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Concurring in all hires and promotions; and

Processing employment discrimination complaints

Department Heads

In their direct day-to-day contact with The Wave Transit employees, department heads have
assumed certain responsibilities to help The Wave Transit ensure compliance with equal
employment opportunity laws and the effective implementation of the EEQ / AAP/AAP. These
include, but are not limited to, the following:

Assist in ensuring that The Wave Transii, as an employer, adheres to the stated policy of
equal employment opportunity and affirmative action, and monitor the application of
equal employment opportunity policies;

Participate in periodic discussions with supervisors and employees to ensure EEQ / AAP
policies are being followed;

Participate in the review and/or investigation of complaints alleging discrimination;

Review the qualifications of job-related employment practices for all transfers and
promotions to ensure equal opportunity;

Provide support for career mentoring, coaching, and counseling within their respective
departments for employees;

Respond to identified problem areas and establish procedures, goals, and objectives to
address and resolve such problems; :

Assist supervisors in arriving at solutions to EEQ / AAP problems;

Assist in the review and implementation of revisions to EEO / AAP policies and
procedures

Participate in periodic audits to ensure they are not in violation of federal or state laws
and regulations;

Involve with local minority and community organizations, women’s and disabled groups,
community action organizations and community service programs such as, Independent
Living, Mobile Association for Retarded Citizens (MARC), Volunteers of America,
Goodwill Easter Seals, Mobile Workforce Development, Alabama Career Center,
Mobile Area Chamber of Commerce, etc.

Support The Wave Transit-sponsored educational, training, recreational, and social
activities to ensure that all employees are encouraged to participate in accordance with
nondiscrimination policies.

Support and assist the EEOQ / AAP Officer in developing, maintaining, and successfully
implementing the EEQ/ AAP;

Take action to prevent, report, and remedy any illegal harassment of employees.

Ensure that all interviews, orders of employment, and/or wage commitments are

" consistent with The Wave Transit’s EEQO / AAP/AAP






Promoting Procedures

Job promotion opportunities are published internally and all employees are eligible to apply
without regard to race, color, creed, religion, national origin, gender, age medical condmon or
disability. Job promotions are based on job performance, skills and education.

Transfer Procedures Employees seeking a transfer are required to submit a request to the
Director through their Supervisor. Transfers are based on the availability of an opening of a
similar position in the desired location.

Procedures and Practices regarding Wages, Salary Levels and Other Forms of
Compensations and Benefits

The Wave Transit determines salaries and wages based on benchmarkmg of similar jobs in other
local government agencies and public transportation organizations. Salary ranges and pay grades
have been assigned to each position and are reviewed and approved by the The Wave Transit and
City of Mobile. This information is included in the annual budget, in the form of a salary plan.
Any adjustments to the salary plan occur through the budget process.

All proposed cost of living (COLA) and merit increases are initiated by the General Manager and
reviewed and approved by the City of Mobile as part of the budget process. Merit increases are
allocated by Department heads, according to predetermined standards and guidelines with final
approval by the General Manager.

Employees are to be paid compensation in accordance with applicable laws, Employee salaries
are quoted as annual or hourly amounts. Employees are paid bi-weekly by check or by direct
deposit. Paycheck includes work previously completed in the last two weeks.

Deductions required by state and federal law are withheld from the employee’s paycheck as well
as deductions for insurance premiums or retirement contributions, or any other benefits for which
the employee has authorized deductions, in whole or in conjunction with The Wave Transit, if
any. Deductions may be made to a final paycheck for all items agreed to by the employee and
The Wave Transit.

Disciplinary Procedures and Termination Practices

The Wave Transit desires to employ competent employees with acceptable job performance.
The Wave Transit provides opportunities for employee training to enhance job performance.
Employees are required to participate in seminars, conferences and trainings as determined by
their supervisor.

The General Manager and Department heads hire, evaluate, discipline and discharge employees.
The General Manager, which is a private contractor is hired, disciplined, evaluated and
discharged by the City of Mobile. Employment of the General Manager is at the will of the City
of Mobile.

The General Manager and department heads prepare job descriptions for each employee.
Employee job performance is evaluated by the General Manager and Department heads annually.









policies and procedures manual. Grievances must be submitted within #10 calendar days. They
are to be submitted in writing and sent to the General Manager, unless the grievance

involves an action taken by the General Manager. In those instances the grievance would
be directed to HR/EEO Officer.

