Clair County Commission will pay the difference in their military base pay
and county compensation if the military base pay is less than the employee's compensation with St. Clair
County. If will be the responsibility of the employee to provide a Defense Finances and Accounting
Service Military Leave and Earning Statement or certified statement from his or her Company showing
the period covered and basic pay for that period. A copy of the employee's Deployment Orders will be
required also.
The employees may file a claim with the County, with the above documentation, after his or her first
month of active duty is completed. The employee will have up to one year from his last active day with
the military to file a claim. This policy applies only to active duty call-up and does not apply to monthly
drills, etc.

603 Political Leave
Any County employee desiring to campaign for a COUNTY political office shall be required to take an
unpaid leave of absence, beginning with the solicitation of votes, or on the date of first public
announcement of his or her candidacy, or upon the date of filing or otherwise qualifying, whichever occurs
first.
The employee may elect to be paid for any eligible accumulated leave time in a lump-sum payment at
the beginning of the leave of absence.
To request political leave, the employee must complete a "Request for Leave Form" and have the signed
approval of the Supervisor and Appointing Authority.
The leave of absence will continue in effect until:
(a) The employee is elected, at which time the employee will resign from his or her classified
position with the County to be effective on or before the date on which he or she will take office.
(b) The employee is defeated for political office, at which time the employee may, within 5
working days, be reinstated to his or her former position or one of comparable rank and pay.

No County employee shall campaign or otherwise engage in political activity in support of or against
any candidate or any cause during the employee's working hours.
No employee shall be rewarded or penalized in any way for authorized political leave.

701 Dru2 and Alcohol Use
St. Clair County is committed to providing a safe work environment and to fostering the well-being and
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health of its employees and the general public. For these reasons, the County has implemented a DRUGFREE WORKPLACE POLICY. Adherence with this policy is a condition of employment with the
County, and all employees and independent contractors/contractor employees will be required to execute
the applicable consent forms. An employee whose conduct violates this policy will be subject to
discipline, up to and including termination. You will be given a copy of the ST. CLAIR COUNTY DRUGFREE WORKPLACE POLICY in its entirety and you may request a copy of the policy at any time from
the Personnel Office.

702 Sexual and Other Unlawful Discrimination or Harassment
The County is committed to providing a work environment that is free of discrimination and unlawful
harassment. Actions, words, jokes, or comments based on an individual's sex, race, ethnicity, age, religion,
disability, or any other legally protected characteristic will not be tolerated. As an example, sexual
harassment (both overt and subtle), a form of employee misconduct that is demeaning to another person,
undermines the integrity of the employment relationship and is strictly prohibited.
Any employee who wants to report an incident of sexual or other unlawful harassment should promptly
report the matter to his or her supervisor. If the supervisor is unavailable or the employee believes it would
be inappropriate to contact that person, the employee should immediately contact the Appointing
Authority or the St. Clair County Commission Personnel Department. Employees may raise concerns and
make reports without fear of reprisal. If the report is not made in writing, the Employee may be asked to
reduce the same to writing to assist with the investigation of the same.
Any supervisor who becomes aware of possible sexual or other unlawful harassment should promptly
advise the Appointing Authority or the St. Clair County Commission Personnel Department who will
handle the matter in a timely and confidential manner.
Anyone engaging in sexual or other unlawful harassment will be subject to disciplinary action, up to and
including termination of employment.

703 Attendance and Punctuality
To maintain a safe and productive work environment, the County expects employees to be reliable and to
be punctual in reporting for scheduled work. Absenteeism and tardiness place a burden on other employees
and on the County. In the rare instances when employees cannot avoid being late to work or are unable to
work as scheduled, they should notify their supervisor as soon as possible in advance of the anticipated
tardiness or absence.
Poor attendance and excessive tardiness are disruptive. Either may lead to disciplinary action, up to and
including termination of employment.

704 Personal Appearance
Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect
the business image the County presents to customers and visitors.
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During business hours, employees are expected to present a clean and neat appearance and to dress
according to the requirements of their positions.
Consult your supervisor or department head if you have any questions as to what constitutes appropriate
attire.

705 Security
The County wishes to maintain a work environment that is free of illegal drugs, alcohol, firearms, (except
authorized law enforcement personnel) explosives, or other improper materials. To this end, the County
prohibits the possession, transfer, sale or use of such materials on its premises. The County requires the
cooperation of all employees in administering this policy.

