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Introduction

Purpose

This handbook has been prepared to provide you with a written
summary of the personnel policies, regulations, and standards of
conduct which govern your employment with the Department of
Revenue. Please read the handbook carefully, and keep it for a
reference, as you are expected to understand and abide by these
policies. If you have doubt or misunderstanding about the contents of
this handbook, seek clarification from your supervisor.

DISCLAIMER: NOTHING IN THIS HANDBOOK SHOULD BE CONSTRUED
To PromisE FUTURE EMPLOYMENT. FURTHER, NO MANAGEMENT
MEMBER HAS THE RIGHT To MAKE COMMITMENTS THAT NEGATE THE
HANDBOOK. EMPLOYEES ARE RETAINED BASED ON THE MIssION NEEDS
OF THE DEPARTMENT AND THE INDIVIDUAL’S ABILITY TO PERFORM
His/HER JoB IN A COMPETENT AND ETHICAL MANNER.

Handbook Format
PERSONNEL POLICIES - Note The Different Print

Policies from the Departmental Personnel Manual are printed in
smaller, italicized print like the print of this paragraph. Your supervisor has
a copy of the Departmental Personnel Manual which gives the
complete procedures for each policy.

RULES
Rules are quoted and their source given wherever possible.
STANDARDS OF CONDUCT (SOC)

These important requirements were given a chapter of their own. The
chapter provides the reasons why the standards of conduct were
written. If a standard of conduct (SOC) subject overlaps significantly
with a personnel policy subject, the two are printed next to each other
in the text for the reader’s convenience.




SUMMARY AND CHANGES

The handbook summarizes most of the important information
regarding employment with the Department of Revenue , but it is not
all-inclusive. Personnel policies and rules can be clarified through
your supervisor/division chief or the Personnel and Training Division.
In circumstances not covered in the standards of conduct, the
Department expects its employees to act in a professional and ethical
manner.

The Department reserves the right to change policies and rules based
on mission needs and other requirements; such changes will be
forwarded to you along with their effective date.

Brief History of the Department

An act of the 1898-1899 Alabama State Legislature established the office
of “State Tax Commissioner.” From that time until February 1, 1939
there were many changes in administrative organization.

In 1939 the legislature established the Alabama Department of
Revenue as it is known today. The act consolidated several diverse
revenue collecting functions under a single executive officer with the
authority to administer the numerous and complex tax laws of the
state.

This basic organization has been maintained, even though the internal
structure has been periodically modified to conform to new or changed
tasks.

The growth of the department, both from the standpoint of the number
of employees and revenue collected, has been continually upward in
order to meet the needs of a growing society.

The money collected by the department pays for services to the people
of Alabama. These include schools, highways, assistance to the elderly,
disabled and disadvantaged, protection of the environment,
development of recreational facilities, law enforcement, and many
more.

The primary concern of the department is to provide service to the
citizens of the state through fair, firm, and impartial application of the
tax laws.




Department Objectives
The primary objectives of the Alabama Department of Revenue are:

= Equal and equitable application of the state’s tax laws, including
aggressive enforcement to promote compliance.

= Timely and courteous response to requirements of the public.

= Prudent and efficient use of administrative funds.

Employment Policies

The Merit System and You

The law that set up the merit system was passed in 1939 and now
appears in the Code of Alabama 1975. The purpose of the merit system
as stated in the law is as follows:

“To assure all citizens of demonstrated capacity, ability, and training an
equal opportunity to compete for service with the State of Alabama; to
establish conditions in the state service which will attract officers and
employees of the governmental departments and agencies by the
improvement of methods of personnel administration.”

Any violation of the Merit System Act is a misdemeanor. A person
convicted of a violation is ineligible for employment in state service for
five years. If he is, at the time, an officer or employee of the state he
forfeits his office or position.

What does being a merit system employee mean to you? The merit
system offers you protection against job discrimination and unfair
dismissal. It gives you protection so long as you deserve it through
your own merit. For example, you are protected against demands that
have nothing to do with how well you do your job such as:

= You cannot be forced to pay any political contribution or assessment.
= You cannot be made to vote “as you are told.”
= You cannot be fired for failing to “vote right” in any election.

= You cannot be replaced by someone who happens to have more
“pull.”




= You CAN be fired for cause, if you fail to earn the protection of the
system by your work or conduct. Some rule violations for which you
can be fired are as follows:

= Neglect of duties, sub-standard performance, or careless work.

= Violations of work rules or regulations of the State Personnel
Board or of your department.

= Drawing pay for any day when you are not actually doing a full
day’s work or on authorized leave.

= Use of state equipment or supplies for any reason other than for
state business.

= Deliberate or careless misuse of state equipment or supplies
resulting in loss or damage.

= Claiming reimbursement for money not actually spent in
connection with state business.

= Partiality, unfairness, or discourtesy in dealing with any citizen.

= A fault-finding, uncooperative or deliberately unpleasant attitude
toward your fellow employees or supervisor.

= Deliberate failure to pay your just debts.
= Disgraceful conduct, on or off the job.
= Getting your job by fraud or misstatement of facts.

Further details on the terms of your employment are specified in this
handbook. The information presented in the sections on Employment
Policies and Standards of Conduct (while not all-inclusive) is of
particular importance because this information provides guidelines
about the behavior the Department expects from each employee as a
prerequisite for continued employment.




Equal Employment Opportunity Policy

It is the policy of the Department of Revenue not to discriminate against
any employee or applicant because of race, color, religion, age, sex,
national origin or disability. The Department of Revenue is committed to
recruiting, hiring, training and promoting qualified individuals without
regard to the above-mentioned protected statuses.

Division Chiefs shall ensure that all other personnel actions such as
compensation, benefits, department sponsored training, transfer,
demotion, termination, leave without pay, return from leave without pay,
and social recreation programs shall be administered without regard to
race, color, religion, age, sex, national origin or disability.

Division Chiefs shall base employment decisions on the principles of equal
employment opportunity and with the intent to further the Revenue
Department’s affirmative action program goals.

Division Chiefs shall take affirmative action to ensure that minority group
individuals, females, and qualified disabled persons are hired and that
these employees are encouraged to aspire for promotions and are
considered as promotional opportunities arise.

An employee who feels that he/she has been discriminated against by
the Department of Revenue on the basis of items listed above should
file his/her complaint with the Alabama Department of Revenue,
Equal Employment Office, Room 3101, 50 Ripley Street, Montgomery,
Alabama, 36132. Complaints must be filed within 180 days of the
occurrence. Note: Complaints of unlawful employment
discrimination may also be filed with the Equal Opportunity
Commission (EEOC), 1900 Third Avenue North, Birmingham,
Alabama, 35203-2397.

Attendance
HOURS OF WORK

All employees in the state service must observe the attendance rules
regarding hours of work; holidays; and annual, sick, military, and
special leaves of absence with or without pay. You are in “pay status”
when actually working or when on authorized leave. The normal work
week for state employees is 40 hours. For most divisions the work
week is divided into five, 8-hour days. There are, however, many kinds
of work which cannot be done during these working hours. See your
supervisor about the hours-of-work rules for your work section.




LUNCH AND BREAK PERIODS

Most Revenue employees have a one-hour lunch period at a beginning
time designated by the supervisor. Employees are also allowed one 15-
minute break in the morning and one 15-minute break in the afternoon.

FLEXIBLE WORKING HOURS

The primary objectives of the use of flexible working hours (flextime) are to
improve morale, to maintain or increase productivity, and to decrease
tardiness and short-term absences. Flextime allows employees input into
their working schedules, and it gives employees more control of their work
time. However, the use of flextime must not reduce the Department of
Revenue’s ability to respond to taxpayers and other departmental
priorities. When flextime is requested by employees it should be clear that
it is a privilege; it is not a right to be demanded simply because other
Department of Revenue employees may be using flextime.

Flextime is administered by the divisions; however, the Personnel and
Training Division is responsible for reviewing the plan and insuring
adherence to the flextime policy.