Dismissal From Employment

Each potential case for dismissal from employment will be considered on its individual merits.
Generally, however, dismissal from employment may be the appropriate action in any of the
following cucurnstances

a. incompetence (including lacking the requisite skills or ablhtles to perform the assigned
job);

thefi;
physical assault against employees, customers, or visitors;

violation of law, either on or off duty, resulting in a felony conviction;

e 0 o

e. commission of an act of moral turpitude, including sexual harassment of students,
visitors, or other employees;

gross neglect of assigned duties;

g insubordination,v willful disobedience, and/or refusal or failure to follow directives or
perform work properly assigned by a supervisor;

h. dishonest actions, including falsification of information to secure a position with The
Wave Transit or falsification or intentional destruction of any other The Wave Transit
records; :

i. gross or repeated failure to abide by rules and regulations of The Wave Transit, or of
federal, state, or local laws;
mismanagement of a position by action, inaction, or neglect that places the lives or
property of others in jeopardy; and/or

j. substandard performance or conduct which continues despite attempts at correction |
through discipline or counseling.

Department heads may authorize dismissal after obtaining approval from the
General Manager, or his designee.

Predismissal and Predisciplinary Action Hearings

The Wave Transit will conduct a hearing before taking any disciplinary action which would
result in the coworker’s losing a right (money or status) through demotion, suspension without
pay for more than five days, or dismissal. This policy applies to all full-time coworkers who
have completed their initial probationary period, and part-time regular coworkers who have



completed at least six months of service and who are employed year-round. Other part-time,
seasonal, or temporary workers are not covered.

The following steps should be followed when conducting a pre~dis¢iplinary llearing:

a)

b)

d) -

g)

The supervisor or manager will discuss the situation with the General Manager and
the Human Resources Officer prior to conducting the hearing.

Provide notice to the coworker of the hearing, either orally or in written form, same
day notice 1s fine. Tell the employee that you are holding a hearing to discuss a
proposed personnel action and state whatever that proposed action may be.

Invite the Human Resources Officer or other neutral person designated by the General
Manager as a "neutral advisor”. This advisor is a witness not only on behalf of The
Wave Transit as to the impartial, informal hearing but also serves as a witness to what
the employee is told and to the employee receiving a full and fair opportunity to
present his/her side of the situation.

Conduct an informal, objective, impartial hearing. Present the charges and provide a
full opportunity for the coworker to present defenses or reasons against the proposed
personnel action.

Do not make a decision at the end of this particular hearing, and do not have a pre-
prepared letter concerning the disciplinary action, since this is perceived under the
law as being a preconceived decision. Wait at least 24 hours before making a final
decision. Either record the hearing or take notes of the hearing. The recording or
notes are the property of The Wave Transit and do not have to be given to the
coworker. The employee may record the meeting as well.

If the final decision is to take disciplinary action, put that decision in writing listing
specific reasons for the decision being made. A Notice of Personnel Action form
may be used for this purpose. Give a copy of the written decision to the coworker
and send a copy to the Personnel Department for inclusion in the coworker's
personnel record.

Notify the disciplined coworker that provisions of the formal grievance procedure are
available after any suspension, demotion, or dismissal has taken place. The pre-
disciplinary hearing does not replace the formal grievance hearing. '

The Department head will give written notice to the employee of the intent to dismiss the
employee from employment or to suspend for more than five working days consisting of the
following information:

a)
b)
©)
d)

e)

The Notice of Charges (What the employee did or failed to do). -

The particular rule(s) the employee allegedly violated.

The possibility of disciplinary action if the department substantiates the allegations.
The date, time, and place of the hearing during which a discussion of the allegations
will take place. The department must allow a reasonable time.

The employee’s right to receive assistance from another person of his or her
choosing. ’






Based upon the outcome of the investigation, the employee may be allowed to return to his’her
normal duties or may be subject to disciplinary action. The placement of an employee on
administrative leave with or without pay shall be immediately reported to the department
director, the Human Resources Officer and the General Manager.

