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NOTICE TO EMPLOYEES

SS /2dzyie 2LISNY G§Sa daypPBriedtat-K 5 f
and, within requirements of state and local law regarding employme
can dismiss an employee at any time, with or without notice, for any
reason or no reason. Every effort will be made to ensure that
employee dismissals are not made in an arbitrary aaqaticious
manner; however, these personnel policies do not constitute an
employment agreement between the county and any of its employe
and in no way limit or restrict the awill nature of employment. The
county has the right to change these policiésay time, without prior
notice to employees.

Each reference in these policies to the county means Bee County,
Texas.

NOTE: The parenthetic legal
references contained in theseq
policies are for information
purposes only and are subjeq
to change.




WELCOME

Welcome to employment with Bee County. We are happy to lyaveas one of the team of employees
that serves the people of Bee County.

As taxpayers, we ourselves expect nothing less than the highest quality of service from our government.
As public servants, our objective is to provide the best possible servibe ttizens of our county in a
fair, efficient and courteous manner. Your job is important to our overall success.

Our community and its needs constantly change, and your duties and county policies will certainly
change as well, but the tradition of gd public service will always remain the same. You work for your
community and, therefore, for yourself. The respect you show for your job and the Bee County public is
thus a measure of the respect you have for yourself.

Those of us in public servicesaand should be, held to a higher standard in our working and personal
relationships

This manual, and the personnel policies contained within it, are guidelines on how we work as a team to
provide that public service. Whether you are a new or experidrazaployee, this manual will give you
facts about the county, how it works, and the policies, which govern us, as employees.

¢tKS LISNER2YYySt LRftAOASA YR LINRPOSRdA:ZNB&a 2F (GKS O2dzy
subject to regular review, and ngdbe updated or changed from time to time without prior notice.

Other county elected officials and department heads may have additional policies governing their

employees. Be sure to check with your supervisor or department head to see which addititiciakp

if any, are applicable to you. If you need more details on the countywide policies and procedures,
L SIasS O2yadzZ G GKS O2dzydieé | dzRAG2NRA 2FFAOSO

Sincerely

County Judge and
/| 2YYA&AaA2YSNDa [/ 2 dzNI
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SERVICE TO THE PUBLIC

On a dayto-day basis, citizens base their opinion of Bee County on the actions of county employees like
you. Over the years, we have developed a code of conduct we think will help maintain a reputation for
good county govenmment.

CODE OF PERSONAL CONDUCT:

1. Remember that we are here to serve the people of Bee County

2. Our responsibility is to provide fair, efficient service in a courteous manner.

3. Be a good and sincere listener; our visitors and callers want us to understama@nabout
their problems.

4, Learn all about the activities of the county and try to help others get their problems solved
in the most efficient manner, even if the problem must be referred to another employee or
department.

5. Write down all of the informatin you will need to complete a task for a citizen, including

the date and time of a call or request and the telephone number or address where the
person can be contacted.
6. Fulfill all promises you make. If you cannot complete a promised task as anticigated,
back in touch and explain the circumstances.
7. wSaLISOl GKS RAIyAile 2F SOSNE AYRAGARdzZ £ T (NE
point of view; speak kindly to and of others; avoid arguments; and be friendly.
Be punctual in your work and fappointments
Make suggestions about ways we can improve our services to the citizens of Bee County or
can get our work done in a more efficient and effective manner.
10. Dress and appearance must be appropriate to our job. Expensive clothes are not necessary
but a neat, orderly appearance is important.

© ©

Finally, public service requires that we not only obey the law, but it is also important that we avoid even
the appearance of any improper action or of using our official position to gain any personal agb/anta
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1.00 PERSNNEL POLICIES

1.01 AUTHORIT¥ ¢tKSasS LRt AOASa | NB S GFLof AAKSR o6& ((KS
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These policies completely replace and supdesany and all personnel policies previously adopted,
AYRAGARdzZE & 2NJla | aSitd 2F LRftAOASAET o6& GUKS /2YY

In addition to these personnel policies, elected officials and department heads may establish
departmental rules and regulations theglate specifically to their departments, as long as they do not
conflict with these policies. If there is a conflict between a departmental rule or policy and these
policies or any future amendments to these policies, the terms of these policies, asladavill

prevail.

1.02 SEVERABILITYhe provisions of these policies are severable, and if any provision or part of a
provision is held invalid, illegal, or unenforceable, this will not affect the validity of the remaining
provisions or parts of prasions, which will remain in force and effect.

1.03 RESPONSIBILITY FOR IMPLEMENTATION OF PERSONNEL POLICIES
Responsibility for personnel functions in the county is divided among county offices as follows:
¢ County Judge oversees general personnel jgalic

e /2dzyie ! dzZRAG2NNEA hTFTFAOS YIAYyldlrAya GKS&AS L2t AOA
time and attendance, payroll, resignations, and unemployment; and

¢ Elected Officials and Department Heads maintain other records on departmental emplayde
are responsible for administration of these personnel policies within their own departments or
units.

1.04 PURPOSEThese policies set forth the primary rules governing employment with the county.
The policies contained here inform employees @& tenefits and obligations of employment with the
county. They have been prepared and adopted in order to promote consistent, equitable, and effective
practices by both employees and supervisors, which will result in high quality public service to the
citizens of the county.

1.05 APPLICABILITY OF PERSONNEL POMIMHES personnel policies apply equally to all
employees of the county unless a class of employees is specifically exempted by these policies.

In cases where federal or state laws or regoliasi supersede local policy for specific groups of
employees, such laws or regulations will substitute for these personnel policies only insofar as necessary
for compliance.



1.06 DISSEMINATION OF PERSONNEL PQRLICIEE KS 02 dzy (i & intaidgihg offidlEe 2 T F A C
of the personnel policies with all revisions for reference by employees. In additions, the county

I dZRAG2NRA 2FFAOS Attt LINBPOARS || O2YLX SGS O2LkR 27
each department head or elesdl official; will notify employees of policy changes; and will make the

updated manual available to employees. If a question arises about a particular policy, the official set of

L2t AOASA YIAYyGlFrAYySR 68 GKS O2dzyiléontioldzRAG2NRa 2FFAO

Department heads must provide a copy of the personnel policies to new employees on their first day of
employment. Employees are required to read this manual carefully and to adhere to the rules and
regulations stated herein. Within two weglf employment, every employee is required to sign an
acknowledgement of having read the Personnel Policies Manual and understood the policies contained
in it.

1.07 EQUAL EMPLOYMENT OPPORTUNtTsrthe policy of the county to prohibit discrimination
against any person in job structuring, recruitment, examination, selection, appointment, placement,
training, upward mobility, discipline, or an other aspect of personnel administration, based on race, age,
sex, religion, color, disability or national ang : Personnel decisions will be made on the basis of
occupational qualifications and jalelated factors such as skill, knowledge, education, experience, and
ability to perform a specific job.

Retaliation or discrimination against an employee for atiggliscrimination on any of these bases
covered in this chapter is prohibited.

(Legal reference: U.S. Civil Rights Acts of 1871 and 1964, as amended; V.T.C.A. Civil Practices and
Remedies Code, Chapter 106; Texas Commission on Human Rights, V.iCTIE€ERR2AK; U.S. Age
Discrimination in Employment Act of 1967, as amended; U.S. Rehabilitation Act of 1973, as amended,;
U.S. Americans with Disabilities Act of 1990; U.S. Executive Order 11246; U.S. Equal Pay Act; Texas
V.T.C.A. Health and Safety Codegpfdrs 591596).

1.08 SEXUAL HARASSMEN(Tis the policy of the county to provide and maintain a work

environment, which is free of sexual harassment, sexual exploitation, and intimid&genCounty has a
G%9whé (2t SNFyOS L2 snied dr adyBiiel pruRibitgtharasSnemdl f K| NI &
employees are expected to comply with this policy. Failure to do so will result in disciplinary action, up
to and including, termination.

Ly GKAa &aSO00GA2ys a&aSEdzZ f KI NI arégieStyfarsexvdlSavoysior dzy 6 St O
other verbal or physical conduct of a sexual nature, submission to which is made a term or condition of a
LISNE2YQa SESNOAAS 2N Sye22eyYSyid 2F Ftyeé NARIKGXEZ LINROD

An employee who believes he or she hastbeubjected to sexual harassment should file a grievance

dzy RSNJ i KS aLISOAlf LINRPGAAAZ2Y 2F (KS O2dzyieQa 3INRSO
alleged sexual harassment. Retaliation or discrimination against an employee for alleging sexual

harassment is prohibited.

(Legal reference: Title VIl of the U.S. Civil Rights Act, Section 703, as interpreted by EEOC: Sex
Discrimination Guidelines, Section 1604 N#&ritor Savings Band v. Vinsdi.S. Supreme Court, 1986).

2



1.09 PERSONS WITH DISABES It is the policy of the county to make its employment application
process, employee activities, working environment, employee benefits, employee

training, and employee advancement process accessible to disabled persons and will make reasonable
acommodation to a qualified individual with a disability who is an applicant or employee unless that
accommodation will place an undue hardship on county operations.