See your supervisor if you have questions on your work section policy.
INCLEMENT WEATHER

Extreme or severe weather conditions, such as freezing rain, ice, snow,
storms, floods, etc., or other natural emergencies, will exempt an
employee of the affected area from reporting to work on time or reporting
to work for the duration of the condition only if any of the following
announcements are made:

1. The Governor declares that State offices in a specific area or on a
statewide basis are closed.

2. The Mayor or chief city official declares the area closed where the
employee’s office is located or where the employee lives.

3. The highway that the employee would normally use for travel to work is
closed by the Department of Public Safety or other law enforcement
officers or agencies.

*NOTE: The above policy applies only to an employee’s principal
place of residence. An employee who is not at his/her principal place
of residence (i.e., at a beach or lake house, etc.) and who, due to any of
the above three conditions, must take time away from work will be
charged with annual leave for the time taken. See your supervisor for
other details concerning this policy.




Recruitment and Selection

The Department of Revenue recognizes the need to staff vacant positions
with highly qualified individuals. Maintaining the superior quality of
Revenue’s work force is essential. All appointments are subject to the
provisions of the State Merit System. The Personnel and Training Division
of the Department of Revenue has administrative responsibility for
recruitment and selection matters.

Most positions are filled through registers listing eligible persons.
There are several basic kinds of registers established by State Personnel
and information is available through both State Personnel and the
Personnel and Training Division. A vacancy may also be filled by a
transfer in some cases (i.e., a change from one position to another in the
same classification). Positions may be filled by transfers within
Revenue or transfers of individuals from other state departments.

SELECTIVE SERVICE

Effective January 1, 1992, all persons who are required by law to register
with the U.S. Selective Service System must certify their compliance with
the law before they are hired for a position, promoted, or reclassified to a
higher position. This law applies to most males between the ages of
eighteen (18) and twenty-six (26).

ORIENTATION

The Revenue Department has a 6-week orientation program designed
to make you as comfortable as possible in your new job. The
orientation overlaps with your probationary period.

You will receive information and have discussions with both your
supervisor and members of the Personnel and Training Division. For
orientation events scheduled by Personnel and Training, you will
receive a letter telling you the time and place of the meeting (a
coordination copy will be sent to your supervisor).




PROBATIONARY PERIOD

If you are appointed to a position from a promotional or open-
competitive register, you must serve a probationary period (which is a
working test period) of not less than 6 months (some positions require
12 months). During the probationary period, you must reach the
satisfactory or fully competent level of performance on both your work
habits and Task Statements as shown on your Performance Appraisal.
The criteria for success are stated in the Performance Standards written
for each of the Task Statements represented on the Pre-Appraisal Form
provided by your supervisor. To be rated “fully competent,” you must
merit a rating of “2” or “meets standards” on each of your task
statements; additionally, you must be performing at the “satisfactory”
level on each of your work habits.

High ratings help you successfully complete the probationary period.
Continued high ratings help you in promotions, raises, and incentive
awards. They may also help you avoid layoffs.

Ratings below “2” or of “unsatisfactory” during the probationary
period can be grounds for discharge. Talk to your supervisor about this
important topic.

EXTENSION OF PROBATIONARY PERIOD

Supervisors may recommend extension of the probationary period. For
most employees, the maximum period of probation is one year (the
normal period of six months is extended by a MAXIMUM of six more
months).

One significant reason for extending the probationary period is to
allow the employee more time to achieve the “fully competent” level of
performance (level 2 on the Performance Appraisal Scale). If your
supervisor extends or considers extending your probationary period,
make sure you know the exact reasons for his or her actions, including
your possible areas of weak performance and the time limit you have
to achieve an acceptable level of performance.




Personnel Matters
POSITION CLASSIFICATION

The State Personnel Department has responsibility for the merit
classification of positions to classes, the reallocation of positions from one
class to another, the establishment of new classes, and the abolition of
existing classes. Within the Department of Revenue, classification matters
are assigned to the Personnel and Training Division.

If you have questions about job classes in general, or your particular
classification, consult with your supervisor, division chief, and then the
Personnel and Training Division.

PERFORMANCE APPRAISAL

Any employee who is appointed from a promotional or open-competitive
register will have his/her performance evaluated in accordance with the
performance appraisal system as established by the State of Alabama
Performance Appraisal Manual, dated October 1, 1987, to insure
compliance with all evaluation requirements.

The performance appraisal system is designed to help employees grow
personally and professionally and to provide supervisors with a method of
objective ratings of assigned tasks and responsibilities as spelled out in
detailed task statements. Moreover, ratings should be based on a
comparison of the employee’s performance to the requirements of the
position rather than a comparison to the performance of other employees.

According to the Taxpayers’ Bill of Rights (Act 92-186), the rating
supervisors shall not use the amounts of taxes assessed by an employee as
the basis of a production quota or as the basis for evaluating an
employee’s performance.

PERSONNEL RECORDS

Official records are maintained on all appointed Department of
Revenue employees. Files are kept in the Personnel and Training
Division as well as in the State Personnel Department. For additional
information, you may contact your immediate supervisor.

ACCEPTANCE OF PRIVATE EMPLOYMENT

An employee may accept private employment as long as the private
employment does not conflict with the objectives of the Department of
Revenue. Employees must notify the department in writing, according to
established procedures, prior to accepting such employment.




PRIVATE OR OUTSIDE EMPLOYMENT (SOC)

The Department of Revenue seeks to give employees the maximum
freedom possible to engage in outside employment or business
activities. However, the extremely sensitive mission of the Department
and its employees necessitates certain restrictions.

No employee shall:

= Accept outside employment which may impair “independence of
judgement” in the exercise of official duties;

= Accept outside employment or engage in any business or
professional activity which will require employee to disclose
confidential information which was gained by reason of official
position or authority.

An activity that is permissible for an employee in one function may not
be permissible for another employee due to a possible conflict of
interest with that employee’s official duties. Therefore, in considering
each case on its individual merits, the employee must satisfy the
following principles:

= The outside activity would not place the employee in a situation
where there is a conflict, or in a situation which gives the reasonable
basis for the impression of a conflict, between his or her private
interests and his or her official duties and responsibilities (see
Conflict of Interest).

= The outside activity (unless otherwise permitted) would not relate
directly to tax related matters, preparation of tax returns or tax
liabilities solely of others, whether federal, state or local taxes.

= The nature of the employment or business activity or the hours to be
devoted to such activity would not impair the employee’s
availability, capacity, or efficiency for the performance of his or her
official duties as an employee of the Department.

= The employee will not in any manner advertise or make it known
that he or she works for the Department in order to generate or
enhance business.
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= Employees shall not engage directly or indirectly in financial
transactions as a result of, or primarily relying on, information
obtained through their employment. In particular, they shall not use
confidential information obtained in the course of their employment
with the Department to obtain benefits, financial or otherwise, for
themselves, their families or others.

SPECIFIC PROHIBITION AND
RESTRICTIONS ON EMPLOYMENT(SOC)

= Legal Employment or Practice — Legal activities involving Federal,
State, local tax matters, or any matter in which the State is a party,
except representation for the employee’s immediate family. Code of
Alabama 1975, Section 40-2-65 also states that legal counsel and
assistant counsel shall not, during their incumbency in office, engage
in the private practice of law.

= Appearance On Behalf of Taxpayers — Appearing on behalf of any
taxpayer as an attorney, agent, or representative before any
governmental agency, Federal, State, or local, in an action involving a
tax matter except upon written authorization of the Commissioner.

= Accounting or Bookkeeping — Engaging in accounting, the use,
analysis and interpretation of financial records when such activity
directly relates to tax matters. Engaging in bookkeeping, the
recording of transactions, record making phase of accounting, when
such activity is directly related to a tax determination, except for a
family member or family business, a church, charity or similar tax
exempt organization.

= Tax Return Preparation — Preparing any tax returns or giving any tax
advice for a fee. Preparing any tax returns or giving any tax advice
without remuneration, except for immediate family members or in
one’s official capacity or position within the Department.

= Appraisal of Real or Personal Property — Performing assessing or
appraisal duties which directly or indirectly relate to tax matters.

