
ORDINANCE NO 1b1

AN ORDINANCE OF THE CITY COONCH OF THE CITY OF ALVIN
TEXAS AMENDING ORDINANCE NO 07 C WHEREBY THE CITY
COUNCIL ADOPTED THE CITY OF AIVIN PERSONNEL POLICY
NOW AMENDING THE PERSONNEL POLICY BY CHANGING THE
PERFORMANCE EVALUATION SYSTEM TO EMPLOYEE APPRAISAL

SYSTEM AND REVISING THE PROBATIONARY PERIOD SECTION
AND SETTING FORTH OTHER PROVISIONS RELATED THERETO

WHEREAS the City of Alvin adopted a Personnel Policy by Ordinance No Ml CCC on
Damrber62007 and

WHEREAS the Personnel Policy outlives pncedums and guidelines for employed and

WHEREAS the City Council of the City of Alvin desires to emend the Personnel Policy 
to change the emplayee evalunion pmcedme to an Employee Appraisal System and include 
changes to the Probadmary Period section as well NOW THEREFORE

BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF ALVIN TEXAS

Section 1 That the City Cuunad hereby adopts and approves the recitals set forth in the
premtble hereofaaW made apatthermfforall purposes as findings offnd

Section 2 That the City Council of the City of Alvin hereby sounds the City of Alvin
Personnel Policy by changing the Performance Evaluation Systan n Employee Appraisal
System attached hereto as Exhibit A and revising Provisions b Wes Prebdmery Period
attachd hereto as Exhibit B

Section 3 SeverabNty Should any section or part of tlris ordnance be held uvcoastiatimal
illegal or invalid or the application N my peracnerr dreumaance for any reasons thereof ineffeetive
or i applidble such unmostitutionaFty illegality invalidity or ineffectiveness of such section or
part shall in no way affect impav or invalidate the ranaioing an or portions thereof bar as m
such renaming partim mporainc the sane shall be and rmmn an fall force act effW and to this
and the provisions of this ordinnce ere declared m he severable

Salim 4 Elective Date Thu ordinance shall take died immedimely from act after its

passage in accordance with the previsions of Chaps 52 Ter Loa Gov Cade and the City of
AMn Charter

Section 5 Open Meetings It is hereby otScvadly fond and detamind that the trading an
which this ordinance was immsed was open to the Follow as required and that public arose of the
fion place call purpose of said mating was van as required by the Open Meetings Ad Chain
551 Tbc Govt Code



PASSED AND APPROVED on firstroading this1 day of eyy

2012

PASSED AND APPROVED on second end fia reading Nis11 dayof 2012

ATTEST

G

CITY OF ALVAI TEXAS

By 1f

Throw W Peebles City Clok GaryA Mayor

Col 12 F



EMPLOYEE APPRAISAL SYSTEM

The City uses a thorough eraployee appraisal prouss for assisting supervisors in communicating jab
expectafiom measuring the employeeslevel of past perfirmmce moogoizivg eraployce acldevements
and exemplary performance and str agthening the supervisor employee relationship The employee
appraisal process provides necessary mformation for assisting career development need training
assigvmevis advancements nemfers disciplinary actions Mention The purPase of the appraisal
process as outlined herein is to achieve optimum enployee Performance resulting in outstanding citizen
service A way of the Employee Appraisal form can be obtained from the Human Resources Manager

Schedele Regular fulltime employees hired are eligible for

Awritten Probafiomry PPiodapprmsalbefmemmpleting tharprobatiomryperiodand
Anwal employe appraisal on Weir moiversary date

Newly tamsferred or promoted employees who are on probation shall also receive periodic evaluations
during than probationary period and a written rceommedetim at the end of Weir probation period

Supervisory RespamWgitim All employee appraisal information must be written where rationed and
aigoed by the Employ alfectd Supervisor Department Director and the City Manager and then
forwarded W We Human Resources Manager for Mention in the employeesofficial Personnel file Aee
evaluation is considerd complete at the time the employm signs and dates the evaluation document or
We supervisor andor Deportment Director bas a witness acknowledge the employcesrefusal to sign the
evaluation document

Supervisors will strive to cleady wwvrmiram all elements of job performance key result arem
pdirro nee stmdads measures goals strengths and areas of development needed by completing the
Employee Development Area Each employee will sign and date a copy ofhisher employee appraisal
when it is reviewed

Department Direciom are expmod to ensure compliance with this policy and ensure that evaluating
supervisors and managers render their direction are adequately trained in the employee appraisal process
DeperMmt Directors ador midlevel raenngem are eacouragM to review ell MPloyce appraisal
documents for validity prior to the department supervisor conducting the appraisal with We affected 
employes in mdm to cone my obvious eems or rating bias

Rumen Resources Manager RmpoosibWdm The Human Resimrces Manager will review all
appraisal documents for obvious errors and retum them to the Deparment Directors for my
clarifications or procedural corrections The Hannan Resources Manager is responsible for maintaining
original appraisal documents in official personnel files