802 Emer2ency Sick-Leave Policy
General Conditions: The St. Clair County Commission is authorized to declare an "employee sick- leave
emergency" when a County employee or a County Employee's family member experiences an unexpected
and extended period of illness or terminal illness. For purposes of this policy, an unexpected and extended
period of illness is an illness, injury, impairment or physical or mental condition that involves (1) inpatient
care (i.e., an overnight stay) in a hospital, hospice, or residential medical care facility, and any treatment
for the condition for which hospitalization is required and any necessary period of recovery there from or
(2) a condition that, although inpatient care is not required, requires continuing treatment by a health care
provider. The illness must be such that the affected individual is unable to work, attend school or perform
other regular daily activities due to the illness for duration of longer than two calendar weeks. A terminal
illness is one for which the anticipated life expectancy is less than 6 months.
Unexpected Need Requirement: The intent of this policy is to provide an additional possible avenue of
financial support to employees who could not reasonably predict the need for leave. That is, the need for
leave must be unexpected. Where an employee knows or reasonably could have predicted that he or she
would need leave for their condition or that of a family member, the employee is not eligible for emergency
sick leave designation. Examples of conditions that are not eligible for emergency sick leave designation
include, but are not limited to, elective medical procedures and maternity leaves for pregnancies without
complications.
Family Member: Forleave related to an employee's family member, the employee's presence must be
necessary, as certified by a treating physician, to provide care to the family member. Family member as
provided herein shall include only the employee's spouse, parent, child, sibling, grandchild, grandparent,
child's spouse, spouse's child and/or spouse's parent.
Exhaustion Requirement: The employee must exhaust all of his/her accumulated sick leave, annual leave
and compensatory time prior to becoming eligible for receipt of donated time. The employee must submit
a completed "Request for Declaration of Emergency Illness" form to his/her Appointment Authority for
approval and then to the St. Clair County Commission for final authorization. A certification from the
employee's or the employee's family member's treating physician on a form provided by the County will
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be required to consider the request.

Employee Transfers: When an "employee sick-leave emergency" is declared as provided within this
policy, any employee who is in a pay grade not more than five pay grades lower than the approved
employee may transfer to the approved employee all or part of his/her accumulated sick leave, annual
leave, or compensatory time hours in eight (8) hour increments by completing a "Leave Donation Form."
For example, an employee in Pay Grade 10 is eligible to donate to an employee in Pay Grade
14. However, the same employee in Pay Grade 10 is not eligible to donate to an employee in Pay Grade
21. The restriction applies only where an employee donates "up" the Pay Grade as there is no restriction
for donating from a higher Pay Grade to a lower Pay Grade. The donation of hours is totally voluntary.
All current employee emergency sick leave designations will be posted in the same manner as in-house
job advertisements described in Section 115 (Recruitment and Hiring). Although the County recognizes
there will be a natural flow of information among County employees, any form of solicitation or coercion
to request donated leave or suggest that leave should be donated will absolutely not be tolerated and will
result in disciplinary action up to and including termination. Employees are encouraged to report any
requests or suggestions related to leave donation that they consider inappropriate. No employee shall be
penalized for not participating in the process.

Department Approval: The "Leave Donation Form" must be completed and approved by the employee
donating leave, his/her immediate supervisor and the Appointing Authority. The supervisor will submit
the form, along with the payroll time card on which the leave adjustment is to be made, to the St. Clair
County Commission Payroll Department.
Use of Donated Hours: Upon receipt of the approved "Leave Donation Form" the Payroll Department
will transfer the donated leave hours from the donating employee to the employee receiving the donated
hours. The total number of donated leave hours will appear on the recipient's payroll notice in the sickleave hours category, and can be utilized immediately. Each donation will be processed in the order it is
received by the Payroll Department. The total donated leave hours for any one period of illness will be
restricted to 480 hours (60 days) subject to review after 60 days has been exhausted.
Donated hours are for the sole purpose of enduring a serious illness. Donations may be made each pay
period until the emergency situation ends; therefore employees should use caution when donating hours.
Any unused portion of donated hours will belong to the recipient and will be treated as outlined in Section
306, Sick Leave Benefits, of the handbook. This policy does not apply to on-the-job injuries where the
employee is injured on the job and receiving workers compensation benefits or where the employee is
eligible to receive any other form of short-term compensation that replaces more than 50% of the
employee's average gross weekly wages. Normal sick-leave accrual will continue during the time the
employee is utilizing donated sick leave. St. Clair County reserves the right to amend or terminate this
policy at any time.