11




= Telephone Usage - In addition to the above restrictions, an employee
may not use state telephones for conducting private business
activities or other activities where the employee will benefit from
personal gain. The restrictions pertain to activities such as
negotiating with clients of one’s private business, buying private
business supplies, selling products, etc. Further, employees are
strictly prohibited from giving out or publicizing the state telephone
numbers for personal business use.

DEPARTMENT DRESS CODE
I. PURPOSE

As an employee of the State of Alabama Department of Revenue, you
reflect the dignity of your public service largely by the appearance you
make. An employee’s appearance can enhance or detract from the
ability to work effectively with co-workers and the public.

Il. GENERAL APPEARANCE

During regular office hours, all personnel, both in the office and in the
field, are expected to be dressed and groomed in a manner that projects
a professional and business-like image.

The following standards of dress apply to the majority of employees in
the Department of Revenue. However, at the discretion of the
appropriate division chief and with the subsequent approval of the
Department Secretary, Assistant Commissioner, or Commissioner,
exceptions may be made for reasons including but not limited to an
employee who (i) works outdoors, (ii) works after normal business
hours, (iii) performs certain physical tasks, or (iv) has a medical
condition which prevents him/her from wearing certain apparel.

Since there are constantly changing styles of dress, it is impossible to
list all of the appropriate or inappropriate styles of clothing for the
office. The fact that a specific article of clothing is not mentioned as
inappropriate does not mean that it is acceptable for the workplace.
Employees and supervisors alike must use judgement in complying
with the spirit of this policy.
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I11. BUSINESS ATTIRE
A. MALE EMPLOYEES

Male employees should dress in appropriate business attire which
reflects a professional image.

Examples of appropriate business attire include: Business suits worn
with a dress shirt and tie; business slacks coordinated with a sports
jacket and worn with a dress shirt and tie; business slacks worn with a
dress shirt and tie; and clean dress shoes or dress boots worn with
socks. Hair should be clean, dry and neat.

Examples of inappropriate business attire include: Jeans of any color;
athletic/jogging sweatsuits or separates; excessively tight-fitting
apparel; t-shirts (worn as outer apparel); sports shirts (e.g. pull-over or
polo type); tank tops; shorts; athletic/tennis shoes; hats or caps worn
inside of the building during normal business hours; sandals; flip-
flops; slippers; and casual boots.

B. FEMALE EMPLOYEES

Female employees should dress in appropriate business attire which
reflects a professional image.

Examples of appropriate business attire include: Business suits,
dresses and skirts of moderate length (2" above the knee or longer);
split skirts (knee length or longer); loose-fitting slacks worn with a
coordinating blouse, sweater, dress shirt, or dress top; loose-fitting
coordinated knit sets; and clean dress shoes, dress sandals, or dress
boots worn with hose or trouser socks. Hair should be clean, dry, and
neat.

Examples of inappropriate business attire include: Jeans of any color;
athletic/jogging sweatsuits or separates; excessively tight-fitting
apparel; short dresses or skirts (more than 2” above the knee); t-shirts
(worn as outer apparel); sundresses or sleeveless attire (unless worn
with a jacket); attire with splits or openings extending more than 3”
above the knee; bubble suits; leggings; cropped blouses or pants; sports
shirts (e.g. pull-over or polo type); tank tops; halter tops; low-cut
revealing attire; skorts; shorts (including city shorts); split skirts (above
knee length); hats or caps worn inside of the building during normal
business hours; athletic/tennis shoes; casual sandals; flip flops; thongs;
mules; slippers; and casual boots.
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IV. CASUAL ATTIRE

Certain days have been designated as “Casual Days” by the
Commissioner of Revenue for those employees working in the central
office. On these days, it is acceptable for central office employees to
wear certain garments that are normally considered inappropriate
attire. Each employee’s attire, however, should still reflect a
professional image.

A. MALE EMPLOYEES

On “Casual Days” an employee may wear, in addition to the normal
business attire, casual slacks; jeans (without holes, stains, or tears); t-
shirts (without distasteful or offensive logos or slogans); sports shirts;
sweatshirts; hats or caps; athletic/tennis shoes; sandals; and casual
boots.

Athletic/jogging sweatsuits or pants; excessively tight-fitting apparel;
tank tops; shorts; flip-flops; and slippers are considered inappropriate
casual attire.

B. FEMALE EMPLOYEES

On “Casual Days” an employee may wear, in addition to the normal
business attire, casual slacks; jeans (without holes, stains, or tears); t-
shirts (without distasteful or offensive logos or slogans); sundresses;
sleeveless attire; bubble suits; cropped pants; sports shirts; sweatshirts;
hats or caps; athletic/tennis shoes; casual sandals; mules; and casual
boots.

Athletic/jogging sweatsuits or pants; excessively tight-fitting apparel;
short dresses or skirts (more than 2” above the knee); attire with splits
or openings extending more than 3 above the knee; leggings; cropped
blouses; tank tops; halter tops; low-cut revealing attire; skorts; shorts
(including city shorts); split skirts (above knee length); flip flops;
thongs; and slippers are considered inappropriate casual attire.

14




V. MONITORING AND ENFORCING THE DRESS CODE

Each division chief is responsible for monitoring and enforcing the
dress code in his/her division. Supervisors shall report to the division
chief infractions of the dress code. If the division chief believes that an
employee is improperly dressed or groomed, he/she shall instruct the
employee to return home to change clothes, and the employee shall
charge annual leave or shall be placed on leave without pay. If the
employee disagrees with the division chief’s position, the employee
has the right to appeal to the next level of supervision.

If an employee has any questions concerning whether a certain type of
apparel is appropriate, he/she should consult with his/her immediate
supervisor prior to wearing the garment.

ATTENDING WORKSHOPS / SEMINARS

With the approval of his/her supervisor and division chief, an employee
may attend workshops/seminars which are job-related and will enhance
job performance. There are separate procedures that apply to attending
in-state workshops/seminars and out-of-state workshops/seminars.

Your supervisor is the key source of information about training events
that could benefit your job performance. If you have questions or
suggestions about training, work through your supervisor/division
chief, and the Training Coordinator for your division.

PROFESSIONAL ASSOCIATION DUES

The Department of Revenue will not reimburse or pay directly any dues for

individual membership to local and/or national professional organizations.

Membership(s) to regional and national tax organizations by the
Department of Revenue as a single organization will not be affected by
this policy.

REIMBURSEMENT OF MOVING EXPENSES

It is the policy of the Department of Revenue to follow the standards set
forth in 36-7-40, Code of Alabama 1975, concerning reimbursement
for moving expenses. This policy applies to department employees and
not to anyone moving as a new employee to the department or leaving for
a job in another state agency.
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A permanent employee who moves from one community to another within
the State at the request of the department is entitled to reimbursement for
actual moving expenses incurred in moving household goods, not to
exceed $1250. The reimbursement applies only to job transfers requested
by the department and not to any transfer made at the request of the
employee, provided that any transfer that is a part or the result of a lay-off
by the department shall be considered to be at the request of the
department.

The policy applies when the employee will have to travel over seventy-five
(75) miles or commute in excess of one hour and fifteen minutes to work in
his/her new location as assigned by the department. Household goods
are generally the contents and articles in a dwelling not including fixtures;
no travel expenses (per diem and meals) may be claimed as moving
expenses. The department cannot be held liable for any damages to
persons or property that may result from the moving of household goods.

When an employee is transferred under the above rules and chooses to
move a mobile home rather than household goods, reimbursement shall be
made under the state’s fiscal procedures except that no payment shall be
made for disconnection or reconnection of any utility service or plumbing,
or anchoring (tying down) or leveling of the motor home.

All moves must be made within a reasonable length of time, generally not
to exceed six (6) months from the date of transfer to qualify for
reimbursement. (Acts 1969, No.170, p.460, 1; Acts 1980, No. 80-639, p.
1086, 1; Acts 1986, No. 86-506, p.988).

Employees should consult with department management for full
details about the procedures associated with this policy.