Employee Responsibilities Employem are expected to be knowledgeable of their essential job
fractions and key result auras ad maintain establishol perfe vmtce standards and reitirwents as
outlined Employees are evwuraged to address issues sod concerns regarding then annual emPloYee
appraisal with their cmluafing Supervisor If the employee is unable to resolve hisher issues and
caressnas with the evaluating supervisor the ployee may address them with the DeparMent Director 
if the Departnent Director is the evaluating supervisor the maPloyae may go to the City Mamgm to
address hisher concerns



PROBATIONARY PERIOD

All new employees hired to fig regular fulltime m partime posh m s most satisfactorily

complete a probationary period of six 6 months Additionally all curt employees who are

uamdaned promoted or reclassified to a supervisory position as well as former City employees

who are rehired must smalsomily eomplem a probationary period of few 4 months The

probaionary period assists the City in maintaining an effective productive and efficient

worko ce to Provide quality services to the oitizem Wy those employees who moot

acceptable per Immvnce and other standards during than probationary Peiod will be retained as

employees An extension of ninety 90 days of orientation andor training time may be added an

the probationary period Employees are considered probationary employees until they have

soundly Performed their regular Job duties for a least nine 9 months Ire assure their ability to

moot acceptable standards of wort performance and bebavim f the employeesposition The

probationary period is not to cam ninc months

geaeomal1emmorery Emalovces Seasonal and temporary full and parttime employees do rot
serve a probatonary period and have no right of appeal when laminated a any time

Classes In Assienment of Probatiomary Emolovee Pobmionary employees may not request
or make appficafion f reassigemmt promotion or voluntary transfer during the probationary 
period without written approval from the City Manager as requested by their Department 
Director Ifthe reassignment Prammtion or transfer is approved the employee will serve a fore 
monthprobationury period in the new position beginning with the date ofWejwsifion change

Absences Dandaa Performance ProbaBonary Period During the probationary period an
employee is not eligible to use sick leave or vacation leave f my absences Compensamry time
off or recognized holidays during the probationary prod may be used as approved per
esmblished CirydcpaNnental policy or practice Transferred or promoted employees saving
probafionarypoiods Main their eligibility Por all types ofleave esmbfished by City policy

Probath nary Eval  Hona All probationary employes shall receive an Employce Appraisal
midway through thev probationary period idmdfyivg their overall parnmemce The coolant of
this appraisal will be used m help guide the enployoo m a sueumsfol conclusion of their
probationary pound Upon suwssfal completion of an employees probatimory period an
Employes Probationary Period Appraisal form will be completed with proper summ and
fwerded to the City Menages office for approval The Employee Probationary Period 
Appraisal fm can be obtained from the Human Resources Manager
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Extensions to Probationary Period The performance fro ationay period may be headed
under the following ctcumsmvices

At Me end of the six 6 months probatiamry period probation maybe external for up to an
additional ninety 90 days when a probationary employeesperformance has been marginal
due in enenueting circumstances additional training is werrmled or an employeesabseme
Mom work far m extended period of time did not peon an opp a tatity fa asiNume
assessment of performance The decision to extend or nor to caused an employees
probationary period may not be appealed if an exension is gamma the employee win be
advised in writing and gives Me dote on which the extended probation period will be 
completed Such extension will be at the sole discrotion of the Department lhrxtar

A probationary period may be extended fa time spent on an approval Leave of Absence
including leaves of absences due fo injury or illness or approved Military Leave The
approved extension will normally equal the lesgthoftime away from work

Suecessfa Completion a ProbatloMlteeular Stems Granted An employe is granted
4egulat status in the new position if Me employ salisfacrorily completes the performance
probetionatyperio i

Fellows of Probation An employee is considered to have failed probation when it is
determined that the employeesfitness job performance quality or quantity of work atendmce
a wmbinatim therrof does non mad minimumjob pafasmmee susedads and mpecmtiom for
the position Failure of probatim may occur at my time wiW the pmbatimary period An
employee who fails probation will normally be terminated Gam the Citys employment If
desirable and feasible the employee may be administratively harshened to a mare suitable 
position a the sole discretion of the City A amsfered or Promoted employee who fails
probation may at the sole discretion of the City be revvstaud to Media former position provided
there is a vacancy end if approved by the affected Department Directors Deparhne t Directors
are responsible for ensuring the therough written docmnenmtion of all cases of failure of 
probation including counseling trawivg and other efforts to help employees during their
probationary period

Termination of Probationary Employment Robstionary employees are atwild employees
and may be terminated at my time during the probationary period with or without notice or
cause A pmbatiermy employee who is tom aged has an right of appea Probationary 
employees are not entided to progressive levels of discipline Frobatimary employees are
otherwise subject in ell policies and procedures of ds City

Sexual and Other Unlawful llarasvnept Probationary employees me subject in all respells to
the Citys Sexual eta Other Unlawful flarsssment Policy While probationary employees have
an right of appeal if they believe they have loam subjected to unlawful assessment or
dscrim matiom they most immediately report such conduct as sd rot in the City Policy
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