803 Guns at Work Policy
Subject to the provisions set forth in this handbook, St. Clair County generally prohibits possession or use
of firearms and other potentially dangerous weapons in the workplace, whether on the Company's premises
or while conducting company business. Bringing :firearms of any type into the workplace, a County
automobile, or offsite location while conducting County business is strictly prohibited. Violations of this
policy may result in discipline up to and including ejectment from County property and immediate dismissal.
Exceptions
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Employee may transport or store a lawfully possessed frrearm or ammunition in the Employee's own
privately-owned vehicle while properly parked in a County parking area if the employee satisfies all of the
following:
1)

The Employee either:

a.

Has a valid concealed weapon permit; or

b.

If the weapon is any frrearm legal for use for hunting in Alabama other than a pistol:

1.

The Employee possesses a valid Alabama hunting license;

11.

It is during a season in which hunting is permitted by Alabama law or regulation;

The Employee has never been convicted of any crime of violence as defined by Ala. Code § 13A11-70, nor of any crime as set forth in Ala. Code, Title 13A, Chapter 6, nor is subject to a Domestic Violence
Order, as defined in Ala. Code§ 13A-6-141; and

111.

iv.
The Employee has no documented prior workplace incidents involving the threat of physical injury,
or which resulted in physical injury.
2)

The motor vehicle is operated or parked in a location where it is otherwise permitted to be.

3)

The firearm is either:

a.

Kept inside the Employee's vehicle and out of sight, while the employee is attending the vehicle; or

b.
Kept out of sight, locked in a compartment, container, or in the interior of the Employee's privatelyowned vehicle, or in a compartment or container securely affixed to the Employee's vehicle, when the
vehicle is unattended.
Employees not meeting any of the above requirements are prohibited from having a frrearm in a vehicle on
County property. The County reserves the right to restrict or prohibit the presence of a hunting weapon, to
the extent permitted by the Americans with Disabilities Act, if the County knows that the Employee meets
any of the factors listed in Ala. Code§ 13A-11-75(a)(l)a.l.-8.
The County has the right to question an employee regarding verification of any of the above exceptions.
Also, in any instance in which the County believes an Employee poses a risk of danger to themselves or
others, the County reserves the right to make further inquiry as to whether an employee has a weapon on
County property. If the Employee in question does have a weapon, the County has the right to take the
required steps to ensure the Employee is compliant with Alabama Code§ 13A-1 l-90. If it is found that the
Employee is not in compliance, the Employee is subject to disciplinary action, up to and including
termination.
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SHERIFF DEPARTMENT EMPLOYEES
Employees of the St. Clair County Sheriff's department, including deputies, jailers, etc., are
exclusively employees of the Sheriff's department and are in no manner employees of St. Clair
County or the St. Clair County Commission. The regulations and policies set forth in this
handbook are not applicable whatsoever to said employees. The St. Clair County Sheriff shall
manage the personnel within the Sheriff's department as he or she sees fit and without
interference from St. Clair County and/or the St. Clair County Commission.
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Employee Acknowled2ment Form
The employee handbook describes important information about St. Clair County, and I understand that I
should consult my supervisor or the Personnel Department regarding any questions not answered in the
handbook. I understand that I am required to comply with the policies and procedures contained in this
handbook. Furthermore, I acknowledge that this handbook is not a contract of employment and that my
employment is at will and that either St. Clair County or I can terminate my employment at any time with
or without cause or advance notice.
Since the information, policies, and benefits described here are necessarily subject to change, I
acknowledge that revisions to the handbook may occur. All such changes will be communicated through
official notices, and I understand that revised information may supersede, modify, or eliminate existing
policies.
I have received the handbook, and I understand that it is my responsibility to read and comply with the
policies contained in this handbook and any revisions made to it.