1.10 SMOKING Smoking iprohibited in any county owned buildings or vehicles. Desigthate
smoking areas will be identified outside, away from buildings and building entrances

1.11 CHANGES TO THESE POLICIES AND EMPLOYEE SUGGER&SSd@BISonnel policies may be

amended or revised, or new policies may be added, at any time, with or wtitiatice, upon the

FLILINB @Ff 2F GKS /2YYA&aaA2ySNDa / 2dzNI o LY FRRAGAZ
review of the policies contained in this manual as part of the budget process and submits any necessary

or recommended changestothe C¥Mh & A A 2 Y SND& / 2dzNI F2NJ | LILINR @ £ LINR
fiscal year.

Employees are encouraged to make constructive suggestions for improvements in these policies or in

work procedures or conditions. Any employee who wished to suggest a petgwiiny change should

submit his or her suggestion(s) in writing, to the appropriate department head or elected official who

gAff FT2NBINR GKS AYyTF2NXIGAZ2Y (2 GKS /2YYAaarzySND
for making the change. Enagylees are responsible for maintaining current knowledge and

understanding of all personnel policy changes and for requesting clarification or assistance when

needed.

1.12. WHISTLEBLOWER Ag&iy employee who has authority to take, direct others to take,

recommend or approve any personnel action, shall not, with respect to such authority, take or fail to
take, or threaten to take or fail to take, a personnel action with respect to any employee or applicant for
employment because of any disclosure of infation by an employee or applicant which the employee

or applicant reasonably believes evidences (A) a violation of any law, rule, regulation, or (B) gross
mismanagement an abuse of authority, or a substantial and specific danger to public health prisafet
such disclosure is not specifically prohibited by law.

3-22-10 3



2.00EMPLOYEE RESPONSIBILTIES

2.01 GENERALThe county is a public, tesupported organization. Its employees must adhere to high

standards of public service thamphasize professionalism, courtesy, and avoidance of even the

F LILISE NI yOS 2F AtfS3Irt 2N dzySGKAOIE O2yRdzOG G | ff
F2NJ I Fdzf RIFI&Qa LIl ez G2 OF NNE 2 dz$ibiligRFmantaisy Gt & (K
good moral conduct, and to do their part in maintaining good relationships with the public, their

supervisors, county officials, and their fellow employees.

2.02 PROFESSIONAL APPEARAEGKIoyees of the county are hired to provilvices to the
O2dzyieQa OAGAT Sya FyR (2 LISNF2NY &ALISOAFTAO (I &1 a
county, employees are encouraged to set and meet high standards, both in performing quality work,

and in presenting a professional persbimaage to the public. While the county does not have a formal
dress code, employees are expected to exercise regular hygiene care and to dress and groom
themselves in a neat and tasteful manner, which is appropriate to the particular job being performed.
Expensive clothes are not necessary, but a neat;gvettmed appearance and a courteous attitude are
ySOSaalrNE Ay ONBFGAY3I FYR YIFAYGFAYAy3 I LINRPFSaaaz

Q.
>

2.03 TIMELINESS AND ATTENDANEBployees are to leunctual in reporting for work, keeping
appointments, and meeting schedules for completion of work.

An employee who expects to be late for or absent from work must report the expected tardiness or
absence to his or her supervisor not later than one hafter the time the employee is scheduled to

begin work, as a general rule, unless emergency conditions exist. . A department head may require a
different reporting schedule if it would work better for that particular department. See also the Leave
Timechapter of these policies for matters involving planned absences.

Failure to report within the required period can be considered justification for disallowing paid sick leave
for an absence. Unless otherwise approved by the supervisor, employees actegkfmecall on each

day of absence. Where the nature of the absence necessitates an extended period of time off, longer
reporting intervals may be approved by the supervisor. Frequent tardiness or unexcused absence is not
permissible and is grounds fdisciplinary action up to and including termination of employment.

2.04 OUTSIDE ACTIVITIEBmployees may not engage in any outside employment, activity, or

enterprise determined by the elected or appointed department head (1) to be inconsistent or

N2 YLI GA0ES gAGK SYLX 28YSyid gAGK (GKS O2dzydeT 2NJ OH
adversely.

Any department head or elected official, at his or her discretion, may require that employees in that
department notify the department head or electedfoh OA I £ LINA2NJ (12 GKS SYLX 28 S
outside employment, including se¢dimployment.



If a county employee is injured on the job in the course of employmetside of his or her

SYLX 28YSyid 6AGK GKS O2dzyies GKS SyLiz2888 Yle y2i

county for benefits to the injury, regardless of the fact that a county department head may have
approved of the outside employment.

2.05 GIFTS AND GRATUITIEounty officer or employee may not accept any gift or free service that
might tend to influence his or her official actions or impair his or her independence of judgment in

LISNF2NXYIFyOS 2F RdziASa TASBNBES: Oa80plirdy SE62am2y T

2.06 CONFLICT OF INTEREST

1. County Elected Officials! YSY06SNJ 2F G(G(KS O02YYAdaairzySNna O2 dzN

officials will not participate in a vote or decision affecting a business or real estate in which the
member orofficial has a substantial interest. The details of this prohibition are set out in the

O2dzyieQa a/2yFtAOl 2F LyGSNBadé t2tA08 T2NJ aly

20KSNJ / 2dzyieé hTFFAOALIf &ade

2. County Employees An employee may not (1) sdtior accept or agree to accept a financial
benefit, other than from the county, that might reasonably tend to influence his or her
performance of duties for the county or that he or she knows or should know is offered with

intent to influenced the employ8 Q& LISNF 2 NX I yOST o6HO | OOSLII SYLX

might reasonably induce him or her to disclose confidential information acquired in the
performance of official duties; (3) accept outside employment or compensation that might
reasonably impaimdependence of judgment in performance of duties for the county; (4) make
any personal investment that might reasonably be expected to create a substantial conflict
0S06SSYy (KS SYLX28S5SQa LINAGIGS AyUiSNBoald I yR
agree to accept a financial benefit from another person in exchange for having performed duties
as a county employee in favor of that person.

(Legal reference: V.T.C.A., Local Government Code, Chapter 171.)

2.07 POLITICAL ACTIVITEmployees of #ncounty are encouraged to vote and to exercise other
prerogatives of citizenship consistent with sate and federal law and these policies.

An employee may not:

1. Use his or her official authority or influence to interfere with or affect the result of ectiein or
nomination for office.

2. Directly or indirectly coerce, attempt to coerce, command, or advise a local or state officer or
employee to pay, lend, or contribute anything of value to a party, committee, organization,
agency, or person for a potiil purpose.



All county employees, except elected officials, are prohibited from participating in any way in
any political activity while wearing a county uniform, regardless of whether the employee is on
duty or on his or her own time. In adidin, no countyowned property, vehicle, building, and/or
office may be used for displaying campaign materials or for conducting any partisan political
activity.

Any county employee who is subject to the provisions of the federal Hatch Act may not be a
candidate for elective office in a partisan election (a partisan election is an election in which
candidates are to be nominated or elected to represent a party whose candidates for
presidential electors receive votes in the last preceding election at wirietidential electors
were selected). County employees are subject to this additional Hatch Act restriction if their
principal employment is in connection with an activity, which is financed in whole or in part by
loans or grants made by the federal govarent.

'y SYLX 2eSSQa LR{AGAOIET | OGABGAGE 6KAOK A& y20 Ay
determining his or her compensation, eligibility for promotion or demotion, work assignment, leave or
travel requests, or in applying any other eloyment practices to the employee.

(Legal reference: U.S. Hatch Act of 1940, as amended)

2.08 CHAIN OF COMMANDNdividual county employees are responsible to the appropriate elected or
appointed department head or to a supervisor designated by theted official or department head.
Elected officials are responsible to county voters. Directions regarding work to be done, expected
results, the adequacy of work performance, and grievances, will follow the chain of command.

2.09 COMMUNICATIONS¥om time to time, an employee may be given directions from persons other

than his or her immediate supervisor or elected or appointed department head. In such cases, it is the

SYLX 28SSQa NBalLlRyaAoAftAde G2 V2 dshdposeKahdithe2 NJ KSNJ & dz
relevant facts of the situation. Failure to do so in a timely manner may result in disciplinary action.

Communication with the public about county issues or problems is the responsibility of the appropriate
department head or electedfficial. Employees are to refer the public to the appropriate elected or
appointed department head if a question is nooutine, controversial, or outside of the scope of the
SYLX 28SSQa y2NXIf RdziASao

2.10 TELEPHONE USEelephones are to be used fmunty business. It is understood that
occasionally personal calls are necessary; however, use of telephones for local personal calls is
permitted only if the number and length of calls are kept to a minimum.

2.11 PARKING PROCEDURE&king lots @ available at the courthouse and other county offices for

use by employees. However, employees should not park in a parking place assigned to someone else.
+SKAOf Sa LINJSR Ay @GAz2ftl0GA2Yy 2F GKAA LRfskodld oHAff
refrain from parking in locations designated for visitors or the public.

2.12 UNIFORM® ¢tKS {KSNATFQaz O2NNBOGA2Yy&aX FYR NBLFR Iy
employees to wear uniforms. Each employee is expected to keep his antfierms neat and clean.

6



2.13 PURCHASIN@urchases by county employees will be made only as authorized by elected officials

2N FLILRAYGSR O2dzydeé RSLINIYSyd KSFRa 2N GKS [/ 2YYA
with state purchasing lawas they apply to countiegLegal Reference: V.T.C.A., Local Government

Code, Chapter 262).

