CITY AND BOROUGH OF SITKA

ORDINANCE NO. 2014-18

AN ORDINANCE OF THE CITY AND BOROUGH OF SITKA AMENDING THE CITY
AND BOROUGH OF SITKA PERSONNEL POLICIES HANDBOOK TO: CHANGE
POLICY ON PROBATIONARY PERIOD INCREASE FOR REGULAR EMPLOYEES;
ADDRESS STARTING PAY FOR NEW EMPLOYEES; ADDRESS PAY UPON
PROMOTION; ESTABLISH PAY MATRIX PROCEDURES; ADDRESS FORFEITED
ANNUAL LEAVE; REMOVE SECTION XXI AND UPDATE ATTACHMENT A

1. CLASSIFICATION. This ordinance is of a permanent nature and is intended to
become a part of the City and Borough of Sitka Personnel Policies Handbook.

2. SEVERABILITY. If any provision of this ordinance or any application to any
person or circumstance is held invalid, the remainder of this ordinance and application to any
person or circumstance shall not be affected.

3. PURPOSE. The purpose of this ordinance is to update the City and Borough of
Sitka’s Personnel Policies Handbook to implement the Fox Lawson recommendations for
compensation and compensation policy for employees covered by the City and Borough of Sitka
Personnel Policies. It does not affect employees covered by collective bargaining agreements.
The proposed amendments to the City and Borough of Sitka Personnel Policies Handbook make
a number of changes, as outlined below:

o Section 4.3 entitled “Types of Appointments” - the 6-month probationary pay
increase is removed:

¢ Section 6.5 entitled “Pay for New Employees™ - requires administrator approval of all
starting pay within the established pay matrix of the Personnel Policies;

e Section 6.11a. entitled “Promotions™ - requires administrator approval of promotional
pay;

e Section 6.12 entitled “Pay Increases — Pay Matrix” - modifies the operation of the Pay
Matrix in Attachment A of the Policies and addresses performance pay and forfeited
annual leave;

@ Section 9.10 entitled “Family and Medical Leave Act Policy — removes reference of
Subsection 9.10.D that no longer exists;

e Section 21 entitled “Rewards for Excellence Program” is deleted; and

» Attachment A entitled “Salary Data Recommendations: Proposed Pay Structure”
updates the pay matrix as recommended by Fox Lawson.

4. ENACTMENT. NOW, THEREFORE, BE [T ENACTED by the Assembly of the
City and Borough of Sitka that the following provisions of the City and Borough of Sitka
Personnel Policies Handbook are amended as follows (new language highlighted and underlined;
deleted language stricken):
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IV. TYPES OF APPOINTMENTS
EE

4.3 PROBATIONARY. Every full-time or part-time regular appointment in the
Municipality’s employment service shall be preceded by a probationary appointment in
which the employee serves in a probationary status. A newly hired or rehired employee with
a probationary appointment is an at-will employee who can be disciplined or discharged with
or without cause, with or without notice, at any time, and whose employment can be
terminated at the option of either the employee or the employer. Just cause is not required
for any form of discipline or discharge of such an employee during a probationary period.

An employee promoted or transferred from a regular appointment to a different position shall
also serve a probationary period in which the employee can be returned o their previous
position, if vacant; or returned to another position, if available, and if the employee is
qualified for the position; or terminated. If an employee is returned or transferred during a
probationary period, that return or transfer shall not constitute a demotion.

The length of a probationary period shall be six months, unless otherwise provided in these
policies, federal or state law, and/or unless the Department Head, with approval of the

Admlmstrator extends the probatlonary perlod Feﬂeﬂﬂﬂg—s&eeessﬁfkeemp}e&eﬂ—m&the
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V1. PERSONNEL STAFFING AND COMPENSATION
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6.5 PAYFORNEW EMPLOYEES

Starting pay shall be approved by the Administrator. All starting pay must be within the
established grade assigned to the position in the pay matrix in Attachment A of these
Personnel Policies. Any starting pay not within the pay matrix for the established srade for

the position shall only be authorized with Assembly approval.
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6.11

L

6.12  PAY INCREASES - PAY MATRIX

a. lhe Pay Matrix in Attachment A of these policies will increase 1.5% every vear. Asny
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b. Employees in steps A-G who_have not received an unsatisfactory overall performance

rating in their most recent evaluation will move one step every two vears on their anniversary
date, in addition to the annual 1.5% increase in the Pay Matrix.

c. Emplovyees placed in steps H-O will move onlv upon approval of the Administrator for
_ special circumstances, outstanding performance, reclassification, matrix revision or update,

or other reasons approved by the Administrator.
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d. Employees in Steps H-O will receive the 1.5% annual increase in the Pay Matrix.

e._Performance Pay. b: In addition, pay increases or monetary awards may be made at any
time to recognize outstanding performance of duty or to correct wage inequities based on
written recommendations of the Department Head or—to—correct—wage inequities per the
approval by the Administrator. The Administrator may also withhold a portion of the total
amount of money appropriated by the Assembly during budget time to be used for merit
increases; if any such money is withheld, the Administrator will determine the guidelines for
its award and distribution. The Administrator may also designate forfeited annual leave for
employee recognition purposes. The Finance Department will track all forfeited leave in a
leave bank. The Administrator will provide a report (twice a vear) to the Assembly of the
employee(s) receiving Performance Pay, the amount and the reason.

* ok o

IX. SICK LEAVE
9.10 FAMILY AND MEDICAL LEAVE ACT POLICY

A. The City and Borough shall grant family and medical leave consistent with applicable
provisions in the Federal Family and Medical Leave Act (FMLA) and the Alaska Family
Leave Act (AFLA) effective the first day of the authorized leave.

B. Start of Family Leave Calculation under the FMLA/AFLA,

An employee may use up to fourteen days per calendar year of their sick leave to care for a

family member (as—defined-in—-Subsection—9-+6—D)-who is sick before the family leave

calculation may begin under FMLA/AFLA. This family member need not have a “serious

health condition” as-defined-in-Subsection9-10.D-
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XXI. DELETED-REWARBS FOREXCELLENCE PROGRAM
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3. EFFECTIVE DATE. This Ordinance shall become effective on the day after the
date of its passage.

PASSED, APPROVED, AND ADOPTED by the Assembly of the City and Borough of

| Sitka, Alaska on this 10th day of June, 2014.

Mim McConnell, Mayor

ATTEST:

Colleen Ingrﬁ . o
Municipal Clerk