Leave

The leave information in this section provides you with the basic policy
concerning leave in each of the named categories. See your supervisor
if you have questions on the details and procedures associated with
these leave categories

DOCUMENTATION/CORRECTION OF
ATTENDANCE AND LEAVE

An employee is expected to be at work, on authorized leave, or on
compensatory time during all regularly scheduled work hours. Leave must
be properly requested and approved. Documentation of attendance and
leave periods must be maintained on each employee. All errors on leave
balance summaries should be reported to the Personnel and Training
Division within thirty (30) calendar days of the date of the leave. Any
changes made will require the approval of the employee’s supervisor and
the division chief. There is no time limit on corrections if the error was
made by the Personnel and Training Division.
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MILITARY LEAVE

The Department of Revenue’s policy on military leave is the same policy
promulgated in the Rules of the State Personnel Board concerning
Military Leave, Rule 670-x-15.02. The policy as it presently exists is as
follows:

“All employees in the State service, who shall be active members of the
Alabama National Guard or Naval Militia, or of the reserve components of
the Army, Navy, Marine Corps, Air Force, or Coast Guard shall be entitled
to military or naval leave of absence from the respective civil duties and
occupations on all days that they shall be engaged in field or coast
defense or other training or on other service ordered under the provisions
of the military laws of Alabama, or of the National Defense Act, or of the
Federal laws governing the United States Naval Reserves, without loss of
pay, time, annual vacation, sick leave, but no person granted such leave
of absence with pay shall be paid more than 168 working hours per
calendar year. In addition, thereto, such persons shall be entitled to 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.

All employees with the State who served in permanent positions for three
months or more who are drafted into the military service of the U.S.; or
who volunteer to join the U.S. Army, the U.S. Navy, the U.S. Marine Corps,
the Air Force, or the U.S. Coast Guard, or the reserve components thereof,
shall be allowed twenty-one working days leave with pay, as is provided in
the Military Code of Alabama for members of the National Guard or
military reserve who are inducted into active service.” (Statutory Authority:
Code of Alabama 1975, Section 36-26-31)

The above constitutes the policy of the Department of Revenue with regard
to those employees of the Department who are also members of the
military. The rights of those employees who are also members of the
military are to be strictly observed and will be protected. All supervisory
personnel are cautioned against making any statements or taking any
actions that may be considered contrary to this policy. This policy is in full
force and effect.

ANNUAL LEAVE

All full-time and part-time employees in permanent appointments and
provisional appointments earn annual leave on a biweekly basis.
Temporary employees do not earn annual leave.

SICK LEAVE

Employees in full-time or part-time status accrue sick leave at a rate of four
(4) hours per biweekly pay period. Part-time leave accrued will be pro-
rated. Sick leave shall accrue only when an employee is working or on
authorized leave with pay. Therefore, employees are expected to be at
work or on authorized leave during all regularly scheduled work hours.
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Sick leave is defined as the absence from work due to illness, bodily injury
not incurred in the line of duty, to attend to immediate family members
whose illness requires the care of the employee, or death of an immediate
family member. An immediate family member includes spouse, children,
grandchildren, parents or grandparents, brother or sister, and parents in-
law.

Sick leave is a privilege granted to an employee, not a right that can be
demanded. Sick leave may be denied if an appointing authority has
reason to believe an employee is abusing leave or a claim is thought to be
false. An appointing authority may require at any time that a claim for
sick leave be supported by a doctor’s excuse or other adequate evidence.
Therefore, employees are urged to accumulate all leave in order to remain
covered in all situations.

PERSONAL LEAVE DAY

The personal leave day is granted on January 1 to each employee (except
those in Mobile and Baldwin counties who receive Mardi Gras day). The
day is granted to those people employed on January 1, including full-time
temporary employees. If an individual is hired after January 1, he/she is
not eligible for the personal leave day. Part-time hourly employees are not
eligible for the personal leave day.

Employees must use the personal leave day as one 8-hour leave day on
or before December 31.

FAMILY AND MEDICAL LEAVE

The Family and Medical Leave Act (FMLA) guarantees employees who
have been employed with the State of Alabama for twelve (12) months or
more and who have worked at least 1250 hours during the previous twelve
(12)-month period a total of twelve (12) work weeks of leave (paid or
unpaid) during each calendar year for certain family and medical reasons.

= Reasons for Taking FMLA Leave: FMLA Leave must be requested
by the employee and will be granted for any of the following reasons:

1. to care for the employee’s child after birth, or placement for
adoption or foster care;

2. to care for the employee’s spouse, son or daughter, or parent, who
has a serious health condition; or

3. for a serious health condition that makes the employee unable to
perform the employee’s job.

At the employee’s or employer’s option, certain kinds of paid leave
may be substituted for unpaid leave.

18




= Advance Notice and Medical Certification: The employee may be
required to provide advance leave notice and medical certification.
Taking of leave may be denied if requirements are not met.

1. The employee ordinarily must provide 30 days advance notice
when the leave is “foreseeable”.

2. An employer may require medical certification to support a
request for leave because of a serious health condition, and may
require second or third opinions (at the employer’s expense) and a
fitness for duty report to return to work.

< Job Benefits and Protection:

1. For the duration of FMLA leave, the employer must maintain the
employee’s health coverage under any *“group health plan.”

2. Upon return from FMLA leave, most employees must be restored
to their original or equivalent positions with equivalent pay,
benefits, and other employment terms.

3. The use of FMLA leave cannot result in the loss of any
employment benefit that accrued prior to the start of an
employee’s leave.

= Unlawful Acts by Employer - FMLA makes it unlawful for any
employer to:

1. interfere with, restrain, or deny the exercise of any right provided
under FMLA,

2. discharge or discriminate against any person for opposing any
practice made unlawful by FMLA or for involvement in any
proceeding under or relating to FMLA.

= Enforcement;

1. The U.S. Department of Labor is authorized to investigate and
resolve complaints of violations.

2. An eligible employee may bring a civil action against an employer
for violations.

FMLA does not affect any federal or state law prohibiting
discrimination, or supersede any state or local law or collective
bargaining agreement which provides greater family or medical leave
rights.
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= For Additional Information: Contact your supervisor/division chief
or the Personnel and Training Division.

FREEZING ACCRUED LEAVE

According to the Rules of the State Personnel Board, Section 670-X-15-.03,
the appointing authority may grant in writing to any employee a leave of
absence without pay (LWOP) for a period not to exceed one (1) year;
however, LWOP not for Family Medical Leave (FMLA) purposes is subject
to the approval of the Commissioner of Revenue and the State Personnel
Director. Employees qualifying for FMLA leave may choose to use this
leave for up to twelve (12) weeks within the same year. Therefore, it is the
policy of the State Department of Revenue to allow all employees meeting
the qualifications for and receiving approval for Family Medical Leave
Without Pay (FMLA) and regular Leave Without Pay (LWOP) to freeze all
accrued leave balances as long as the following conditions and restrictions
are met:

1. The balance of accrued leave while the employee is in LWOP status
must not and cannot exceed a total of fifty (50) hours which may
include the employee’s annual leave, sick leave, and personal leave.

2. While on official LWOP, the employee may not be placed in pay
status for the day before and/or the day after a State paid holiday.

3. Before an employee is allowed to use official LWOP and freeze their
accrued leave balance (not to exceed fifty hours total), the employee
must sign and date the appropriate form acknowledging his/her
understanding of the provisions in which the leave balance will
remain frozen while LWOP is in effect (See Acknowledgement Form,
Appendix H). This signed statement must be returned to the
Department of Revenue, Personnel and Training Division, five (5)
working days prior to the starting date of official LWOP in which the
freezing of accrued leave balance is requested by the employee.