2.14 INDEBTEDNESS TO THE CQOUSIAe law prohibits issuing a paycheck to a county employee if
the employee is indebted to the county or to the stateegd Reference: V.T.C.S., Local Government
Code, Section 154.025. Applies only to counties with population of 190,000 or less.

3-22-10 7



3.00 HIRING PRACTICES

3.01 METHODS OF RECRUITMENT AND SELECH&Euntyhas four methods of recruiting and

selecting persons to fill vacancies: (1) promotion from within; (2) lateral transfer from within; (3) public
announcement and competitive consideration of applications for employment; or (4) selection from a

valid curren eligibility list of applicants. (A valid current eligibility list is a record of applications for the

same or a similar position for which recruitment was conducted within the preceding 180 days). The

elected official(s) or appointed department headielenines the method of selection to be used in

FAEEfAYy3 St OK @I OlFyoeo | 26 SHSNE (KS /2YYAaaAzySND
position before recruitment begins.

If two or more applicants have substantially equal qualifications amdi®@a current county employee,
the current employee may be given preference over the other applicant(s).

The county does not accept applications for employment unless a specific vacancy exists. Persons
wishing to apply for a job with the county whenesific vacancy does not exist are informed as to how
county job announcements are advertised and that they may return and file an application at any time
an advertised vacancy exists for which they consider themselves to be qualified.

3.02 POSITION ANNOINCEMENT SElected officials and department heads must send a notice of any
LRAAGAZ2Y 2LISYyAy3a F2N) 6KAOK GKSNB gAff 0SS O02YLISGA
LRAaGAYy3o ¢KS O2dzyié I dzZRAG2NNA n@thelgan&r&ipublict f y 20 A Fe&
simultaneously of vacancies by posting a notice in a central place in the county courthouse. Employees

are permitted to apply for positions for which they believe themselves to be qualified.

3.03 QUALIFICATIONS he county maintak a job (class) description, which establishes the required
knowledge, skills, and abilities for each staff position and the acceptable levels of experience and
training for each. The job description sets forth the minimum acceptable qualificationseddaifill

the position.

3.04SELECTIGIN 9EOSLII F2N) LRaAidAzya FAEESR o6& | @268 2-
or department head is responsible for selection of persons to fill each vacant position within the pay
limitssetbythe EYYA A& A2y SNRA& / 2 dzNIi @ hyOS I aStSOlAz2y Aa
KSIR gAff adowYAl (2 GKS O2dzyde FdzRAG2NNRE 2FFAOS
the requested classification, beginning salary, and the effedte of employment. A copy of the

FLILJX AOFyiQa NBadzyS FyR FLIWLX AOFGAZ2Y F2NJ SYLX 28YSyli
physical examination will be attached to the change in status form. The county auditor will submit the

change instatusfori 2 GKS / 2YYA&aaA2ySNRa / 2dzNI F2NJ | LILINR @I f
08 (KS O2dzyieésxs GKS YAydziSa gAtt O2yidlAy (GKS SYLX 2
gAft 0SS LXIFOSR Ay (GKS SYLX 288SQa LISNE2YYySt TAfSo

The responsible appdiimg authority (i.e., elected official) is permitted to select the specific individual
for each position in the department.



3.05 AGE REQUIREMENHersons under 16 years of age will not be employed in anrtmglregular

position. Personsnder 18 years of age will not be hired in any hazardous occupation. Any prospective
O2dzyie SYLI28SS dzyRSNI my &SIFNBE 2F | 3S Ydad KI @S ¢
FNRY KA& 2NJ KSNJ | gFdzZ LI NBY lpriex ekhafagkddyfok 'y Ay GKS
employment. (Legal reference: U.S. Fair Labor Standards Act of 1938, as amended)

Other age limitations will be applied only as required by state and federal law applicable to the county.
(Legal Reference: U.S. Age Discrinmmain Employment Act of 1967, as amended)

3.06 APPLICATION FOR EMPLOYMBMHen a specific vacancy exists, each person desiring

employment with the county may obtain an application for employment from the department in which

the vacancy exists, andd¢tcompleted application should be returned to that department. To be valid,

Fy FLILX AOFGAR2Y YdzaAalG oS YIRS 2y (KS O2dzyieqQa 2FFAO0
for a specific departmental position vacancy, the department must sepanat&EO statistical data

form from the application and file the EEO form by position applied for in a recruitment file. Each

employment application must be retained by the county for two years after receipt of the application.

(Legal Reference: 29 Codd-etleral Regulation1602).

It is the responsibility of the employing department to make appropriate checks to verify education,

experience, character, and required certificates and skills of an applicant prior to appointment. In the

case of applicants fgrositions with the county, which require driving a vehicle, the department head

Ydzaid OKSO1l UKS LINPALISOGAGS SYLX28SSQa RNAGAY3I NBO
the county.

3.07 EMPLOYMENT OF RELATIVES (NEPOTN8pbtism is thelwowing of favoritism toward a
relative. The practice of nepotism in hiring personnel or awarding contracts is forbidden by the county.

No person may be hired who is related within the second degree by affinity (marriage) or within the

third degreebycoa l y3dzAyA(lé o00f22R0 (2 lyeé YSYOSNI 2F GKS [/
official or department head for whom he or she works. (Prohibited degrees of relationship are defined

in the chart at the end of this chapter). No person may continue in goaimploymenthat is related in

one of the prohibited degrees unless the employee has been employed continuously by the county for a

period of:

1. Atleast 30 days, if the officer or member is appointed;

2. At least six months, if the officer or memli®elected at an election other than the general
election for state and county officers; dLegal reference: V.T.C.S. Article 5996h.)

3. At least one year, if the officer or member is elected at the general election for state and
county officers.(Legal reference: V.T.C.S. Article 5996a, as amended)

LY FTRRAGAZ2YS y2 LISNE2YYSt |0GA2Yy gAft o6S dGF1Sy K
employee who is related within the second degree of affinity or the third degree of consanguittity to
supervisory employee.



3.08 TESTINGEXxcept for drug and psychological tests for law enforcement officers and any other

testing that may be required by state law, the only performance tests administered for employment or
promotion will bespecifically joelNB £ | (1 S Rftie®@RDSOS 1SaGa o0SPIPr GELAY3IZ
operating a piece of equipment, lifting something heavy required in the job, tabulating columns of

numbers, writing samples, etc.).

3.09 PHYSICAL STANDARB&owlelge of physical conditions and existing health problems of
employees is necessary to avoid occupational injuries and to ensure that it will be possible to
differentiate any future jokrelated injuries from existing medical problems. For these reasore,soip

is required to complete a physical examination after a job offer has been made and prior to
employment, and will not be placed on the county payroll until he or she has completed the physical
exam. Back-rays are required for persons who will pemfo physical labor.

In addition to the physical examination required by the county for all prospective employees,
prospective employees for law enforcement officer positions must be tested by a licensed physician and
declared by the physician in writing $tiow no trace of drug dependency or illegal drug usage, and
examined by a licensed psychologist or psychiatrist and be declared in writing by the psychologist or
psychiatrist to be in satisfactory psychological and mental hedltbgal reference: V.TAC,

Government Code , Section 415.057).

wSljdZA NBR SEI YAyl GA2ya gAff 6S YIRS o6& || LKe@aAOAly
choice and will be paid for by the county.

3.10 VERIFICATION OF ELIGIBILITY TO We&RKler to comply with thémmigration Reform and
Control Act of 1986, each new employee will be required to complete and sign an INS3waithih

three days of his or her first day of employment to provide proof of his or her identity and employment
eligibility. (Legal referece: Federal Immigration Reform and Control Act of 1986, P.L. NunmséB%9

3.11 DRIVING RECORBvery county employee who is required to drive a vehicle or operate a piece of
SldA LIYSY i 6KAOK NBIljdzANBa | @I f ingredomBnd@dydes f A OSyas
NBIljdZANSBR (2 LI NIOAOALI GS Ay RSFSyargdS RNAGAy3I 02 dzN.
law, the department head is responsible for initiation by the county of a check of a prospective

SYLX 28SSQa Rittdo Bffeyhd theNapplicanNd@untyJemployment in a capacity which

requires operating a vehicle or piece of equipment.

3.12 DISQUALIFICATIOMN applicant is disqualified from employment by the county if he or she (1)
does not meet the minimum quaildations for performance of the duties of the position involved; (2)
knowingly has made a false statement on the application form; (3) has committed fraud during the
selection process; (4) is not legally permitted to hold the position; (5) has offerdateaned to offer

money, service, or any other thing of value to secure an advantage in the selection process; (6) does not
meet physical requirements as a result of the required physical examination; or (7) has not provided
proof of citizenship or legalevk status in the United States within the first three days of employment.
(Legal reference: Federal Immigration Reform and Control Act of 1986, as amended).
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3.13 PRIOR SERVICE WITH THE COUNERYployees entering service with the county vave had
previous service with the county may be considered for appointment above the customary entry salary
level. A break in continuous service with the county also forfeits vacation and sick leave benefits
accrued prior to the break.

3.14 PLACEMENTNDCOUNTY PAYROINew employees must fill out employment forms before or

during their first day of employment. The elected official(s) or appointed department head must

LINE GARS (KS ySOS&aalNE LI LISNB2N] (2 ydebein@gadedii @ | dzR
on the payroll.

