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IX. Personnel and Office Standards

Chapter IX contains personnel and office standards, policies and procedures which apply to Alaska Highway Safety Office (AHSO) personnel including those issued by the AHSO, Alaska Division of Personnel and the Department. This chapter contains links to copies of some of the policies which are available online.

 A.  Highway Safety Office

The purpose of this section is to describe all internal policies pertaining to AHSO personnel including office standards.

i. Conduct

a. Attendance - Punctual, regular and predictable attendance is expected and required. For consistency, employees should reference the time on their computer which is uniform for the entire Department. All clocks and watches should be set accordingly.

b. Courtesy - Staff should be professional and courteous to others, not only to the AHSO customers, but also to co-workers, those supported and external partners.  

c. Customer Service - All customers should be provided exemplary service and receive helpful advice with available options readily offered.

d. Ethics - All AHSO employees shall conduct themselves according to the highest ethical standards and promote an environment of public trust that is free from fraud, abuse of authority and misuse of public property.

e. Safety - All safety directives of the Department shall be followed. Employees should use good judgment in decision making and follow safety guidelines where appropriate. If there is a question on the appropriate course of action, the employee shall clarify the question with a supervisor before proceeding.

f. Teamwork - Staff should work together as a team for the good of the program. 

g. Workplace Harassment - It is the policy of the Department that all employees, customers, contractors and visitors to the worksite enjoy a positive, respectful and productive work environment, free from behavior, actions, or language constituting workplace harassment. Engaging in workplace harassment is unacceptable conduct. Abusive or threatening behavior is subject to employee disciplinary action.

ii. Monthly Work Plans 

Monthly work plans are discussed by the AHSO Administrator and staff during one-to-one meetings. Plans should capture the month just completed and the anticipated work for the new month. The AHSO Administrator will approve and adjust the work plans to meet the needs of the Department as well as the employee’s personal needs.

iii. Office Attire

Work attire should be comfortable, professional and reflect the customers served by the AHSO. Common sense should be used in choice of attire appropriate for the Planning Division. 
iv. Time and Attendance 
Pay for an employee is based on time and attendance data recorded on a timesheet and Leave Request/Report forms 02-035 (leave slip) completed by the employee. An employee’s timesheet accounts for all hours in the pay period and must be verified and approved by the employee’s supervisor.  Payroll data is entered in AKPAY time and attendance batches based on information from employee’s approved timesheet and leave slips. Fair Labor Standards Act (FLSA) overtime exempt employees are not required to keep time records unless mandatory for business reasons by their agency. However, employees who are not required to complete a timesheet must still report leave usage, or lack there of, to a designated contact for time reporting purposes.
See: http://fin.admin.state.ak.us/dof/ak_admin_manual/aam_toc.jsp
Sick time: To report personal illness, AHSO employees shall call either the AHSO Administrator, or the Administration and Support Section Manager, or, leave a voice mail message with a phone number where they can be reached before the work day begins. If a circumstance beyond the employee’s control (i.e. incoherent or incapacitated as substantiated by a physician, accident report, etc.) does not allow them to call before the work day begins, the employee shall have another person call for them, or call themselves as soon as possible. If the AHSO Administrator is not available and a voice mail message is left, the employee should “zero out” and also inform an AHSO support staff of the absence.
Overtime: All overtime must be pre-approved. Employees are requested to plan projects with target dates and deadlines to avoid overtime. Any change in new target dates will be mutually agreed upon in advance with the employee’s supervisor. Monthly time records are due on the first work day of the new month. (See Forms. Overtime Request for Authorization, Form 25-042).
v. Breaks

Breaks should be scheduled in the middle of each half shift and they cannot be tagged onto lunch or departure. Breaks have to be used or lost and do not carry over into the afternoon or subsequent days. Two 15 minute breaks are allowed for each 7.5 hour day. 

vi. Leave Requests

All leave must be pre-approved by the employee’s supervisor and advance notice is required time off for vacation, comp time or scheduled sick leave. Vacation leave must be pre-approved and the appropriate forms must be used. (See Forms. Leave Request Report, Form 02-035 (12/03) available in paper format only) Approval is not official until the form is signed. Use the guidelines outlined in the contracts.  Vacation of one day or less can be approved by phone or e-mail in advance. Please schedule vacation in advance to utilize excess accrued time.

vii. Sign Out

The “sign out” board should be used when leaving the office for any extended period of time such as spending the day at another State location or sub grantee’s office. 

viii. Use of State Resources

Per Department and DOA policy, use of all State resources is for official purposes only including, but not limited to, Internet use, e-mail and the fax machine. No computer games are allowed on the hard drive or disks.  