Employee's S i g n a t u r e - - - - - - - - - - - - - - - - - - - - - - - - - - - - Date - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - Employee's Name (Printed) _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
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STATE OF ALABAMA)
ST. CLAIR COUNTY)
ST. CLAIR COUNTY COMMISSION
RESOLUTION #2019-20

National County Government Month - April 2019
"Serving the Underserved"
WHEREAS, the nation's 3,069 counties serving more than 300 million Americans
provide essential services to create healthy, safe and vibrant communities; and
WHEREAS, counties provide health services, administer justice, keep communities
safe, foster economic opportunities and much more; and
WHEREAS, St. Clair County and all counties take pride in their responsibility to protect
and enhance the health, welfare and safety of its residents in efficient and cost-effective ways;
and
WHEREAS, through National Association of Counties President Greg Cox's
"Connecting the unconnected" initiative, NACo is demonstrating how counties deliver "peoplecentered" services to our residents nationwide; and
WHEREAS, in order to remain healthy, vibrant and safe, America's counties provide
public health, justice, safety, infrastructure, transportation, technology, environmental
stewardship and economic services that play a key role in everything from residents' daily
commutes to emergency response; and
WHEREAS, each year since 1991 the National Association of Counties has encouraged
counties across the country to elevate awareness of county responsibilities, programs and
services; and
NOW, THEREFORE, BE IT RESOLVED that the St. Clair County Commission does
hereby proclaim April 2019 as National County Government Month and encourages all county
officials, employees, schools and residents to participate in county government celebration
activities.
IN WITNESS WHEREOF, Commissioners Jeff Brown, Ricky Parker, Tommy Bowers
and Jimmy Roberts have caused this Resolution to be executed on their behalf by Paul
Manning, Chairman of the St. Clair County Commission, on this 9th day of April 2019.

ATTEST:

~{fu)~,-,

Tina Morgan, Adminis

or
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STATE OF ALABAMA)
ST. CLAIR COUNTY)

St. Clair County Commission
Resolution 2019-21

A resolution proclaiming the month of April as
Confederate History and Heritage Month
WHEREAS, the War Between the States involved many Alabamians and St. Clair County
residents; and
WHEREAS, many men from the area of St. Clair County participated in that conflict; and
WHEREAS, the conflict impacted the lives of many Alabama families as well as those living
in what is St. Clair County; and
WHEREAS, their selfless acts of bravery shall be remembered by their descendants living in St.
Clair County and Alabama; and
WHEREAS, this conflict produced many leaders in government and business in Alabama, and
St. Clair County; and
WHEREAS, we honor our past and salute our history with recognizing the contributions of
these Alabamians.
NOW IT IS, THEREFORE PROCLAIMED by the St. Clair County Commission that April,
2019 be recognized as Confederate History and Heritage Month.

IN WITNESS WHEREOF, Commissioners Jeff Brown, Ricky Parker, Tommy Bowers, and
Jimmy Roberts have caused this resolution to be executed in their name and on their behalf by Paul
Manning, Chairman, on this 9th day of April, 2019.

Paul Manning, ~ a n
St. Clair County Commission
Attest:

~~ 'N\.iar-~
Tina Morgan, Administrator
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Paul Manning
CJ,airma~ ·
Tina Morgan.
Adiilipistraior/freasurer

$t.. Cl(lir·C.oµnzy Conunission
1655th Avenue Suite l~o;
Ashville; Alabama: 359~3

(205) 594-:ZJ 00

Jef/Brown
Ricky Parker

fi)mmy Bowers

Jimm,Roperls
Associate Members

Fax (20S)594-.2JJO

LETTER Of AGEN.CY
To:.AII Exchange Carriers

,

bate: Q3/01I20t9

St Clair county E9t1 authority he'reby advises the recipient ofthis!Letter of Agency thatifhas aLJtho.rized
INdigital to· order services and process records associated with St :Clair County E911 service and certain other
database functions.
By this Letter of Authorization, INdigital is given authority to act in~epehdently on behalf ofthe 911 authority
wl'len those c1cticms are in. the best interest of the 911 authority. .
·
The 911 authqrity rnay revoke this authorization at any time by thei issuance Of a written revocation referring·
the servi~s listed above; delivered to the LEC and INdigital at th~ address listed below
·
i

By this Letter of Authorization, the 911 aµthority provi9es its authorization forlNdigitalto direct the cdnnection,

disconnection or rearrangemenf OT the 911 authority's circuits, services or other equipment as determined by
INdrgital. INdig1tal agrees that it shall not undEtrtake the issuance Qf orders, or rearrangements hereunder
unless it has given the 911 Aµtt:)prity noti<:e ofsLJc::h action, spec::ify1ng date and tjme of planned work.
.