3.15 TEMPORARY/EMERGENCY EMPLOBeESRe a department head or elected official may hire a
GSYLR2NI NE 2NJ SYSNEHSyOe SyYLX 28S8Ssz (KS RSLINIYSyYyGQa
GKS [/ 2YYAAaaAdFSNCBy i/ 2dENILS YLZ2NI NBE 2NJ SYSNBESy Oe Syl
Ydzai 0SS adzZF¥FAOASYylG FdzyRa I @FAflofS Ay GKFEG fAYyS A
specified temporary period of employment.

LF G4KS RSLI NI YSydQa lineitzR BrSdmporagy Sriemefgerity e®plofde lsalasies, |
G§KS RSLINIYSyld KSFR Ydzad FANBRG 20GFAY FdziK2NATFGA
hiring any temporary or emergency employee(s).

Under no circumstances will the county issue agbegk to a temporary or emergency employee if all of
these conditions are not met.

3.16 ORIENTATION AND TRAINONG ¢ KS O2dzy (& | dZRAG2NRa 2FFAOS LINE
employees about employment with the county. During this orientat@mployees are shown the

Personnel Policies Manyand are required to read it within two weeks, are informed of its continued

availability to them and the reference locations, and are given information about county benefits

programs.

Immediately followiry the Policy Manual Orientation, all new hires andhires will be directed to the
Risk Management Office for Health and Safety Orientation. This training will include health and safety
concerns and how to look for, avoid, and report hazards encountenetthe job.

Before an individual begins performing his or her actual duties, he or she normally will be given a brief
orientation conducted by the elected official or department head for whom he or she will be working or
08 OKI G LISNA?2Y enativR SThelparpbsenSHe sestHh i énable a new employee to
understand his or her job better and its relationship to the overall operation of county government.

Training an employee is the responsibility of the elected official or department foeachom he or she
works. Whenever possible, employees receivedlmijob training under close supervision.

11
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*Spouses of relatives within the first or second degree of consanguinity (i.e., son-in-law, mother-
in-law, brother-in-law, sister-in-law, etc.) are also included in the prohibition.

Annex 31
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4.00 TYPES OF EMPLOYMENT

4.01 CATEGORIES OF EMPLOYMHN@re are four categories ofngloyment with the County.

Regqular Full TimeA regular fulitime employee is appointed to an authorized position that involves, on
the average, at least 40 work hours per week and that is expected to last at least six months. Regular
full-time employess may be either hourly or salaried.

Reqgular PafTime A regular partime employee is appointed to an authorized position that involves,
on the average, 30 but fewer than 40 work hours per week and that is expected to last at least six
months. Partime employees are paid on an hourly basis.

Temporary Fullime. A temporary fultime employee is an employee hired to work an average of at
least 30 hours per week for a period expected to last less than six months. Temporanyeull
employees may beither hourly or salaried.

Temporary Parlfime. A temporary pattime employee is an employee hired to work an average of 30
hours per week for a period expected to last less than six months:tiR@employees are paid on an
hourly basis.

SeeBenefis chapter of these policies for details of benefits available to each category of employees.
4.02 INTRODUCTORY PERI@D new regular employees serve ady introductory period.

In the event that employment is terminated or the employee resignsnduthe introductory period, he
or she will not be paid for any accumulated leave.

4.03 ASSIGNED STAFFtaff who are assigned to the county but are paid directly by another

government or private organization are not employees of the county. Thesetn®@ S Q& o6Sy STA( &
specified in the contract for services. As a condition of their assignments, such staff are governed by all
terms of these policies not in conflict with their contract for services.

3-22-10 12



5.00 EMPLOYEE COMPENSATION AND ADVANCEMENT

5.01 PAY.Pay for county elected and appointed officials and employees who are paid wholly from
O2dzyé FdzyRa Aa aSi SI OK & S dopidd@auntylogesating BUNg¥tA 8 & A 2 Y S N
wdzf Sa F2FSNYAy3I alftFINE FTRYAYAAOANrGA2y FyR LI & AyO
Court. (Legal reference: V.T.Clacal Government Code, Chapter 152).

5.02 SALARY GRIEVANCES@pointed employees of #hcounty have access to the chapter of these
policies entitleGrievancedor matters related to compensation.

The remainder of this secticapplies only to elected officialsAn elected county or precinct officer who

is aggrieved by the setting of hiskrSNJ & f | NBEZ SELISyasSas 2N 20KSNJ |2
Court may request a hearing before the Salary Grievance Committee. The Salary Grievance Committee

is composed of:

The County Judge, who will be chairman of the Committee but who will nehtided to vote; and

1. The Sheriff, County Tax AssesSatlector, County Treasurer, County Clerk, District Clerk,
County Attorney or Criminal District Attorney, and the number of public members necessary to
provide nine voting members; or

2. Ninepubld YSYOSNBI AF KS /2YYAaaAizySNRa / 2daNI @20 S
year to have nine pubic members.

Any request for a hearing must be in writing, must be submitted within five days after the date the
officer receives notice of salary or peral expenses and must state the manner in which he or she is
aggrieved, including the desired change in salary or personal expenses. A formal request must be
delivered to the Chairman, the County Judge who will announce the time and place of the hearing,
which will be within ten days after the date the request is received.

If, after the hearing, the Committee by a vote of six to eight of its voting members decides to

recommend a change in the salary or personal expenses of the person requesting timeg hieavill

LINSLI NS A& NBO2YYSYRFEGAZ2Y Ay 6NAROGAY3I YR RSt ADSN.
the recommendation at its next meeting.

If nine members vote to recommend the increase and sign the recommendation, the committee will

deliveNJ AGd NBO2YYSYRIGA2Y (2 GKS /2YYAaaAirzySNDa [/ 2 dzN
increase in the budget before the budget is filed, and the increase will take effect in the next budget

year.

(Legal reference: V.T.C.A. Local Government Chdpte€ 152, subchapter B).

5.03 PAYDAYSThere are 26 pay periods each fiscal year. Checks are issued every two weeks on Friday
for each 14day pay period ending at twelve midnight or at the end of the shift on the Saturday
preceding the pay date. tifie payday falls on a holiday, checks will be issued on the last working day
preceding the holidayCounty checks will be voided after 180 days.

13



5.04 CHECK DELIVERPaychecks will not be issued other than on the days set out above.

The county auditor is responsible for the proper distribution of paychecks. Checks may be released only
to the individual responsible for their proper distribution within a department.

No Salary advances or loans against future salary will be made to any employee for any (eagah.
reference: Texas Constitution, Article Ill, Sections 51, 52, and 53).

An employee must bring any discrepancy in a paycheck (such as overpaymentaynaenp or
incorrect payroll deductions) to the attention of the county auditor.

5.05 PAYROLL DEDUCTIONS/& RSRdzOGA2ya Ydzad oS |
/ 2 dzNJi & 5SRdzOGA2ya ¢6Aftf 6S YIRS FNRBRY S|

U Federal social security;
U Federal income taxes;
U Courtordered child support;

U Texas County and District Retirement System contributions (for regukiniellemployees and
eligible elected and appointed department heads); and

U Any other deductions requickby law.

Ly I OO02NRIYyOS 6AGK LRftAOASA YR 3IASYSNIft LINRPOSRIz2NB
FNRY |y SY LJtzeSéQ LI & YlIe 6S ldziK2NAT SR o0& (G(KS S
U The portion not paid by the county of group health/medical or dental premiumghtor
employee or dependants;
U Supplemental deferred compensation; and
U {dZOK 20KSNJ RSRdzO0lAz2ya |a YlLe 06S Fdzik2NAT SR oe@
L¥ GKSNB Aa | OKIFIy3aS Ay GKS SyLX28SSQa ¥FlLYAafte adl

withholding or benefits status, the employee is responsible for obtaining, completing, and returning to
the county auditor, the appropriate forms for communicating these changes.

5.06 PERFORMANGEASED INCREASESY | y& @SINJ AYy ¢KAQRetsashd® / 2YYAaa
funds for performance® A SR Ay ONBI 4S5S4 GK24aS AyONBlFrasSasz o6l asSR
current salary, may be granted for exceptionally good and consistent performance in the same position.
Performancebased increases are not usedrgxognize increased duties and responsibilities (a

promotion) and are granted without regard to cesftliving factors or longevity.
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Such increases recognize outstanding performancetlamsi are granted only in conjunction with the
adzLISNIDA a2NDRa NBO2YYSYRIGAZ2Y YR | LISNF2NXYI YOS Sgt

A performancebased increase is an advancement to a higher step in the same pay group and normally
should not exceed two steps. A femmanced 8 SR AYONBIF aS OFyy2i AyONBI as
beyond the maximum of the pay group for the position.

5.07 ACROSTHEBOARD PAY INCREASB&ing budget deliberations for the forthcoming year, the

/| 2YYA&adaA2y SNDa / 2 dzNsihe-bokrd pay idziedse N abrabe-oard od da &

of-living pay increase is approved, the increase will be in the form of a percentage rather than a flat

dollar amount. When this is done, each salary amount on the pay schedule and each individual

SyLif 2es88SQa arftFrNE NS R2dz2aGSR o0& GKS FdzZiK2NAT SR
salary has been frozen as a result of a determination that the employee is being paid beyond the

maximum salary established for the position.

5.08 CLASSIEATION PLANThe county maintains a classification plan, which assigns each class of
position to a pay group based on the principle of equity among positions requiring similar knowledge,
skill, and abilities and having similar levels of responsibility.