Family Medical Leave (FMLA) versus
Regular Leave Without Pay (LWOP)

It is important that every employee understand the provisions separating
FMLA and Regular LWOP. All employees meeting the qualifications for
FMLA leave will be required to use their annual and sick leave or, if
approved, will be allowed to freeze their accrued leave balance up to fifty
(50) hours and be charged LWOP not to exceed the twelve (12) weeks
leave of absence as authorized by the federal mandate (Family Medical
Leave Act of 1993). During this time period, the employee’s individual
insurance premium will be paid by the State of Alabama; however, any
dependent insurance premium must be paid by the employee. Also, as
stated above in Restriction #2, an employee on FMLA (official leave
without pay) cannot be placed in pay status for the day before and/or the
day after a State paid holiday.
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As for Regular LWOP, an employee must obtain written permission from
the appointing authority to be allowed to be placed on leave without pay
for a period not to exceed one (1) year. Again, all employees authorized
for regular LWOP may be allowed to freeze their accrued leave balance up
to fifty (50) hours. However, the employee’s individual as well as
dependent insurance premium must be paid by the employee if the leave
usage exceeds nineteen (19) or more days. Also, as stated above in
Restriction #2, an employee on Regular LWOP (official LWOP) cannot be
placed in pay status for the day before and/or the day after a State paid
holiday. In addition, the employee cannot be placed in pay status solely
to have insurance premium coverage.

DISASTER SERVICES VOLUNTEER LEAVE

In compliance with Act 95-550, “Disaster Services Volunteer Leave Act of
1995”7, it is the policy of the Department of Revenue to allow leave with
pay for all permanent state employees who have received appropriate
training and who volunteer for American Red Cross operations with
disaster designated levels of IV and above.

The employee will be granted leave from work with pay not to exceed
fifteen (15) work days in any 12-month period to participate in specialized
disaster relief services for the American Red Cross, upon the request of the
American Red Cross for the services of that employee and upon the
recommendation of the employee’s agency head and with the approval of
the Governor.

Details about the letter of request, leave form requirements, and
benefits are available in the Personnel Manual.

DONATION OF SICK LEAVE

The Department of Revenue will adhere to the guidelines set forth by the
State Personnel Department for sick leave donation. The donation may
occur only if the accepting/receiving employee has exhausted all other
leave, the request is submitted to the Personnel and Training Division prior
to the use of the leave, and the illness or injury is catastrophic (as defined
by the State Personnel Board).

An employee may donate (transfer) a specified number of his/her sick
leave days (up to the maximum of 150 days) to another employee of an
equal or lower personnel class assuming the following conditions are
met:

= the request must be in writing;

= any leave which is donated (transferred) is lost to the donating
employee even if it is not utilized by the receiving employee.
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LIGHT DUTY WORK

It is the policy of the Department of Revenue to assign an employee to
light-duty work as a result of a documented on-the-job injury. This policy
does not apply to individuals who report injuries of carpal tunnel
syndrome.

HOLIDAYS

The Department of Revenue will close on all legal holidays as established
by Alabama law and on other days as may be designated by the
Governor. However, there are times when some employees may be
required or requested to work on a holiday. Compensation (usually
compensatory time) will be made to such employees in accordance with
applicable laws, State Personnel rules, and Department policy.

COURT ATTENDANCE

Leave with pay will be given to permanent employees who are required to
attend court as witnesses or as jurors. Hourly employees will take leave
without pay. A permanent employee who attends court on his/her own
behalf must use annual leave to cover the absence even if he/she was
subpoenaed. Additionally, for employees on the second shift, leave with
pay will not be given unless the employee is able to certify that they
actually participated in court during the hours of 8:00 a.m. through 5:00
p.m. Second shift employees are obligated to come to work even if they
participated in court on a partial work time basis. The employee will be
given equal time off, on the second shift, for the hours participated in court
after they present written certification from a court official.

Employees must coordinate with their supervisor, fill out the proper
leave form and submit supporting documentation. Employees must
learn and follow all procedures associated with court attendance (e.g.
an employee who reports for jury duty and then is not selected, must
return to work or be charged annual leave).

LEAVE WITHOUT PAY

A permanent merit employee may request leave without pay for up to one
year. The Commissioner will approve or disapprove the request based
upon what is best for the Department. An approval by the Commissioner is
subject to final approval by the State Personnel Director. Failure of an
employee to report for duty promptly at the expiration of a leave of
absence will be just cause for dismissal.

Leave without pay must be taken only when necessary and must not be
abused. A permanent position requires a full-time employee. Excessive
leave without pay may warrant reconsideration of the retention of the
employee or of the need for the position. Leave without pay is not granted
to allow an employee to pursue other employment.
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STATE EMPLOYEES’ INJURY
COMPENSATION TRUST FUND (SEICTF)

MEDICAL — The Personnel and Training Division will administer SEICTF in
accordance with the directions of the State Employee’s Insurance Board.
Department employee’s who are injured on the job will seek medical care
from their health care provider (physician, hospital or clinic) convenient to
where the injury occurs. Employees will not be involved in co-payments or
deductibles, except for HMO covered employees who will have to pay but
will be reimbursed by SEICTF for these charges.

LOST TIME — Benefits applicable to on-the-job injuries that result in lost
work for full time employees will be administered as follows:

Waiting Period. There is a three day period for which no lost time benefit
is paid. Should the lost time reach twenty-one days, the initial three day

period is then paid. The employee may use sick or annual leave to cover
the waiting period.

Option One. The injured employee may choose to use his/her
accumulated leave; the employee will be paid through the Government
Human Resources System (GHRS) and normal leave and payroll
procedures apply. If this option is elected, benefits start when personal
leave is exhausted, or whenever the employee chooses to accept benefits
as opposed to using leave.

Option Two. The employee may choose to receive two-thirds of his/her
weekly wage. The employee is then paid directly by the Division of Risk
Management and not through GHRS. There are no deductions for State or
Federal income taxes, Social Security or Medicare, since on-the-job injury
compensation benefits are not taxable. The maximum benefit allowed is
$427 per week. Both State Employee Insurance Plan contributions and
RSA deductions (as well as employer contributions) continue to be made
based on the injury compensation rate.

DURATION OF PAYMENTS — Payments continue for as long as total
disability exists. The employee remains on the state payroll for up to
twenty-six (26) weeks from the date of injury. After that time, SEICTF will
make biweekly tax-free payments directly to the employee. Also after that
time, payments to RSA cease until the employee returns to work, as does
state paid participation in the State Employee Insurance Plan.

SUPERVISORS HAVE A SIGNIFICANT RESPONSIBILITY IN THE IMPLEMENTATION
ProcebuURES ForR THE ABOVE PoLicy; THE PROCEDURES ARE IN THE
PERSONNEL MANUAL AND ALL QUESTIONS SHOULD BE REFERRED
IMMEDIATELY TO THE PERSONNEL AND TRAINING DIVISION.
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VOTING AND WORKING AT THE VOTING POLLS

Employees will be provided the opportunity to vote as they choose in local,
state, and national elections. Those who do choose to vote on election day
will be allowed a specific amount of time to cast their ballots without the
loss of any accumulated leave. Employees must secure their supervisors’
approvals before taking time off to vote. Employees who are requested or
who volunteer to work at the voting polls must take annual leave or leave
without pay for the time they are away from their jobs.

EDUCATIONAL LEAVE

Educational leave is allowable under the Rules of the State Personnel
Board and may be granted to permanent full-time merit system
employees. The degrees sought must be related to the Department of
Revenue objectives in order for educational leave to be approved. The
course must not be available at another time that quarter/semester, and
the course must be a degree requirement.

DONATING BLOOD

An employee who donates blood to a charity or organization (such as the
Red Cross) may be granted four hours of other leave with pay with the
approval of the employee’s supervisor and division chief.

ATTENDING FUNERALS

You may use sick leave to attend the funeral of someone in your
immediate family (spouse, children, grandchildren, parents,
grandparents, siblings, mother-in-law, father-in-law, daughter-in-law,
and son-in-law). To attend other funerals, you must use annual leave.
Consult with your supervisor and use the proper procedures.

OVERTIME / COMPENSATORY TIME
UNDER THE FAIR LABOR STANDARDS ACT

The Fair Labor Standards Act (FLSA) is a federal law governing minimum
wage, overtime pay, equal pay, record keeping, and child labor laws. The
Wage and Hour Division within the Employment Standards Administration
of the U. S. Department of Labor has authority for the FLSA. The
application of the specific overtime provisions is clarified herein.