I

lNdigital agrees to release and hold harmlessthe carrier fromJiability for (a) makir,g available 911 authority
information relating to the exercise ofthis authorization, and {b} follpwing 911 authority's or INdigifal's
instructions and direction with regard to these matters listed abov~. '.Communication from 'the carrier shall be
directed to:
FAX, E"-mail or deliver to:
INdigital
Attn': Nathan burre
1816 Directors Row

Fort Wayne, iN 46809
textyadmin@indigital.net
$y signature or receipt ofthis Letter of Agency, St Clair County E~11 Authority, INdigital and the receiving party
agree to :the terms and conditions of this document.
:
Agency: St Cl8it'County E911
INdigital Contact:
Name: Nathan Durre.
Name: ·Bill Ricbval~ky
Title: TextyAdmirtistrator
Title: Director
Phone: 205.:~14~3540
f>hone:260-469.:2010
Fax: 2t50-469-4329
Fax:
E-Mail: textyadmin@indigitaL net
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Paul Manning
Chairman
Tina Morgan
Admihistratorfl'reasurer
DATE:.

March 01, 2019

ro:

At~Ti\Jlobmty

Jef!Brown
RzckyPark¢r .
'fon,my Bowers
Jimmy Roberts
Associate Members ·

St. CliiirCounty Co,mml$sion

165 5thAvenue Suite 100
Asl:tville,, Alabama j59$3
.(205) 594-2100
.
Fax (205) 594-illo

i.JSCellular
·BillTortoriello, Sr Manag~t Regulatory Affairs
~41'0 WBryh MawrAvehue Chicago, IL 60631
bill.tortoriello@uscellulat.com
. :

.

.

Verizon··,Wireless
Brent Burpee, E,-911 Techniqa1Staff
~ 120 S?inctllary Parkway, Suite 1:50
A)pharetta; GA 30009
·
brentburpee@vertzonwireiess.com

Chief E911 Compliance Officer
PC) Box 97061

Redr116r1d; WA98073"'.9761

ld6216@att.com.

·T-Mdbile,
T-:Mobile9-1.:.1 Regulatory Team
601 PerlnsylvaniaAveriue NW
North Building suite ~QO
Washington DG, 20004
.911 RegulatoryTeatn@t-mobile.com

$print
.
rvtichael R !...'ister
.6550 ·Sprint P$t.~ay
.
Pv~r!and Park, KS 66251
.Michael. R. Lister@spnntcom

$quth~m Ll~,c

FROM:

Jean H. Martin

f:300 N t~th street ~ GNO~OO
13irtliihgham, AL 35203
.jhmari:in@southernco.com

·suaJ1::cT

Text To 9-1-:t Authorization

to

StCtair County E911 hereby formally requests and at1thorizes thei wireless carriers- liste<:t above provide
SMS to 9~1-1 basett on other emergency communic~tiqns:servicelas definec;f,n 47 use 615J>~ (9)(8}.
St Clair County: E911 is ready to deploy text to 9-1-1 service now 1n conjunction with our NexGen -9,..1-1 service
provider; INdigitaL Wf; will be utilizing direct IP interface.
.

The Pul:>lic Safety Answering Pointto be deployed is:
PSAP Name
st Clair County E911

FCCPSAPID

267

:

··-.-

PSAP Location

1610 Cogswell Ave,Pell City, AL 35125

INdigital will be the technical point of contact for this SMS~to-911 project and St Clair Co(mfy E911 authorizes
thewireless earners Ustf;d above to work ciirectly vvith INdigital to ~omplete deplpymentactivjties, Please begin
deployment activities upon receipt bf this letter. Your points ofco~tact.will be:

.Nathan Durte
Texty Admin - INdigital
1616 Director~ Row, FortWaynei IN
textyadm1ri@indigital. riet
,
2$0-469-2140
.

Bill' Richvalsky I
St Clair Courify E911 Director
1610 Cogswell Ave,Pell City, AL 35125
brichvalsky@stclairco.com
205~814~354Q ·....... .
i

Please feel free to c~mtact, Nathan Durre of INdigital· With any questions or comments;
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