Whenever an employee is cleared from administrative leave and found to be free - of any wrong
doing, they are to be immediately placed back in an active status and the department director, the
Human Resources officer and the General Manager are to be notified. If the employee’s non-paid
leave resulted in a delay of the employees pay check processing, the employee’s manager or
supervisor should notify the Finance Department so arrangements can be made to cut a manual
check. :

ADDITIONAL LANGUAGE FOR THE WAVE TRANSIT SYSTEMS POLICY GUIDELINES

EEQ Claim Processing Timeline

In the event that an EEO claim is filed against a Wave Transit System employee or the
agency itself, the process for filing such claim and the applicable timelines are as follows:

(Note: Timeline/deadlines exclude, Saturday, Sunday, and locally recognized holidays.)

TMM’s Internal Handling of EEQ Claim

1. The EEO / AAP Officer must receive a formal written letter of complaint detailing
specific aspects of the alleged discrimination activity (including date, time, name of
parties, witnesses, etc.) within 45 days of the subject incident.

2. The EEO/AAP Officer will acknowledge receipt of the formal written complaint within
10 days of being served.

3. The EEO/ AAP Officer will meet with claimant within 20 days of the acknowledgement
of receipt of the formal written complaint.

4. The EEO/AAP Officer will initiate an internal investigation of the alleged charges, and
will notify claimant of the EEQ Officer’s initial findings within the 45 days immediately
following the first meeting with claimant.

5. Claimant has 15 days from the date of the EEO /AAP Officer’s initial findings to accept
or refute/appeal the information contained therein.

6. Should claimant accept the EEO /AAP Officer’s findings or withdraw his/her claim for
any other reason, the matter will terminate and the file will be closed.

7. Should claimant desire to refute/appeal the matter further, he/she will have 15 days from
the date of the initial findings to request an administrative review by General Manager.

8. The General Manager will have 90 days from the date of receipt of claimant’s request for
further administrative review within which to render a final notice of transit agency
decision. During this time-frame, claimant may be asked to participate in mediation or
alternative dispute resolution proceedings, both of whlch claimant has the right to
decline.

9. The Wave Transit System will make every effort to resolve the matter within 120 to 180
days of receipt of claimant’s written letter of complaint.







Attachments






EOU.H_mcm.huw>m>>m—._u.>>>>>>

0099-tPE-15¢

"AOS 10D BI MMM JB 9)IS @M 14 @Y1 Uo passadde aq os|e ued ‘syuiejdwod uljiy Suipnipul
‘uonewlojul |A 3311 [esapad '009S5 598 YOY 1B |A UoiSay (v14) uonessiuiwpy Usuel] [esapay
3Y3 30e1U0D 3sea|d uoijeulioul |A 3|31 |e19P3) 04 *UOIIBLLIOL| PRIOU-3A0GE 3] 18 JSURL] SABMN
2yl Sunoeluod Aq 3sanbau uodn a|gejieAe apew aq ||eyYs uejd 437 pue sainpaoud juiejdwod ‘Aijod
IA BIMLS,SIM “Isanbal uodn siawolsnd s,SIM O3 dge|leAe apew aq |[eYs S|eNPIAIPUI dI7 Isisse
0} J3PJO U] S3DIAIBS uolie|suel] *(d37) ua101jold YsijSul pajwi s4e oym s|enpiaipul isisse 03 Asjjod
e pado|anap os|e sey anepy YL "0099 € TST 38 SLA 243 10BIUOD pjnoys w:o_uum.,.o.a IA 1)L J2y/
SIY paje|oia sey (SLM) WaiSAS Jsuel | 3ABA 9] SaABIIRG oym ‘uosiad Auy "sailAle pue swelSoud
paisisse Ajjesapa} .Eo¢ Supinsal sadIAIBs pue sjyauaq Jo suoisiacad ay) ul uISlio [euoijeu Jo
1010 ‘a2e. 40 Siseq ay3 uo uosiad Aue JsuieSe uoneulwssip Suqiyosd Ag 96T O 29 SIYSIY [IAD
3y} JO |A 3L Y1m 3douefdwod |ny saunsud {1 0Q) uonenodsuel) jo Juawiedaq so1els payun ayl

7961 JO 19V SIST A1) 503 JO 1A STHLL 19pUn SIY31Y TNOA - UOREUUITISSIG-UON
Y] G

IN3LSAS LISNVY] (2







