Section 2.2—STANDARD OF CONDUCT

EVERY OFFICER OR EMPLOYEE OF THE CITY OF ALBANY SHALL BE SUBJECT TO AND ABIDE BY THE

FOLLOWING STANDARDS OF CONDUCT:

Gifts. Every officer or employee of the City of Alba-
ny shall not, directly or indirectly, solicit any gift, or
accept or receive any gift having a value of seventy-
five dollars or more, whether in the form of money,
services, loan, travel, entertainment, hospitality,
thing or promise, or any other form, under circum-
stances in which it could reasonably be inferred the
gift was intended to influence them, could reason-
ably influence them, or could reasonably be expect-
ed to influence them, in the performance of their
official duties, or was intended as a reward for any
official action on their part.

Confidential Information. They shall not dis-
close confidential information acquired by them in
the course of their official duties or use such infor-
mation to further their personal interest.

Representation before one’s own depart-
ment. They shall not receive, or enter into any
agreement, express or implied, for compensation
for services to be rendered in relation to any mat-
ter before any municipal department of which they
are an officer, member, or employee, or of any mu-
nicipal department over which they have jurisdic-
tion, or to which they have the power to appoint any
member, officer, or employee.

Representation before any department for a
contingent fee. They shall not receive, or enter
into any agreement, express or implied, for com-
pensation for services to be rendered in relation to
any matter before any department of this munici-
pality, whereby their compensation is to be depen-
dent or contingent upon any action by such depart-
ment with respect to such matter, provided that this
paragraph shall not prohibit the fixing at any time
of fees based upon the reasonable value of the ser-
vices rendered.

Disclosure of interest in legislation. To the
extent that they know a member of the Common
Council, any officer, or employee of the City of Alba-
ny, whether paid or unpaid, who participates in the
discussion or gives official opinion to the Common
Council on any legislation shall publicly disclose,
on the official record, the nature and extent of any
direct or indirect financial or private interest they
have in such legislation.

Investment in conflict with official duties.
They shall not invest or hold any investment di-
rectly or indirectly in any financial, business, com-
mercial or other private transaction, which creates
a conflict with their official duties.

Private employment. They shall not engage in,
solicit, negotiate for, and promise to accept employ-
ment, or render services for private interests when
such employment or service creates a conflict with
or impairs the proper discharge of their official
duties.

Future employment. They shall not, after the
termination of service or employment with such
municipality, appear before any board or depart-
ment of the City of Albany in relation to any case,
proceeding, or application in which they person-
ally participated during the period of their service
or employment, or which was under their active
consideration.



	ARTICLE 	1
	Policy & Procedure Manual
	Section 1.0—Purpose of Policy and Procedure Manual             
	Section 1.1—Coverage 
	Section 1.2—Not a Contract Disclaimer 
	Section 1.3—Changes or Modifications 
	Section 1.4—Statutes, Laws, and Ordinances 
	Section 1.5—Revisions  
	Section 1.6—Violation of Policy & Procedure Policies 
	Section 1.7—Severability  
	Section 1.8—Definitions


	ARTICLE	2
	Standards and Conduct
	Section 2.0—COMMON COUNCIL RESOLUTION ON CODE OF ETHICS
	Section 2.1—Definitions 
	Section 2.2—Standard of Conduct
	Section 2.3—Timely Filing
	Section 2.4—Distribution of Code of Ethics.  
	Section 2.5—Penalties  
	Section 2.6—Officer


	ARTICLE	3
	General Policies
	Section 3.0—Military Service Leave 
	Section 3.1—Reasonable Accommodation
	Section 3.2—Time Off for Cancer Screening 
	Section 3.3— Time Off for Voting
	Section 3.4—City Supplies, Tools, Equipment & Fuel Usage


	ARTICLE	4
	Family Medical Leave Act Policy
	Section 4.0—Statement of Policy
	Section 4.1—Eligibility
	Section 4.2—Qualifying Purpose
	Section 4.3—Definitions
	Section 4.4—Procedure
	Section 4.5—Leave
	Section 4.6—Medical Coverage
	Section 4.7—Return to work