According to the FLSA’s criteria, there are two basic categories of
employees — exempt and non-exempt. Exempt employees are those in
positions which meet the tests for the executive, administrative, and
professional positions. Such employees are not covered by the overtime
provisions of the Act, even though they are covered by other specific
provisions. Non-exempt employees are covered by the overtime provisions
of the FLSA. Employees may consult their supervisor to check on their
exempt/non-exempt status.
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Salary Administration

Salaries of Department of Revenue employees are established and
administered in accordance with the Rules of the State Personnel
Board. Responsibility for administering the salary plan is assigned to the
Personnel and Training Division.

Employment Separations

Separations Due To Resignations and Transfers

An employee who intends to separate from employment with the
Department of Revenue must submit a written notice at least two weeks
prior to the effective date of the separation. Any exceptions to this
stipulation require the approval of the Commissioner of Revenue.

Employees planning a transfer to another State Agency should notify
their immediate supervisor as soon as possible. In order to assure that
all paperwork is completed, the employee should also notify the Chief
of the Personnel and Training Division.

If the transfer involves taking a demotion, and if the demotion requires
a reduction in pay, the employee must confirm acceptance of the pay
reduction in writing and forward a copy to his/her division chief and
the Personnel and Training Division.

Removal of a Probationary Employee

The Rules for the State Personnel Board provide for the removal of a
probationary employee whose job performance is unsatisfactory. The
Department’s policy is that prior to the end of the probationary period, an
unsatisfactory or unsuitable employee will be involuntarily terminated by
the Commissioner based upon written justification provided by the
probationary employee’s supervisors. The supervisor of a probationary
employee is responsible for carefully evaluating that employee and taking
the appropriate action to initiate the removal process when necessary.

Dismissal

The dismissal policy applies to permanent classified employees. The
Commissioner, who is the appointing authority, may dismiss an employee
for good cause following a due process hearing. A dismissed employee
who was in a permanent classified position retains the right to appeal to
the State Personnel Board.
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Discipline of Employees

Failure by an employee to conform to the policies, procedures and
directives of the Department may result in demotion, suspension or
dismissal, as provided for in the Code of Alabama 1975, Sections 36-26-
9, 27 and 28. The Commissioner shall decide what disciplinary action
shall be taken.

Violations that normally result in disciplinary actions of increasing
severity are:

= Violations of safety rules.

= Absenteeism — Unexcused absence, unreported absence, a pattern of
absences, or excessive absences.

= Tardiness — Not on the job ready to work at the beginning of the shift.
= Inattention to job — Doing anything distracting while on the job.

= Failure to perform job properly.

= Leaving job station without permission.

= Disruptive conduct of any sort.

= Abuse of equipment.

= Unauthorized operation of vehicles, machinery, or equipment.

= Participation in unauthorized activity or solicitation on work
premises.

= Poor housekeeping.

= Unauthorized use of telephones.

= Unauthorized use of bulletin boards.

= Violations of specific department rules.

Serious violations that may result in suspension or discharge on the
first offense, considering work record and length of service include:

= Violations of safety rules which endanger life or property.

= |[nsubordination — Failure to follow an order; disobedience; failure to
submit to authority as shown by demeanor or words, with the one
exception of not following an order which the employee has good
reason to believe is unsafe or illegal.

= Theft or unauthorized possession of state property.

26




< Fighting.
= Use of abusive or threatening language.

= Falsification of records - application for employment, time card,
doctor’s excuse, etc.

= Possession or use of alcohol, narcotics, or dangerous weapons.
= Sleeping on the job.

= Leaving before the end of the shift/walking off the job.

= Serious violation of any other department rule.

= Job abandonment which consists of three days of unexcused,
unreported absence.

The above listing of violations is not meant to be all inclusive and does
not imply that discipline may not be imposed for other sufficient
reasons.

In general, the Department follows the progressive discipline system
used by all State agencies. Progressive discipline is a system of
escalated penalties which are imposed with increasing severity for
repeated infractions. The escalation can proceed in this fashion (also,
see the paragraph below):

= \erbal warning

= Written reprimand

= Suspension without pay
= Discharge

At each step, the supervisor provides a clear statement of the problem
behavior, what to do to correct the problem, a time limit for correction,
and consequences of continued misconduct.

In addition, regarding progressive discipline, the Department reserves
the right to bypass any and all of these steps or use other forms of
discipline which are in the best interest of the Department and its vast
majority of effective employees, and the good of State service.

Criminal violations shall also be subject to prosecution in accordance
with the Alabama Criminal Statutes.
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Misconduct or Violence In The Workplace

The workplace is a gathering of people where basic safety and social
order must be maintained. Further, the department’s supervisors must
make decisions and direct people to accomplish legitimate tax
administration assignments. All employees must behave in a moral,
ethical, and business-like manner.

I. Specifically, employees are expected to behave as follows:

a.

Employees are expected to perform their assigned duties
conscientiously and to respond readily to the direction of supervisors.
However, an employee shall also have the right and duty to refuse
an order or assignment that he or she knows to be illegal, unethical,
or unsafe.

. Employees shall comply with the policies and operating procedures

of the Department and their divisions.

Employees will act in a manner that is consistent with generally
recognized professional conduct and ethical principles. A good
attitude and spirit of cooperation are expected of every employee.
Conduct with fellow employees should not cause dissention or
discord.

. Misunderstandings or disagreements will be discussed in a respectful

manner. Supervisors will make the final decision to resolve the
situation and employees will abide by the decision.

[l. The conduct, attitude, and demeanor described below is strictly
prohibited; supervisors and co-workers will not tolerate escalations of
misconduct as described in subparagraph b. through d. below, which
go beyond the normal discipline process:

a.

Violations of rules or socially inappropriate behavior; absenteeism —
any incident or pattern of unexcused, un-reported, or excessive
absences; tardiness; inattention to job or doing anything distracting
on the job; failure to perform job according to quality, quantity, and
deadlines required; leaving job station without permission or walking
off the job; poor housekeeping; unauthorized use of telephones or
bulletin boards.
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b. Escalation of inappropriate behavior to include failure to comply with

supervisor’s corrections, or arguing, or resisting authority;
unauthorized or abusive use of equipment; stalling work flow;
malicious or excessive griping, or causing emotional stress to others
with words; loud, disruptive language which affects the activities of
other employees; vulgar, abusive language or threatening words;
threatening gestures or movements toward another person;
insubordination or disobedience; emotional outbursts at another
individual or the department.

. Further escalations of inappropriate behavior such as being under

the influence of alcohol or an illegal drug at work; having any
prohibited substance at work; shoving or any rough or threatening
behavior where another person is touched; fighting; possessing a
dangerous weapon at work.

d. Any further escalation toward criminal behavior.

Supervisors will follow the procedures in the Personnel Manual to
insure social order and safety are maintained in the workplace.

Layoffs

The Rules of the State Personnel Board provide for the separation of
employees by layoff. An appointing authority may lay off an employee in
the classified service whenever it is deemed necessary by reasons such as
the shortage of work or funds, the abolition of a position, or any other
material change in duties or organization.

Return of State Property Upon Separation

An employee who separates from employment with the Department of
Revenue under any circumstance (dismissal, transfer, resignation, etc.) is
responsible for returning any property that belongs to the State. Some
examples of property are State credit cards, identification cards,
equipment (adding machines, computers, etc.), uniforms, keys, etc.
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Retirement Program

Retirement

The employee must make application for retirement with the Employees’
Retirement System of Alabama. Application must be made not less than
thirty (30) days nor more than ninety (90) days prior to the effective date
of the retirement. A retirement is always effective on the first day of a
month. The Personnel and Training Division is responsible for
administering the retirement program and creating certificates for
retirement.

Purchase of Military Service

An employee has one (1) year after enrollment in the Employees’
Retirement System of Alabama to purchase credit toward retirement for up
to four (4) years of eligible military service.