5.09 PAY PLANPay ranges for each group are established by a pay plan, which is approved by the
I 2YYA&AaA2YSNDRDa [/ 2dz2NI @

5.10 PAY GROUP AND STER@thin the general guidelines of the pay plan and the budget, the

I 2YYA&daA2ySNDa [ detdribie the appropdiaiepaygdolp & Rvhidh Bach position is

allocated and the pay to which the particular employee is assigned. An employee who is designated
SESYLXi FNRY (KS LIe& LXly Aada LIFAR S6AGKAY YI EAYdzya
Court.

5.11 CLASSIFICATION AND PAY ADMINISTRAAIGEN employee normally is hired in Step 1 of the
pay group to which the position is assigned. A new employee may not be hired above Step 1 without
ALISOATAO gNRGOSY | LILINP@l £ FNRBY (KS /2YYA&aaAiAzySNRa

5.12 PROMOTIONSA promotion is a change in the duty assignment of an employee, which results in
advancement to a higher position requiring higher qualifications and involving greater responsibility. A
promoted employee will always receive a pagrease of at least the amount of difference from one pay
group to the next (five percent).

Promotions are approved by the elected or appointed department head within the staffing pattern and
budget limits authorized and approved for that departmentByS / 2 YYA &da A 2y SNR& / 2 dzNJIi

Upon promotion, an employee serves an introductory period of 90 days in the new position and may be
returned to a lower position at any time during the introductory period if performance is inadequate.

15



5.13 LATERATRANSFERSA lateral transfer is the movement of an employee between positions in the

same pay group within the county. Lateral transfers may be made within the same department or

between departments and are subject to a-88y introductory period. ltaral transfers may be

requested by the employee or the elected official or department head to whose department the

SYLX 28SS gAff 06S GNIYAFSNNBRI FYyR YdzAad o6S F LILINRGS
not receive a pay reduction when makinga G SNI} f G NI} yaFSNI LINPPARSR GKIF G
Ad SAGKAY GKS NIFy3IS FLIINRPGPSR o0& GKS /2YYAaairzySND
makes a lateral transfer will retain the same effective employment date and all accruedoveaadt

sick leave.

5.14 DEMOTIONSA demotion is a change in duty assignment of an employee to a lower paid position.
Demotions may be made for the purpose of voluntary assumption of a less responsible position; as a

result of reclassification of th8 Y LI 28 SSQ& LR A&AAGA2Y T 2NJ I & | RA&OALI A
unsatisfactory performance in a higher position. Disciplinary demotions always involve a decrease in

pay.

5.15 PAY REDUCTION FOR DISCIPLINARY REASONS Y LJ 28 SS5SQa LJ éeptable2 NJ O2 y i
performance, in the same position, may be reduced, as a disciplinary measure, to a lower rate. The

period covered by this type of disciplinary action may not exceed 60 days. See the chapter of these

policies orDisciplinefor information about sspension with or without pay for disciplinary reasons.

5.16 APPROVING AUTHORITYKS / 2YYAadaA2ySNRAa /2dz2NIi A& GKS | LILN
payroll transfers granted under the terms of (1) these policies, (2) the classification andpayaid

(3) the annual budget. The appropriate elected and appointed department head approves

performancebased pay increases provided that funds have been specifically set aside for that purpose

08 UKS / 2YYA&dahz2y S NDiased igcozhel ghanted by depattiiticad$Xrilisyb® S
consistent with (1) these policies, (2) the classification and pay plans, and (3) the annual budget; and the
RSLI NLYSYyld KSFER Ydzald y204AFe GKS /2YYA&daArAzySNRa / 2
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6.00 WORK SCHEDULE AND TIME REPORTING

6.01 WORKWEEK AND WORK HOURt®. official work period for most county employees is a seven
day period beginning Sunday and ending Saturday. Normal wdrking are Monday through Friday,
8:00 a.m. to 5:00 p.m. with one hour for lunch, for a total of 40 hours per workweek. Morning and
afternoon breaks of 15 minutes each may be authorized by the responsible elected official, but, if
authorized, this time dog not accumulate if not taken.

{ KSNATFQE 5SLI NILGYSYd 27FFAOSNE Zho shiftsfinSoNl®r B prowyl® R A & LI
services 24 hours each day.

Elected officials and department heads may, within limits of state and federal law, ad@kstments to

1KSaS aOKSRdzZ Sao ¢tKS /2YYAadaArA2ySNRa / 2dz2NI Sy 02 dzN.
to serve the public better. Some employees may have to have their lunch hours staggered in order that

the county can provide this service.

Employees are expected to report punctually for duty at the beginning of each assigned workday and to
work the full work period established.

(Legal reference: U.S. FLSA of 1938, as ame@deda v. S.A.M.T.AJ,S. Supreme Court, 1985; U.S.
Equal Pay ét of 1963.)

6.02 NUMBER OF HOURSWORKEB.S / 2YYA aaA2ySNRa /2dz2NII RSGSNX¥YAYS
worked by an employee for the compensation to be received subject to laws governing pay and working
K2dzNB YR (2 (GKS LINRPOGAaA2ya 2F (GKS O2dzyieQa o6dzR3S

6.03 OVERTIME WORKEThe policy of the county is to allow overtime only in cases of emergencies.
Employees may be required in emergencies to provide services in addition to normal hours or on
weekends or holidays. Overtime is defined as hours workeadass of the allowable number of hours
under the Fair Labor Standards Act (FLSA) (40 hours per-dayevorkweek for noslaw enforcement
employees; 171 hours per 28y work period for certified law enforcement officers and certified jailers.

For nonlaw enforcement employees, overtime begins to accrue with th&kdur worked during the
sevenday workweek, For law enforcement employees, overtime begins to accrue with tAehbre
worked during the 28lay work period.

All overtime services by emplegs covered under FLSA must be authorized in advance by the
SYLX 28S8SSQa adzZLISNIBBA&A2NI FyR FLIWINRYPSR o6& (GKS St SOGSR
(Legal reference: U.S. FLSA of 1938, as amended)

6.04 EXEMPTIONS FROM FLSA (OVERTIME COMPENSB&paimentheads and other executive,
administrative, and professional employees are exempt from the overtime provision of the Fair Labor
Standards Act (FLSA) and are expected to render necessary and reasonable overtime services with no
additional compensation. Tlealaries of these positions are established with this assumption in mind.
Some additional county positions are exempt from FLSA because of the close relationship of the position
and the elected official for whom the employee worKtegal eference: U.S-LSA of 1938, as amended)
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Q9EGNI K2dzNBE 62NJ SR o0& SESOdziAGST RYAYA&AUNT GA@BSS
members may be used as a factor in granting or denying paid leave other than vacation or sick leave.
Employees engaged recreational, seasonal activities which do not operate for more than seven

months in any calendar year and meet the other statutory prerequisites are exempted from the

minimum wage and overtime provisions of the Fair Labor Standards Act as recreagasalnal

employees. Each county job description designates whether persons hired in that classification are

exempt from or covered by (nonexempt) the overtime provisions of FLSA.

6.05 OVERTIME COMPENSATI@Naccordance with county policy that existaedor to April 15, 1985,
when emergency circumstances necessitate overtime work;eampt employees are compensated
F2NJ GKS 20SNIAYS 62Nl SR 6@ 0SAy3a IAGBSYy ofAaitaSR Ay

1. Equal time off within the same work ped (usually one week; 28 days for law
enforcement officers and jailers.

2. Compensatory time off at one and ofalf times the number of hours worked up to a
maximum number of hours which may be accrued (120 hours for law enforcement
employees, represging 80 hours of overtime worked, and 60 hours for others,
representing 40 hours of overtime worked); or

3. Payment atthe rate of oneandosiel £ ¥ G AYSa G(KS SYLX 28S5S5Qa NB
ALISOATFTAOIftE |dziK2NRT SR 0 &dapiie8 bti2 T G KS / 2 Y
department head. This is normally only for emergency situations.

6.06 COMPENSATORY TIMEhy compensatory time earned must be used within 120 days of the date

the overtime was worked. As a general rule, no more than 60 hours of@uwsafory time

(representing 40 overtime hours worked) will be allowed to accumulate without the express written
O2yaSyid 2F (GKS /2YYA&daA2ySNRa /2d2NUT yR ye 0O2YLJ
120 days of the date it was earned. In angm®t, the maximum compensatory time accrual allowed

under FLSA for employees whose work involves law enforcement is 480 hours (320 hours of overtime

worked); for all other employees, the maximum is 240 hours (160 overtime holuesyal reference:

U.S. Bir Labor Standards Act of 1938, as amended).

6.07 HOLIDAYS WORKEDK S O2dzyieéQ&a ol aA0 LRfAOe A& GKFG SFOK
number of paid holidays per year, as set forth in these policies. In most instances, if a regular employee

is required to work on a scheduled holiday, he or she will be given an alternate day off, preferably within

GKS alryYS 62N]16SS]1T 2NJ 62N)] LISNA2RO® 0{SS a2 2N] RdzN
of this policy.