Electronic calendars can be used for personal appointments or personal business and should be updated daily. Electronic calendars are public records and are subject to the various public records laws and regulations.  For approved absence employees should indicate on their calendar an entry of:  “Leave--- [location],” “Vacation--- [       ]”, or similar language. 

See also section C. Other Department Procedures, subsection ii. Office Technology Use.

ix. Work Assignments

Occasionally AHSO employees will be requested to add more work from their program contacts. Employees have the authority to adjust their priorities in order to accept new work requests. The AHSO Administrator is responsible for determining how to assign work and negotiate due dates for other staff members therefore all work requests should be directed to him/her.

B.  Division of Personnel – Resources/Documents

This section briefly describes some of the human resources information and services available to AHSO employees. 
i. New Employee Orientation

Information for new employees has been created and is available on the Division of Personnel web site. (Forms and more personnel information can be located at: http://dop.state.ak.us ) New employees are encouraged to review these materials and contact the Employee Call Center with any questions or to request additional information.  

The new employee orientation information can be customized by each division. In most cases, the supervisor works with the employee to answer any questions. It serves as a valuable resource in helping the employee get started in understanding work rules and procedures, provide the resources needed, as well as guide new employees through the orientation process. 

If at any time during this orientation there are questions about the material being presented, a supervisor or the Employee Call Center should be contacted for assistance. The Employee Call Center can be reached at  465-3009 and is available to help employees through this process. Call Center office hours are 8:00 - 5:00, Monday through Friday. If calling from a 269- or 451- prefix, please dial 9-465-3009, otherwise you will need to dial 9-1-907-465-3009. The Employee Call Center can also be emailed at: employeecallcenter@admin.state.ak.us. 

ii. Labor contracts

The Department’s Labor Relations Division, Bargaining Unit Contracts web page contains links to the current collective bargaining agreements between the State and the various bargaining units representing organized State employees. The majority of AHSO employees are assigned to the General Government Unit.  See http://dop.state.ak.us/index.php?id=87
This web page also provides “Quick Links” to the following information and items: 

· Arbitration digests

· Bargaining unit contracts

· Bargaining profiles

· Business leave procedures

· Delegated Leave of Absences (LOA)

· Interpretative memorandum

· Forms

· Union contact list 

iii. Performance Appraisals

The State has a standardized process for employee appraisals and requires the appraisal process to be completed annually. The State’s employee appraisal form is located at:  http://dop.state.ak.us/index.php?id=164
The Department is currently revising its policy on performance appraisals; it will soon become available on the Department’s web site.  

Managers are encouraged to follow the State Contracts and Rater’s Guide which has been provided to help with the completion of employee performance appraisals.  
The Rater’s Guide does not constitute a contract of employment, nor does it modify or alter any contract, collective bargaining agreement or statute that governs an employee’s employment with the State. It is subject to change from time to time. The Guide does not alter the employing agency’s right to determine, in its sole discretion, whether or not an employee has successfully completed or will successfully complete his or her probationary period. Evaluations provided to a probationary employee are provided for the employee’s benefit, not because the employing agency has any obligation to demonstrate that a just cause standard has been met in determining that an employee will not successfully complete the probationary period.
Following is a list of the topics included in the Rater’s Guide:
· Overview of the Performance Appraisal Process 

· Roles and Responsibilities 

· Clarify the Job 

· Communicate Expectations and Standards 

· Observe Performance 

· Analyze Performance 

· Report Performance 

· Review of the Performance Evaluation 

· Develop Performance 

· Summary 
iv. Employee Recognition

General Guidelines: An award of any nature must meet the criteria for exclusion from taxable income under IRS guidelines. In order to qualify under this threshold, awards should be property or service that is small in value, infrequent and simple to administer. Specific information on “Non-taxable De Minimis Awards and Prizes” can be found at IRS Publication 15-B.

An award of any nature must be consistent with the terms and conditions of any applicable collective bargaining agreement and/or the Personnel Rules. This means that any award that could be considered to alter the wages, hours, terms or conditions of employment is specifically prohibited unless there is a provision in the applicable collective bargaining agreement or Personnel Rules or a valid letter of agreement on file with the Division of Labor Relations. Examples of prohibited awards include, but are not limited to, gift certificates or cards, cash awards, or time off. Acceptable awards include items with a limited cash value such as coffee cups or tote bags with agency insignia, certificates or plaques of achievement, or designated parking places. Public recognition of employee achievement is free and studies have shown that it is an effective way to recognize employees in the workplace.