Repurchase of Prior Service

A person re-entering State service and who has withdrawn prior
contributions to the Employees’ Retirement System or the Teachers’
Retirement System may, after completing two years of contributing service,
repurchase the prior service. The payment must be a lump sum payment
of prior contributions plus interest. Anyone interested in repurchase of prior
creditable service should contact the Employees’ Retirement System.

Employee Communications

Employee Assistance Program (EAP)

The Department of Revenue will provide an Employee Assistance Program
(EAP) to all employees. The Department will provide confidential
assistance and/or referral on a voluntary basis to any employee when
personal problems are contributing to, or may contribute to, deteriorating
job performance.

The Department of Revenue actively supports rehabilitation efforts, when
applicable and appropriate, through employee group health benefits, sick
leave, and other leave policies. An employee may be referred to the EAP
by Department of Revenue supervisory personnel, or medical personnel, or
his/her family because of a condition that may affect his/her job
performance. The decision to accept assistance is the responsibility of the
employee.
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Employees who participate in the EAP will not be given preferential
treatment, nor will they receive any special considerations by the
Department of Revenue. EAP participation will not immunize an employee
against discipline, including discharge, by reason of an infraction of work
rules or the rules of conduct. All employees will be evaluated strictly on job
performance criteria, irrespective of their participation in the EAP. An EAP
employee may be disciplined for his/her continued unsatisfactory job
performance.

NOTE: For further details on the purpose, application and scope of this
program, contact the Employee Assistance Program Coordinator.

The Department of Revenue recognizes that a wide range of problems,
not directly associated with one’s job function, may have an adverse
effect on an employee’s job performance. Further, personal problems of
a family member can also affect an employee’s job performance. When
marital or family discord, financial, or emotional crises, alcohol or drug
problems, illness, or other difficulties interfere with job performance, an
employee may self-refer or be referred to EAP in accordance with the
policy above. The EAP Coordinator’s office is in Room 3101 and the
phone number is 353-5480.

EEO Complaint

It is the policy of the Department of Revenue not to discriminate against
any employee because of race, color, religion, age, sex, national origin,
ancestry, or disability. Additionally, the established grievance procedure
shall provide for prompt and equitable resolution of complaints alleging
any action prohibited by the U.S. Department of Justice regulations
implementing Title Il of the Americans with Disabilities Act. Title Il states,
in part, that “no otherwise qualified disabled individual shall, solely by
reason of such disability, be excluded from the participation in, be denied
the benefits of, or be subjected to discrimination” in programs or activities
sponsored by a public entity. This policy not to discriminate includes any
action taken by an employee under the EEO Complaint Policy.

Assistance can be obtained from the EEO Coordinator in Room 3101
(phone 353-5480). Another source of assistance is the Equal
Employment Opportunity Commission in Birmingham. EEO
complaints must be filed within 180 days of the occurrence.
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Regular Grievance

It is the Policy of the Department to treat all employees fairly. Any
employee who feels that (s)he has been aggrieved in a non-EEO matter
which affects his/her employment or work environment is given the
opportunity to seek resolution of the grievance through the supervisory
chain of command. The Personnel and Training Division administers this
policy, consults, and helps resolve grievances not reconciled by the chain
of command.

Under this policy, employees first consult with their supervisor and
division chain of command. Questions on the additional procedures
involved should be referred to the Personnel and Training Division.

Reasonable Accommodations

The Alabama Department of Revenue is subject to the Americans With
Disabilities Act which provides that no otherwise qualified individual with a
disability in the U.S. shall, solely by reason of his/her disability, be
excluded from participation in, be denied the benefits of, or be subjected
to discrimination under any program or activity to which this Act applies.
Reasonable Accommodation is a key nondiscrimination requirement of the
ADA because of the special nature of discrimination faced by people with
disabilities. Many people can perform jobs without any need for
accommodations. But many others are excluded from jobs that they are
qualified to perform because of unnecessary barriers in the workplace and
work environment.

The ADA requires reasonable accommodation as a means of overcoming
unnecessary barriers that prevent or restrict employment opportunities for
otherwise qualified individuals with disabilities. A reasonable
accommodation is a modification or adjustment to a job, the work
environment, or the way things usually are done that enables a qualified
individual with a disability to enjoy an equal employment opportunity. It is
the policy of this department to provide reasonable accommodations to the
known physical or mental limitations of a qualified applicant or employee
with a disability unless the accommodation would impose an undue
hardship on the department.

When a qualified individual with a disability requests an accommodation,
the department will make a reasonable effort to provide an
accommodation that is effective for the individual. Reasonable
accommodation needs will be determined on a case-by-case basis.

Contact the Personnel and Training Division or the EEO Office for
assistance in determining reasonable accommaodations.
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Sexual Harassment

Sexual harassment is a violation of Section 703 of Title VII. Sexual
harassment, either physical or verbal, is an unlawful employment practice
and will not be tolerated within the Department of Revenue.

It is the policy of the Department of Revenue that all employees are
responsible for assuring that the workplace is free from sexual harassment.
Sexual harassment includes unwelcome sexual advances, requests for
sexual favors, and other verbal, visual, or physical conduct of a sexual
nature when: (1) submission to the harassment is made a term or
condition of employment, either explicitly or implicitly; (2) submission to or
rejection of the harassment is used as the basis for employment decisions
affecting an individual; or (3) the harassment has the purpose or effect of
unreasonably interfering with an individual’s work performance or creating
an intimidating, hostile, or offensive working environment.

No supervisor or employee shall threaten or insinuate, either explicitly or
implicitly, that another employee’s or applicant’s refusal to submit to
sexual advances will adversely affect that person’s employment,
performance evaluation, wages, advancement, assigned duties, shifts, or
any other condition of employment or career development. Similarly, no
employee shall promise, imply, or grant any preferential treatment in
connection with another employee or applicant engaging in sexual
conduct. Additionally, no employee shall use his/her position of
employment with the Department of Revenue to engage in the sexual
harassment of another person with whom the employee may come in
contact with as a result of employment with the Department of Revenue.

Employees should report incidents to their supervisor or the EEO
Coordinator. All information must be forwarded to the EEO
Coordinator as soon as possible for compliance with department
procedures.

Employee Suggestion Awards Program

Under the provisions of 36-1-7, Code of Alabama 1975, the legislature
has established an Employee Suggestion Awards Program. This program
provides that cash or honorary awards may be made to State employees
whose adopted suggestions will result in substantial savings or
improvement in State operations. The maximum cash award is ten percent
(10%) of the first year’s estimated savings, not to exceed $2,000.

Department of Revenue employees are encouraged to participate in the
program. The program is managed by the Office of the Commissioner.
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Incentive Awards Program

The objective of the Incentive Awards Program is to provide a formal
means for recognizing employees who perform in an outstanding manner.
The program is designed to promote individual pride and performance
and to provide recognition for deserving personnel.

Four awards are possible: Special Achievement, Commissioner’s
Recognition, Group Recognition and Employee of the Quarter.
Nomination information is available from supervisors. Administrative
responsibility for the program is assigned to the Personnel and
Training Division.

Solicitations

Authorized agents including insurance representatives, deferred
compensation analysts, health care providers, union representatives, etc.
will be given access to employees of the Department of Revenue at
prescribed periods of time and at specific locations. The Department of
Revenue is in the business of collecting taxes and regulating companies
who have businesses within the State of Alabama. As such, for security
reasons and confidentiality of records and materials, designated areas will
be provided on the fourth floor in the Gordon Persons Building on a space
availability basis. Access shall be provided without regard to race, sex,
color, national origin, ancestry, disability, religion, or age.

Employee Safety and Health

AIDS and HIV Infection in the Work Place

The Department of Revenue’s policy regarding AIDS/HIV infection in the
workplace is based on current medical and scientific opinions that there is
no evidence that the AIDS virus can be transmitted through casual contact
in ordinary social or workplace settings. The U.S. Department of Health
and Human Services has identified AIDS as a medical disability according
to the Rehabilitation Act of 1973, section 504, 29 USC 794 (1982), and it
has prohibited discrimination based on AlIDS-related illness. In addition,
AIDS is a disability as defined in the Americans with Disabilities Act of
1990 (ADA). Accordingly, the Department of Revenue’s position is that an
employee with an AIDS-related illness is to receive the same treatment and
benefits as any other employee and shall not be discriminated against in
any manner as a result of his/her AlIDS-related illness.