	ARTICLE	5
	Section 5.0—Statement of Policy 
	Section 5.1—Personnel Data 


	ARTICLE	6
	Section 6.0—Statement of Policy

	ARTICLE	7
	Tuition Assistance Program
	Section 7.0—Statement of Policy & Eligibility 
	Section 7.1—Program Criteria 


	ARTICLE	8
	Alcohol & Controlled Substance Policy
	Section 8.0—Statement of Purpose 
	Section 8.1—Statement of Policy 
	Section 8.2—Definitions 
	Section 8.3—City Employees Working Pursuant to Federal Grants  
	Section 8.4—Sanctions


	ARTICLE	9
	Section 9.0—Statement of Policy
	Section 9.2—Complaint Procedure
	Section 9.3—Discipline


	ARTICLE	10
	Section 10.0—Definitions
	Section 10.1—Statement of Policy
	Section 10.2—Reporting Procedures


	ARTICLE	11
	Section 11.0—Introduction
	Section 11.1—Statement of Policy
	Section 11.2—Privacy
	Section 11.3—Accountability for Employees Who Are Offenders


	ARTICLE	12
	Anti-Harassment Policy
	Section 12.0—STATEMENT of POLICY 
	Section 12.1—Definition of Harassment 
	Section 12.2—Definition of Sexual Harassment 
	Section 12.3—Unacceptable Harassing Conduct 
	Section 12.4—Complaint Procedure 
	Section 12.5—Sanctions
	Section 12.6—Responsibilities of Managers/Supervisors
	Section 12.7—Disclosure
	Section 12.8—Reimbursement to the City 
	Section 12.9—Training and Policy Distribution


	ARTICLE	13
	Vehicle Policy
	Section 13.0—STATEMENT of policy 
	Section 13.1—USE OF PERSONAL VEHICLES and REIMBURSEMENT
	Section 13.2—CITY-OWNED VEHICLE POLICY 
	SECTION 13.3—PROCUREMENT AND MANAGEMENT OF CITY-OWNED VEHICLES


	ARTICLE	14
	Section 14.0—Acceptable Use of Information Technology Services
	Section 14.1—Office Telephone Usage
	Section 14.2—Personal smart mobile device Usage
	Section 14.3—City Issued Smart mobile devices
	Section 14.4—Camera and Recording Device Use


	ARTICLE	15 
	Recruitment & Hiring
	Section 15.0—Equal Opportunity Commitment 
	Section 15.1—Recruitment 
	Section 15.2—Residency Requirements 
	Section 15.3—Appointments & Promotions 
	Section 15.4—Applying for Vacancies 


	ARTICLE	16  
	New Employee Information
	Section 16.0—Civil Service Appointment Types
	Section 16.1—Probation 
	Section 16.2—City-Net
	Section 16.3—Exams 


	ARTICLE	17
	Work Hours & Attendance
	Section 17.0—Scheduled Work Hours
	Section 17.1—Kronos Timeclock Procedures 
	Section 17.2—Authorized Punch-Time 
	Section 17.3—Unauthorized Punch Time 
	Section 17.4—Falsification of Time Records 
	Section 17.5—Time Record Errors 
	Section 17.6—Tardiness 
	Section 17.7—Meals 
	Section 17.8—Scheduled Absences 
	Section 17.9—Unscheduled Absences 
	Section 17.10—Unexcused Absences 
	Section 17.11—Documentation of Absences 
	Section 17.12—Daily Notification of Absences 
	Section 17.13—Early Departure & Leaving the Premises 
	Section 17.14—Alternate Work Schedules 
	Section 17.15—Lactation Breaks 


	ARTICLE	18
	Pay Policies
	Section 18.0—Distribution of Paychecks 
	Section 18.1—Payroll Deductions 
	Section 18.2—If Payday Falls on a Holiday 
	Section 18.3—Longevity Service Pay 
	Section 18.4—Carry-Over of Longevity Pay 
	Section 18.5—Part-Time & Longevity Pay 
	Section 18.6—Wage Garnishments 
	Section 18.7—Expense Reimbursement 
	Section 18.8—Procedures: Travel Expenses 