Performance Recognition Awards: In addition to the general guidelines above, performance recognition award plans must be detailed in writing and the awards must be equally available to each employee in the employing agency that offers the program. Performance Recognition Award Program plans must be submitted to the Director of the Division of Personnel for review and approval prior to implementation.
Service Recognition Awards: In addition to the general guidelines above, service recognition awards must be equally available to all employees in the employing agency.  See http://fin.admin.state.ak.us/dof/ak_admin_manual/aam_toc.jsp
C.  Other Department Procedures
This section highlights other Department procedures that may impact AHSO staff in the normal course of their duties.    
i. Corporate Credit Card

The State’s corporate credit card program is established for the employee’s convenience while performing State procurement and/or traveling on State business. The program is designed to reduce the State’s administrative costs related to low dollar purchases and to travel. Because this is a State corporate card, no credit application from the employee is required. The cards and related accounts are issued by First National Bank Alaska (FNBA). The card is to be used for all reimbursable business expenses and shall not be used for personal expenses. Typical business expenses to be charged to the corporate credit card are:
· Airline tickets

· Lodging

· Rental cars

See: http://fin.admin.state.ak.us/dof/fnba_one_card_alaska/fnba_dept_admin_forms.jsp#empinf
ii. Office Technology Use

It is the policy of the Department that the use of telephones, fax machines, computers, networks, and other office technologies shall be restricted to the conduct of official State business, other than those uses which are minor and inconsequential, under the distinction in AS 39.52.110 (a)(3). A factor indicating that a use is minor and inconsequential is that the Department will incur no additional cost. The use of State time and equipment to pursue personal or outside business/employment activities is not considered minor and inconsequential.

See Department Policy 02.01.050. Use of State telephone, fax machines, computers and other office technologies at http://www.dot.alaska.gov/admsvc/pnp/assets/chapt_2/02_01_050.pdf
iii. Procurement of Goods and Services – Grant Agreement Exception

A grant agreement is an award of financial assistance in the form of money, or property in lieu of money, by the AHSO to an eligible sub grantee. AHSO grant agreements to State and local government agencies and non-profit organizations are exempt from the provisions of the State procurement code.  

However, when the AHSO directly contracts with a private corporation or business for the purchase of goods or services (i.e. public information materials, contractual services, computers, food and beverages, advertising, membership dues, etc.) for the use and benefit of AHSO operations, the transaction is a procurement and not a grant. Procurement transactions must be completed in accordance with all of limitations and requirements of the State and Department’s procurement rules, regulations and acquisition process.  

NOTE:  It is important for AHSO employees to accurately distinguish the circumstances when a grant agreement is the appropriate method to use versus the procurement process. The AHSO shall not utilize the grant agreement process to avoid the State and Department procurement regulations.  

iv. Procurement of Goods and Services - Contracts
The AHSO shall follow the State and Department procurement rules and regulations for the purchase of goods and services for the direct use and benefit of AHSO operations. Questions regarding the procurement rules should be directed to the Administrative Services division or the Department Supply Chief.

a. Food/Beverage Costs (non-essential items)

The procurement of food and beverages (as well as other “non-essential items”) are subject to additional Federal and Department restrictions. See Chapter V. Grant Administration and Management, Section E. Food/Beverage Costs (Non-Essential Items)

b. State Contracts

· The Department establishes contracts for goods and services for use by all State agencies. Department procurement offices and contracting offices establish contracts for goods and services used specifically by the Department. 
· Establishment of these contracts has two primary goals. The first is to facilitate the purchasing process. A procurement officer may purchase according to the terms of the contract without additionally seeking determinations for single source or limited competition. This provides a significant savings in time to process.

· The second goal is to secure good pricing through the leverage of the State's purchasing power. Even though it is occasionally possible to secure pricing on spot purchases which is better than the contract pricing, use of the contracts is mandatory unless specifically stated otherwise. Goods and services for which mandatory term contracts have been issued must be purchased only from the contract vendor. The contractors have provided prices over the entire period of the contract in exchange for the State's offer to place all of our orders with them. The Department must abide by the terms of the contract.

· There is no monetary limit on purchasing from contract awards unless specifically noted in the contract.
· If commodities or services are being purchased on the open market on a continuing basis, it should be brought to the attention of the appropriate Procurement section or the appropriate Contracts section for consideration of the establishment of a contract award.