An employee subject to the evtime provisions of FLSA who is required to work a futhdlr week
during a week in which he or she takes a paid holiday will receive sttaghpay for the hours

worked, since a paid holiday is not considered as time worked for the purposes ofilgteg when an
employee has reached his or her maximum allowable hours (40 pr week fdawognforcement
personnel; 171 hours per 28y work period for certified law enforcement officers and certified jailers)
without being subject to overtime payLegal reference: U.S. FLSA of 1938, as amended).
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6.08 LEAVE OR HOLIDAYS TAKEN AND OVERfTaMi#ttime employee who is subject to the

overtime provisions of FLSA is required to work extra hours during a workweek in which he or she has
used &k leave, vacation leave, or any other type of released time (including holiday time off), the
employee will be given either hodior-K 2 dzNJ GAYS 2FF 2NJ LI & F2NJ G6KS S
regular straighttime rate of pay. However, if the extra h@avorked are more than the number of

leave time hours taken, the employee will be compensated (with compensatory time off, or in
emergencies, with pay) at one and chelf times the regular rate of pay for the number of extra hours
worked which were not d§et by the leave time hours taken. (Seelidayschapter of these policies for
0SYySFAGA ff2eO02061 4 yRBLINRIY By (1a o KbEkflay) K2t ARF& 7T

~ 7

U NJ

6.09 TIME REPORTING&mployees will keep records of all hours worked and relédisne taken, and,
where appropriate, hours credited to particular projects. Forms for this purpose are provided by the
O2dzyié IdzZRAG2NRA 2FFAOSO®

Employees are responsible for recording and calculating their time on the time sheet. In order to
comply wth payroll procedures, employees will record the actual time they arrive to work, leave and
return from lunch, and leave at the end of the day.(If you arrive at 8:07am, record 8:07 on the time
sheet.) Time worked is entered into the payroll system in Isutei increments.

¢AYS aKSSta akKrftf 0S adooYAOGGSR G2 GKS ! dzZRAG2NDRE 2

the end of the pay period.

Time records must be signed by the employee and the appropriate elected official or department head.

thada NBO2YYSYRSR GKIFIG (GKS&asS F2Nyxya o06S FA{ESR 2dzi | Fi
and comprehensive record of actual time spent on particular projects.

¢tAYS aKSSGa NB O2y&aARSNBR G2FFAOALI f ddgpadn®eNy YSY i R
head to attest to the accuracy of the recorded information, under penalty of perjury.

Each elected official or department head is responsible for ensuring that all hours worked and leave

time taken are reported on the time sheets sent to twunty auditor for payroll purposes as well as
0SAYy3 NBO2NRSR 2y (GUKS AYRAGARdIzZ-f RSLINIYSyidiQa NBO
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7.00 BENEFITS

7.01 MEDICAL AND LIFE INSURANREgular fitime employees (at least 40 hours per week) are
provided general medical, hospitalization, and life insurance. Medical insurance coverage is available
after the first 60 days of employment.

Employees may obtain coverage under the group plan for famegiybers at their own expense.

Medical and Life Insurance will be provided to altHinfle eligible employees until all time is utilized,
including sick leave pool.

7.02 SECTION 125/CAFETERIABLAN ¢ KS O2dzyié 2FFSNE Isogtiéht FSGSNA I
This plan provides payroll deduction for optional cancer insurance and accident insurance premiums.

7.03 DEFERRED COMPENSATION.PNAfibnal Retirement Solutions is the plan administrator.

7.04 RETIREMENTThe county is a member of thexBs County and District Retirement System.

Regular fulkime employees are eligible for this benefit immediately upon employment. The county
YFHGOKSa GKS SYLX 2eSSQa O2yiNROdziA2y ® ly SYLX2eSS
age 60, ad may draw full benefit after such time.

7.05 SOCIAL SECURIT™ employees of the county are covered by social security. The county
contributes to the social security system on behalf of each employee.

7062 hwY9w{ Q / hatAddérplbyedstilKS O2dzyi& I NS O20SNBR o0& (K
compensation insurance program and the county pays the premium. This coverage provides medical

and salary continuation payments to employees who receive bona fidbesjob, work related injuries.

Detailed informak 2y | 602 dzi 62NJ SNBEQ O2YLISyalidAzy oSySTAda A
the main headindrisk Management (Legal reference: Article 83@309, esp. 8308 et seq. V.T.C.S.)

7.07 UNEMPLOYMENT INSURANGBEemployees of the county are covdrender the Texas
Unemployment Compensation Insurance program, and the county pays for this benefit. This program
provides payments for unemployed workers in certain circumstar(tegial reference: Article 5221b,
V.T.C.S)).

7.08 LEAVE TIMERegulardll-time county employees are eligible for holidays, vacation leave, sick
leave, and other types of release time under certain circumstances. Detailed information about leave
and other types of release time is found in the sections of this manual unden#in headingkeave

Time and Holidays.

7.09 LONGEVITY BENEFIT POLICY

Longevity benefits begin accruing on the first day oftfale employment with Bee County and paid
annually during the month of December. After 12 months of employment, beneifltbevpaid at the
rate of $5.00 for each month of continuous service up to a maximum of twirgyyears through
September 30 of the current budget year.
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The total months worked is counted from the first date of employment through SepteBieof the
current budget year, and longevity checks are issued in December of the budget year.

If employment is terminated with Bee County prior to Septembét 80the current budget year,
longevity benefits will be forfeited. If the employee islgtihployed on or through September'30
longevity benefits will be paid for the years and months worked.

There must be continuous fttiime employment with no break in employment. A break in employment
is defined as the severance of the emplogenployee relationship and becomes effective immediately
on the first day of absence without pay following termination.

If you take an approved leave of absence, you will not receive longevity benefits for the months you are
on leave. The leave does not affeotly continuous service requirement; you just do not get payments
for months you are away from work.

Elected Officials are exempt from the longevity benefit, and will not receive longevity pay.

Employees will receive longevity at the rate of $5.00 per thdor each month of service counted

through September 30 which is the last day of the budget year. For Example, after 12 months, the
employee would receive $60.00. After 37 months the employee would receive $185.00. The maximum
longevity benefit iswenty-five years or $1500.00.

Bee Community Action Agency longevity benefits are contingent upon each grant contract and if funds
are provided by the grant for longevity benefits.

This policy shall be reviewed each year during the budget process, rgel/ity pay for each fiscal year
shall be contingent upon available funding.

¢CKS /2YYAaaA2ySNRaE O2dzNIi YI @& 3INIyld t2y3Sgadte oSyS
Percent according to fiscal year funding.

I 2YYA&AaA2YySNDa /skidatdh of LondelNtR&StdRbe dokeSon Réfirst Friday in
December of every year. The court approved this on October 8, 2001.
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8.00 LEAVE TIME
8.01 DEFINITIONS

Leave Time Leave time is time during normal workingurs in which an employee does not

engage in the performance of job duties. Leave time may be either paid or unpaid.

Holidaysb | 2f ARF2a&a IINB RF&a RSaAA3IYyIGSR o0& GKS /2Y
closed on what otherwise would be regulausiness days.

Unauthorized Absene. An unauthorized absence is one in which the employee is absent from

regular duty without permission of the supervisor or appropriate elected official or department

head. Employees are not paid for unauthorized abssn

8.02 APPROVALOFLEAVE. f f SI @S (I 1Sy o0& O2dzydeée SYLX2eSSa Yc
supervisor and the appropriate elected official or department head. Copies of signed leave forms are

asSyid G2 GKS O2dz/ieé | nfekenttaNdade reofd3. ACOUBty paprdlteddiBiOs2eNR A y 3
verified against these leave records. Elected officials and department heads are responsible for

determining that the leave has been accrued and is available for use in the amounts requested by an
employee. In addition, they are responsible for ensuring that all vacation and sick leave usage is

recorded on the time sheet sent to the county auditor for payroll purposes.

8.03 VACATION LEAVERII regular fultime county employees (at least 40 hoyosr week) are eligible
to accrue paid vacation leave. County employees are encouraged to take regular vacations at least
annually.

Regular fullime employees earn vacation leave at a rate of 80 hours (10 days) per year. Each
SYLX 28SSQa ItedwWitd 667 hours dach@edhR
County employees will accrue vacation leave at the following rates:
Maximum carryover
1-5 years of serviceill receive 80 hours per year. 120 hours (15 days)

6-14 years of service will receive 120 hours per year. 120 hours (15 days)
15 or more years of service will reeeil60 hours per year. 120 hours (15lays)

Employees with b years of service will receive 6.67 hours per month.
Employees with 44 years of service will receive 10.00 hours per month.
Employees with 15 or more years of service will receive 13.34 hours per month.

New county employees araeligible for vacation leave benefits during their first six months of
employment. After completion of the first six months, employees are eligible to take 40 hours (five
days) of vacation leave. After completion of one year, employees are eligiblket@teadditional 40
hours (five days) of vacation earned during their second six months of employment.
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Accumulation of vacation LeaveEmployees are encouraged to use their accrued vacation leave each
year. Pay in lieu of vacation is not petted. The maximum balance allowed at any time is 160 hours

6Hn Rl &a00® hyOS 'y SYLXt2eSSQa @I OFidAzy €SI @S
vacation leave will accrue until the employee has used vacation leave to bring the balance below 160
hours.

O
O«

Carryover of vacation leaveEmployees may not carryover more than 120 hours (15 days) of vacation

leave from one calendar year to the next calendar year. Any hours over 120 will be dropped from the

system the week following the last pay periofithe previous calendar year.