Employees may contact the Personnel and Training Division for
information on reasonable accommodations under ADA.
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Hazardous Situations

All employees of the Department of Revenue should become familiar with
the Internal Security Manual regarding safety procedures in the event
of a fire or a bomb threat.

FIRES
= Seek the location of phones and alarm boxes for fire reporting.

= Know the location of the building alarm/intercom system in your
work area. Tests of the alarm system are announced before the strobe
light and alarm system activate; so if the alarm system sounds
without prior explanation — Evacuate.

= Learn the evacuation route(s) established by your division. Do not
use elevators; use the stairs.

BOMB THREAT

= If you receive a bomb threat in your area, call the Building
Management office at 242-8425 and the Capitol Police at 242-0700.

= Exit the building as directed or using standard routes.
SEVERE WEATHER DURING WORKING HOURS

If severe weather develops while you are in the Gordon Persons

Building:

= Listen outside for the city siren system or inside for an intercom
announcement from the Building Engineer.

= Stay away from glass windows and doors as you move to the VIP
parking garage on the Plaza Level or designated safe areas on Level
One of the building.

NOTE: See additional policy for inclement weather affecting travel to
and from work.
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Information and Building Security

Security Within the Department of Revenue

The Department of Revenue must maintain proper security at all physical
locations. Security for offices located in the Gordon Persons Building is of
particular concern; therefore, a comprehensive security management
system has been implemented to protect property and guarantee the
confidentiality of sensitive documents. Access to offices in the Gordon
Persons Building is controlled by a card access system which is based on
different levels of security.

The Internal Security Unit is primarily responsible for the implementation
and maintenance of the security management system, including the
investigation of security violations. The Personnel and Training Division is
responsible for the issuance of SMS-ID Badges in accordance with the
Internal Security Manual.

For more detailed information on security issues, consult your
supervisor, your division security coordinator, the Department’s
Internal Security Manual and the Departmental Personnel Manual.

Security Clearance/ldentification Cards

The Personnel and Training Division will issue picture SMS-ID Badges (also
known as “badges” or “card keys”) and/or credentials to employees as
directed by departmental policy. SMS-ID Badges will be issued to
employees assigned to the Gordon Persons Building and other buildings if
designated by the Internal Security Unit. The Personnel and Training
Division will issue replacement “badges” for those that are broken or lost.

For more detailed information on security issues, consult your
supervisor, your division security coordinator, the Department’s
Internal Security Manual and the Departmental Personnel Manual.

Mobile Computing

It is the policy of the State Department of Revenue that all employees
assigned access to the Revenue Department’s mobile-computing systems
should adhere to the conditions and restrictions established by the Office
of the Commissioner.

Consult your supervisor and the Departmental Personnel Manual for
the details on the use, protection, interest and title, loss, damage, and
expenses associated with mobile computing.
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E-Mail

It is the policy of the Department of Revenue that all employees assigned
access to E-mail shall use this communication service for business purposes
only. Any sending or receiving of messages by any employee outside of
conducting business for the Department of Revenue is strictly prohibited.
E-mail messages are subject to search at any time, with or without notice.
Further, the following uses or content of E-mail in the Department are
specifically prohibited:

1. Use of foul, inappropriate, or offensive messages, including racial or
sexual slurs.

2. Use of E-mail to solicit for outside business ventures or political or
religious causes.

3. Use of unauthorized codes or passwords to gain access to others’ files.

4. Use of E-mail for non-business related communications, except for
making arrangements for lunches or other informal meetings.

E-mail is a business tool designed to enhance the communications within
the Department of Revenue. Anyone who abuses the policies above will
be subject to disciplinary action, including possible termination.

Standards of Conduct

The basic mission of the Department of Revenue is to foster, to the fullest
extent possible, compliance with all Revenue laws and regulations.

Confidence in the Department and faith in its dependability and integrity
have a vital impact on our ability to carry out this mission. We can
maintain the public confidence only to the extent that its contacts with the
public reflect the highest ethical and moral standards. Not only must we
act with complete propriety, but we must be sure that our actions cannot
be interpreted otherwise. Each contact must be characterized by courtesy,
fairness, and competence.

General Rules, Work Habits, and Standards

The following Standards of Conduct, though not all inclusive,
emphasize the importance the Department places on ethical and moral
behavior. Employees are required to familiarize themselves with and
abide by these standards. When considering disciplinary action toward
an employee, Department supervisors and managers assume the
employee is familiar with these standards.
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CONFORMANCE TO LAWS

Employees shall obey the laws of the United States and the State of
Alabama. Any employee who is convicted of a crime relating to his or
her employment shall be subject to disciplinary action. However, a
criminal prosecution and conviction is not a prerequisite for
disciplinary action by the Department.

Any employee who is indicted or arrested for a crime that reasonably
gives rise to legitimate fear for the safety of other employees, the
property of the State, or jeopardizes the public trust in Department
employees or undermines trust in the integrity of the tax
administration or other laws of Alabama, may also be subject to
suspension without pay or other employee benefits, pending resolution
of the case.

If the employee is found guilty or pleads nolo contendere, further
disciplinary action, including termination, may be taken.

CONFORMANCE TO POLICIES,
PROCEDURES AND DIRECTIVES

Employees are expected to perform their assigned duties
conscientiously and to respond readily to the direction of the
supervisors. However, an employee shall also have the right and duty
to refuse an order or assignment that he or she knows to be illegal or
unethical or that is in direct contradiction to these standards of
conduct.

Employees shall comply with the policies and operating procedures of
the Department.

Employees shall also comply with travel rules and regulations.
Supervisors are responsible for reviewing and verifying the necessity,
propriety, and accuracy of travel expenses submitted by their
employees.

Each employee is also required to become familiar with and abide by
the standards of conduct contained herein and to seek information
from his or her supervisor in case of doubt or misunderstanding
regarding their application.
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Conduct, Attitude and Demeanor

The basic standard of conduct is to act in a manner that is consistent
with generally recognized professional conduct and ethical principles.

Specifically, all employees shall avoid any action which may result in
or create a reasonable basis for the impression of:

= Using or attempting to use their official position for private gain or to
secure unwarranted privileges or exemptions for themselves or
others;

= Giving preferential treatment to any taxpayer;
= Making work-related decisions contrary to departmental policy;

= Using one’s official position to intimidate or harass a taxpayer by
unlawful force or threats of force.

= Making false or misleading statements knowing that the statements
are not true, or any attempt to influence, or coerce another to make
false or misleading statements;

= Conducting or causing to be conducted a tax audit for political
reasons with the specific intent to influence, coerce, hinder, or
intimidate a public official, a candidate for public office, a public
employee, or a family member of a public official, candidate for
public office, or public employee. Conducting, or causing to be
conducted, an audit, review, or investigation when a tax return has
not been filed as required by law or regulation, or when a tax liability
may be due, or when a return may contain a material false statement,
shall be presumed not to be for political reasons.

A good attitude and spirit of cooperation are expected of every
employee.
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Confidentiality of Information

Section 40-2A-10, Code of Alabama 1975 as amended, prohibits the
disclosure of tax return information, except in certain limited
circumstances. Further, Department policy imposes additional
prohibitions and requirements not necessarily set forth in statute. Also,
Revenue Department employees should note that Section 36-25-8, Code
of Alabama 1975 (1995 Cumulative Supplement), prohibits public
employees, among others, from using or disclosing confidential
information gained in the course of employment in any manner which
would result in financial gain.

Information on a tax return and any documents accompanying a tax
return is confidential. Any information about the tax status of a
taxpayer is also confidential (i.e. failure to timely file or pay; an audit in
progress). Information provided to the Department by any other
governmental or private agency must also be considered sensitive and
confidential.

Employees may not disclose, except as provided, information
contained in any tax return, schedule, or other statement designed to
supplement or to beco