	ARTICLE	19  
	Compensatory Time 
(For FLSA Non-Exempt Employees) 
	Section 19.0—Non-Exempt Classification (FLSA) 
	Section 19.1—Statement of Compensatory Time Policy 
	Section 19.2—Compensatory Time Earning & Expiration
	Section 19.3—Determination of Compensatory Time Earned 


	ARTICLE	20  
	Supplemental Time  
(For FLSA Exempt Employees)
	Section 20.0—Exempt Classification: FLSA   
	Section 20.1—Statement of Supplemental Time Policy   
	Section 20.2—Supplemental Time Earning and Expiration   
	Section 20.3—Determination of Supplemental Time Earned 
	Section 20.4— Exception for Fire & Police   


	ARTICLE	21  
	Holidays   
	Section 21.0—Holidays Recognized/Observed 
	Section 21.1—Floating Holidays 
	Section 21.2—Using Floating Holiday Time 


	ARTICLE	22
	Time Off Accruals

	ARTICLE	23
	Vacation  
	Section 23.0—Eligibility for Vacation 
	Section 23.1—Scheduling Vacation 
	Section 23.2—Vacation Credits and Leave 
	Section 23.3—Separation of Employment  
	Section 23.4—Disciplinary Action/Termination 
	Section 23.5—Transfer 
	Section 23.6—Leave of Absence with Full Pay 


	ARTICLE	24
	Sick Leave
	Section 24.0—Accumulation of Credits  
	Section 24.1—Proper Use  
	Section 24.2—Advancement of Credits  
	Section 24.3—Notification of Sick Leave
	Section 24.4—Sick Leave Abuse 
	Section 24.5—Family Sick Leave 
	Section 24.6—Medical Verification 
	Section 24.7—Exhaustion of Sick Leave Credits 
	Section 24.8—Separation of Service 
	Section 24.9—Off-Duty Medical Treatment 
	Section 24.10—Transfer


	ARTICLE	25 
	Other Leave   
	Section 25.0—Pregnancy-Related Medical Leave 
	Section 25.1—Benefits during Pregnancy-Related Medical Leave 
	Section 25.2—Worker’s Compensation Description & Procedure
	Section 25.3—Worker’s Compensation Pay Policies 
	Section 25.4—Benefit Accrual
	Section 25.5—Bereavement Leave 
	Section 25.6—Jury Duty Leave 
	Section 25.7—Subpoenas 
	Section 25.8—Military Service Law Leave 
	Section 25.9—Personal Leave/Statement of Purpose
	Section 25.10—Amount of Personal Leave 


	ARTICLE	26
	Medical and Related Benefits
	Section 26.0—Eligibility 
	Section 26.1—Health Insurance Contribution 
	Section 26.2—Health Insurance Buyout 
	Section 26.3—Reinstatement After Buyout 
	Section 26.4—Leave of Absence without Pay 
	Section 26.5—Qualifying Events 
	Section 26.6—Annual Open Enrollment 
	Section 26.7—COBRA (Consolidated Omnibus Budget Reconciliation Act)
	Section 26.8—Dental and Vision Plans 
	Section 26.9—Flexible Spending Accounts (FSA)


	ARTICLE	27
	Retirement and Other Benefits 
	Section 27.0—NYS and Local Retirement System 
	Section 27.1—NYS Voluntary Defined Contribution
	Section 27.2—NYS Deferred Compensation 
	Section 27.3—NYS 529 College Savings Program 
	Section 27.4—Employee Self Service 
	Section 27.5—Unemployment Insurance 
	Section 27.6—Employee Assistance Program (EAP)


	ARTICLE	28
	Performance Evaluation & Disciplinary Action
	Section 28.0—Performance Evaluation
	Section 28.1—Corrective Action Policy Statement
	Section 28.2—Corrective Action and Discipline Process
	Section 28.3—Prohibited Conduct 
	Section 28.4—Examples of Prohibited Conduct 


	ARTICLE	29
	Complaints and Procedures
	Section 29.0—Complaints 
	Section 29.1—Declaration of Policy 
	Section 29.2—Definitions
	Section 29.3—Basic Standard and Principle 
	Section 29.4—Supervisor Responsibilities 
	Section 29.5—Complaint Procedure for Complaints Unrelated to Discrimination and/or Harassment