(Example: Pay period December 23, 2007 to January 5, 2008. Vacation hours above 120 will be dropped

on Monday, January 14. That gives the employee 6 workdays to use the excess over 120 hours.) Itis the
individual employ® Q& NB alLRyairoAtAdGe (2 AyadaNBE (KIG G§GKS OF NI
hours.

Payment for Unused Vacation Leave Upon Termination of Employmémhen an employee leaves

the service of the county, he or she will be paid for his or her acdoued

unused vacation leave balance up to a maximum of 160 hours (20 days). The rate of pay will be
determined by the salary rate in effect at the time of termination of employment. Any employee who
leaves county employment for any reason during the first year of employment will not be paid for
vacation leave.

Scheduling Vacation LeaveElected officials and department heads should encourage their employees

to schedule vacations and request leave weldvance, and vacation schedules must accommodate

GKS O2dzyieQa ¢2N)] &OKSRdzZ So t NEGARSR RSLI NLGYSyYydl
allowed to select their desired vacation periods. | there is a conflict in vacation schedules involving two

2NJ Y2NB SYLX 2e8S8Sasx SyLX2esSSa IINBX INIYGISR KSANI LIN
requests are received at approximately the same time and cover the same requested vacation period,

the employees will be granted their preference itaance with their seniority. If the desired leave
A0KSRdzf S&a O2yFftAO0G 6AGK O2dzyié NBIJAdANBYSyGaz GKS

An employee may take earned vacation leave in one hour increments.

Department heads must maintairagation leave records for their employees and must report such
f SIS G2 GKS O2dzyide IdzZRAG2NRA 2FFAOSO

8.04 COMPENSATORY LEA®EEe the section of this manual under the main heading Work Schedule
FYR ¢AYS wWSLRNIAY3IZ ALISORYAROWEL&EAGKEZAFTONARAY T2 W&
compensatory time and using compensatory leave credits.

8.05 SICK LEAVEANn employee with accrued sick leave may use it if he employee is absent from work
due to:

1. Personal iliness or physical or mental inczipa

2. Medical, dental, or optical examinations or treatments;
3. Medical quarantine resulting from exposure to a contagious disease; or
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dependent on the mployee for care.

Accrual of sick leave Sick leave accrues at the rate of eight hours per month while an employee is
employed by the county on a fitiime basis, (at least 40 hours per week).

Regular fultime employees are entitled to paid sick lesafter the completion of one full month of
employment and will be credited at that time. Thereafter, sick leave accrues on the first day of the next
month.

Use of Sick LeaveAccrued sick leave can be used by an employee only after completion of the

emLt 285SQa FANRG Y2ydK 2F SYLX 2eyYSyido L¥ Fy SYLX 2
during the first month of employment, the missed number of hours pay will be subtracted from the

SYLX 28S8S5SQa NB3IdzZ | NI LI & o0 Sardayde taken InmindtE iScteinents.d A & & dzS

Notification requirements Approval of sick leave for n@mergency medical, dental, or optical
appointments must be secured at least one day in advance. In all other instances of use of sick leave,
the employee mast notify his or her supervisor or the appropriated elected official or

department head within one hour following the time the employee is scheduled to report to duty

on the first day of absences, l&ss emergency conditions exist, and must request that approval of sick
leave be granted. Some departments may require earlier advance notification. The employee also must
call the supervisor each subsequent day he or she will be out on sick leaveathkrsarrangements

are made.

Employees must complete a sick leave application prior teerarrgency appointments or within two
days upon return to work in other instances, as applicable. Departments must promptly forward
completed sick leave applicayiod (2 (GKS O2dzyieé | dzZRAG2NNE 2FFAOSO®

CIrAfdzNB (2 LINPOBARS (GKS NBIljdzA NSR y2 (A OMhox-pay NI a&dzZ
status and could result in disciplinary action against the employee. Employees are expected to return to
work as sooras their reasons for leaving have been accomplished.

Medical Statement When an employee is absent due to iliness for three or more work days, they will
be required to furnish written verification by a physician of medical disability precluding ditgifab
Rdzieé FyR FddGFOK AG 6AGK GKSANI GAYSAaKSSG G2 GKS ! dz

Accumulation of sick leaveSick leave not used by employees during the year in which it accrues
accumulates and is available for use in succeeding years up to a maximum allae@bteulation of

480 hours (60 days). Annually, on the last day of the calendar year, any sick leave balance in excess of
the maximum is reduced to the maximum without compensation to the employee.

Exhaustion of Sick Leavé\n employee who has exhaustedrned sick leave benefits may request to
use accumulated vacation time or other paid leave or may request leave of absence without pay. No
advance of unearned sick leave benefits will be made for any reason.
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lliness while on vacation leaveWhen an illness or physical incapacity occurs during the time an
employee is on vacation leave, accrued sick leave may be granted to cover the period of illness or
incapacity and the charge against vacation leave reduced accordingly. Application feulssitfution
must be supported by a medical certificate or other acceptable evidence.

CancellationJpon Termination of Eaployment. Unused sick leave is canceled upon termination of
employment, without compensation to the employee.

8.06 MILITARY LEAVRegular employees who are members of the State Military Forces or members
of any of the Reserve Components of the Armed Forces of the United States are entitled to leave of
absence from their duties, without loss of time or efficiency rating, vacatioa,tonsalary on all days
which they are engaged in authorized training or duty ordered by proper authority, not to exceed 15
days in any one calendar year. Employees will continue to receive pay from the county. Requests for
approval of military leave nat have copies of the relevant military orders attached. Military leave in
excess of 15 days will be charged to vacation leave or leave without pay. Regular employees who are
ordered to extended active duty with the state or federal military forces aéled to all of the
reemployment rights and benefits provided by law upon their honorable release from active duty.

(Legal reference: V.T.C.S., Government Code, Section 431.0D53.\Afiticle 6252a; 38, U.S. Code
Annotated, Chapter 43).

8.07 CITIZENSHIP LEAHMployees are granted civil leave with pay for jury duty, for serving as a
subpoenaed witness in an official proceeding, and for the purpose of voting.

Employees mustatify the appropriate supervisor prior to taking civil leave. When an employee has
completed civil leave, he or she must report to the county for duty the remainder of the workday. If the
employee will be absent from work for more than one workday oil lgave, he or she must notify the
appropriate supervisor daily at the beginning of the workday.

8.08 FAMILY AND MEDICAL LEAVE

Eligible EmployeesTo be eligible for family leave, an employee must have been employed continuously
by the county for ateast the previous 12 months and have worked at least 1,250 hours during those 12
months in a regular position. This policy applies equally to male and female employees. However, if
both spouses are employed by the county, and the reason for the leawede for a newly arrived

child or a sick parent, 12 weeks is the aggregate family leave limit for both. Temporary employees are
not eligible for family leave.

Calculation of 12Month Period The 12month period for eligibility for leave is calculdten an
individual employee basis in a uniform manner for all employees. Timeoh?h period is measured
F2NBINR FNRY GKS RIFIGS lye SyYLif28S5SSQa FTANRG CFYAfe@

Eligible CircumstancesAn eligible employee is entitleo 12 unpaid workweeks of leave during any 12
month period for three reasons: (1) birth or placement for adoption or foster care of a child (only within
12 months of the birth or placement); or (2) a serious health condition of a spouse, child, of; aren
o0 UGUKS SYLX 2e8SSQa 24y aSNA2dza KSIfGK O2yRAGAZ2Y ®
inpatient care or continuing treatment by a health care provider.
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Servicemember Family Leave:

Definitions:

' OGAQPS 5dzie XOSCcREBIEENNSHY®IRdzGE dzy RSNI I OFff 2NJ 2
law referred to in Section 101(a)(13)(B) of title 10, United States Code.

/| 2yGAy3aASyO8 hLISNIGAZ2YY ¢tKS GSNXY a/2yliAay3aSyoe hLIS
secton 101(a)(13) of title 10, United States Code.

/| 2@3SNBR { SNBAOSYSYOoSNY ¢KS GSNXY a4/ 28SNBR { SNBBAOS
including a member of the National Guard or Reserves, who is undergoing medical treatment,

recuperation, or therapyis otherwise in outpatient status, or is otherwise on the temporary disability

retired list, for a serious injury or iliness.

hdzd LIF GASy G {GF ddzay G¢KS GSNY ahdzi LI GASy G {GF Gdzaé
status of a member of th&rmed Forces assigned-to

(a). a military medical treatment facility as an outpatient; or

(b). a unit established for the purpose of providing command and control of members of the

Armed Forces receiving medical care as outpatients.

NextofKini¢ KS GSNXY abSEG 2F YAyé dZASR sAGK NBaLSOG G2
of that individual.

{ SNA2dza Lyeadz2NE 2N LffySaay ¢KS GSNY a{SNAR2dza Lyze
Forces, including a member of the Natal Guard or Reserves, means an injury or illness incurred by the
member in line of duty on active duty in the Armed Forces that may render the member unfit to
LISNF2NY (GKS RdziASad 2F GKS YSYOSNNE 2FFAOSE 3INF RS

An eligible employee shdik entitled to a total of 12 workweeks of leave during ani@nth period for

the following: Becase of any qualifying exigenags(the Secretary shall, by regulation, determine)
arising out of the fact that the spouse, or a son, daughter, or parent oétigloyee is on active duty

(or has been notified of an impending call or order to active duty) in the Armed Forces in support of a
contingency operation.