For more information on general procurement see:  

http://www.dot.alaska.gov/admsvc/pnp/policy_and_procedures.shtml#10
c. Department Procurement Procedures

Department procurement actions shall be accomplished in compliance with the State Procurement Code (AS 36.30); the Alaska Administrative Code (2 AAC 12); the State Administrative Manual; the Department's Delegation of Authority from the Department of Administration; and the Department's policies and procedures relating to procurement and contracting. See Department Policy 10.01.010. Procurement Authority at http://www.dot.alaska.gov/admsvc/pnp/assets/chapt_10/10_01_010.pdf and Department Policy 10.01.011 Small Procurements http://www.dot.alaska.gov/admsvc/pnp/assets/chapt_10/10_01_011.pdf
Procurements of Commodities, Services, and Professional Services not related to Construction (under delegation from the Department of Administration) are the responsibility of the department Statewide and Regional Procurement Offices.
· The Statewide Procurement Office is responsible for purchasing and establishing contracts for these items for those procurements exceeding the limit for Small Procurements. This responsibility can be delegated to the Regional Procurement Offices if and when required in the best interest of the department.
· Regional Procurement Offices are responsible for small procurements of these items in support of their respective regions. NOTE:  The Southeast Region is the purchasing agent for the AHSO as of July 1, 2006.

Department Policy 10.01.021  Requesting Commodities, Services, Materials, Parts and Equipment; Filling Requests establishes uniform methods and procedures for Department employees to follow when requesting commodities, services, materials, parts and equipment required for operational needs. The policy includes the Stock Request Form 02-303 SW. See http://www.dot.alaska.gov/admsvc/pnp/assets/chapt_10/10_01_021.pdf
v. Miscellaneous General Administration Procedures

· 02.01.011 Outside Employment http://www.dot.alaska.gov/admsvc/pnp/assets/chapt_2/02-01-011OutEmp66846.pdf
· 02.01.040 Department-paid Memberships in Professional Organizations

 
http://www.dot.alaska.gov/admsvc/pnp/assets/chapt_2/02_01_040.pdf
· 02.01.060 Department Smoking Policy

http://www.dot.alaska.gov/admsvc/pnp/assets/chapt_2/02_01_060.pdf
· 02.01.070 Identification Cards

http://www.dot.alaska.gov/admsvc/pnp/assets/chapt_2/02_01_070.pdf
· 02.01.080 Notary Public Services

http://www.dot.alaska.gov/admsvc/pnp/assets/chapt_2/02_01_080.pdf
· 02.01.090 Approved Absences for Service on State Boards, Commissions, and Similar Bodies

http://www.dot.alaska.gov/admsvc/pnp/assets/chapt_2/02_01_090.pdf
D.  Laws and Guidance
This section briefly describes some of the laws and guidance information and that AHSO employees should follow in matters pertaining to records and the court system. 

i. Records – Storing and Handling

The AHSO works with a number of sensitive records, including high level grants and fatal accident reports.  It is therefore extremely important to follow state record laws for storing and handling highly sensitive records.

When working with sensitive information, you should always:
· Access and use sensitive data appropriately.   The State of Alaska expressly forbids the access and use of sensitive data for any purpose other than the conduct of state business. 
· Restrict access rights.  Access to sensitive information, in both electronic and paper format, should follow the “minimum necessary” principle: an individual should have access only to the sensitive information necessary to accomplish his or her work.  If Employee A needs Social Security Numbers and Employee B needs dates of birth, do not create a spreadsheet with names, SSN’s, and DOB’s and distribute it to both employees. 
· Avoid the use of “convenience repositories”.   Copies of sensitive information stored in the central administrative and clinical systems should not be maintained outside of those systems unless the frequency of use of the information is such that disabling the repository would severely impact the ability of the department to conduct its business.  If you believe you have a compelling rationale for maintaining such a repository, please contact your supervisor to discuss. 
· Dispose of sensitive information properly.  If you are authorized to collect or retain sensitive information, you are obligated to store it or destroy it when the information no longer has a legitimate business use.  The Department of Transportation & Public Facilities has a set Retention schedule that it follows for all records; please follow it.  To view the department’s retention schedule go to 

http://www.archives.state.ak.us/pdfs/records_management/gen_admin_rec_retention_schedule.pdf
· Protect documents containing sensitive information.  Documents (e.g., spreadsheets, databases, fatal accident reports, grant information) containing sensitive information must be password-protected and should be stored on network drives (“g drives” or “h drives”) rather than personal computer drives (“c drives”).  If you do not know how to password-protect a document, or if you are uncertain which drive is your network drive, call the Information Technology Desk at x. 8967. 

ii. Distribution of Information

The AHSO keeps a list of reports and databases on file for the distribution of highway safety related information to state agencies, private agencies and the general public.  Since the AHSO is a public funded agency, through the State of Alaska, all of this information is a matter of public record, including Fatal Accident Reports.  It is also highly important to understand that any information that is currently or potentially capable of coming under review of a state or local prosecutor’s office can be held back at the AHSO’s discretion (Alaska Department of Law Opinion 1, File No. 663-93-0039) until such time as that information can no longer be used in a civil or criminal trial.  

Grant information does not apply here as it must remain between the AHSO and the grantee.
A copy of Law Opinion 1, File No. 663-93-0039, is attached.
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