Subject to section 103 of the Family Medical Leave Act of 1993 as amended, an eligible emploigee who
the spouse, son, daughter, parent, or next of kin of a covered servicemember shall be entitled to a total
of 26 workweeks of leave during a-frfonth period to care for the servicemember. The leave described
in this paragraph shall only be availableidgra single 1-inonth period.

Notice for Leave due to active duty of family member: In any case in which the necessity for leave under
GOEAISYyOe¢ A& T2NBaSSIofSs gKSGKSNI 6501 daS GKS &Ll
on active dutypr because of notification of an impending call or order to active duty in support of a

contingency operation, the employee shall provide such notice to the employer as is reasonable and

practical.
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Definitions of Family Member® G{2KG8NERYS8HYa || 0A2ft23A0FEZ I R2LJ
stepchild, a legal ward, or a child or a person standing in the place of a parent. The child must be under

18 years of age or 18 years of age or older and incapable afegelbbecause of a mental physical

RAAlIOAf AR D G{LRdzaS¢ YSlIya I KdzaolyR 2NJ gATFS | a
marriage, including common law marriage.

Limitations/Restrictions Leave may be taken on an intermittent or reduced basis for the birth or
adoption of a child only if the arrangement is agreed to by the county. However, leave for serious
health conditions either of an eligible family member of the employee or the emplayegay be taken
intermittently or on a reduced schedule if medically necegsprovided the other conditions of these
policies are met.

Temporary Fansferd LT GKS SYLX 28SSQa NBljdzSad F2NJ AyadSNX¥A
medical treatment, the county may require the employee to transfer temporarily to an altema
position, with equivalent pay and benefits, that better accommodates recurring periods of leave.

Maximum Duration The total cumulative maximum period of time which an employee may be absent

from work on family leave during any -hi2onth period is 12veeks, regardless of whether all or a

portion of the leave is paid or unpaid. If an employee has accrued sick, vacation, or personal leave on

the books at the time family leave commences, the employee must exhaust those leave balances before
beingeligih S F2NJ dzyLJr AR FlFYAf& Sl @So hyOS (KS SYLJX 28 ¢
county will then provide enough unpaid family leave to total 12 weeks. During the unpaid portion of an

SYLX 28SSQa FFYAteée S| @S LIS M2 gaBakon edUe sick avdf, @ ang S I O ON.
other type of leave.

PartTime/Variable Hour EmployeesWhere an employee normally works a pame schedule or
variable hours, the amount of leave to which an employee is entitled is determined on a pro rata or
proportional basis.

Noticed Ly G0KS OFasS 2F fSIFH@S F2NJOANIK 2N LI I OSYSy i
advance notice before the date on which the leave would begin. If the employee is unable to provide 30
RIF@Qa y2iA 0sbprovifle®is idublindtiée Bis practicable, usually within on or two business

days of the date the employee is aware of the need to request leave. In the case of leave for a serious
medical condition, if the leave is foreseeable based on planned medieaitent, the employee must

YI1S I NBrazylrofsS STF2NI (G2 aOKSRdAZ S G4KS GNBFGYSy
The same advance notice requirements apply.

Cetrtification of Condition An employee requesting a paid or unpaid leavebskace for extended

AftftySaa 2NJ GSYLRNINE RAAFOAfTAGE Ydzald adzomYAd G2 (K
to the date upon which the employee is no longer able to perform his or her duties or a statement that

the employee is needed to aafor a spouse, parent, or child, with the expected length of the

recuperation period or an estimate of the time required to care for the family member, and appropriate

medical facts regarding the condition. In addition, the employee must also provideZh& YA 8 & A 2 Y SN 3
Court with a written statement from the employam®ncerning his or her intentions about returning to
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work at the county. An employee on family leave must contact the appropriate elected official or

department head at least onasach workweek to report on his or her condition. The county may also

require subsequent reertifications as reasonably needed. Failure to provide required medical status
NBLEZ2NIa 2N G2 O2yil O GKS 2FFAOS 2 ytarédgdbndsfdrK SRdz S
disciplinary action.

Second, Third Opinions The county may require a second opinion, and, if conflicting, a third opinion
from a health care provider as to the need for a scheduling of family leave. The second and third
opinions, ifsought and obtained by the county, will be paid for by the county and will be obtained from
independent health care providers who are not employed by the county. If a third opinion is necessary,
the third opinion obtained is final.

Return to Work/Assurages After completion of an approved family leave period, an employee will be
returned either to the same position he or she held before the leave began or to a position equivalent to
the previously held position in pay, benefits, and other terms and itiomd of employment. This policy
YIred 0S Y2ZRAFTASR F2NJ a1Seé SyLX2eSSa¢s RSTAYSR la i
O2dzyieQa 62N] F2NOSO YySe SyLi2eSSa gAftt 0SS y20ATFA
the family leavd JSNA 2 R A& LI ARZX dzy LI ARTZ 2NJ I O2YOoAYylGA2y 2
insurance coverage will be continued in the same manner and at the same level as it would have been

had the employee continued in employment for the duration of the fahei&wve period. However,

should the employee decide, at any time after family leave begins, that he or she will not return to work

at the county, the employee must reimburse the county for health coverage premiums paid by the

county on behalbf the employe during the family leave period unless the reason for not returning to

work is the continuation, recurrence, or onset of a serious health condition, or something else beyond

GKS SYLX 285SSQa O2yiGNRf @ CKA& A& adzoa2SO0G (G2 OSNIA

:

Retention of Benefits An employee on family leave does not lose any previously accrued seniority or
employment benefits, but does not earn any leave credits or other benefits during the unpaid portion of
the leave. After returning to work from family leave, and employeeiraxs an adjusted employment

date and adjusted anniversary date which reflect the period of time the employee was on unpaid family
leave. The adjusted date will be used for the purpose of calculating leave accrual and any other benefits
based on longevity

Summary of Act The county has posted a summary of the Family and Medical Leave Act on its central
odzft £t SGAY 02 NR FT2NJ SYLX 28SSQa AYyF2N¥IGA2Y D

(Legal reference: Family and Medical Leave Act of 1993 (P-8) 103

Request for Extension of Family and Medl Leave If an employee requests additional unpaid leave
beyond the 12veek maximum allowable under the Family and Medical Leave Act provisions of these
policies, any extension granted will be under the terms set out in the section of these poliagsdhe
Other Leaves of Absence Without Pay. Employees should read the referenced section carefully and
understand the difference between these two types of leave before requesting an extension.
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Documentation All documentation regarding fadil £ SI @S gAff 06S FAESR Ay GKS
which is maintained separate from the personnel files and is accessible to a limited number of persons
only on a needo-know basis(Legal reference: U.S. Americans with Disabilities Act of 1990).

8.09 OTHER LEAVE OF ABSENCE WITHOUTd3A¥ of absence without pay is an approved absence

from duty in a norpay status for not more than six months, unless, an extension is approved by the

I 2YYA&daA2ySNDa / 2dzNT o 9 E is §pe dfiedvy tb exeidd fam®ylaS s Ay Of dz
medical leave beyondthe 12 $S1 fAYAGZ Yl & 0S8 [ dzikK2NAT SR o6& (KS
than onemonth intervals, and a careful review must be conducted prior to authorizing any extension.
Thereason(s)foryl yiAy 3 GKS SEGSyarzy YdaAald 65 R20dzySyiaSR 2
medical file, as appropriate.

Granting a leave of absence without pay is at the discretion of the elected or appointed official. Such

leave is not authorized unless theigea reasonable expectation that the employee will return to

employment with the county at the end of the approved period; approval of the leave must be
R20dzYSYyiSR 6AGK | O2L® 2F (KS R20dzYSyidlidazy G2 oS
as appropriate. Employees on leave of absence without pay receive no compensation and accrue no

benefits. However, previously accrued leave balances, benefits, and seniority are retained during leaves

of absence unless otherwise prohibited by the termpimvisions of the benefit program or by these

L2t AOASaA® aSRAOIt AyadzaNIYyOS OFry 06S O02yiliAydzsSR AF
LRNIA2YO Ay FdZ €t Ay | GAYSE@ YIyySN®D ¢tKS O2dzyieQ
medical benefits may be continued.

Revocation of Leave Without PayA leave of absence without pay may be revoked upon receipt of
evidence submitted that the cause for granting the leave was misrepresented, oehssd to exist.

Authorized Reasons for bee Without Pay A leave of absence without pay may be appropriate for the
following reasons:

U aAfAdFNE {SNBAOS 6aSS Ita2 aSOlAzy 2y (GKA& (&L
U Recovery from extended illness or temporary disability beyond therd@ks allowable under
the Familyand Medical Leave Act section of these policies;
U Public Service assignments; or
U 'ye 20KSNJ NBlFazy gKAOKXI Ay (KS 2dzRIYSyld 2F GKS
without pay.

Conditions An employee requesting an unpaid leave of absencd proside the county with a

statement from an appropriate third party as to the date upon which the employee is no longer able to

perform his or her duties and the expected length of time needed. In addition, the employee must

furnish the county with a vitten statement from the employee concerning his or her intentions about

returning to work at the county. In determining whether or not to approve the request for leave

gAGK2dzi LI &> GKS O2dzyieée gAff O2yaARSaNhdiKS SYLX 288
RSLI NIYSyiQa ySSRaz yR GKS LINRPALISOG F2NJ GdSYLRNI N
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Reporting Requirements An employee on extended leave must contact the appropriate county
supervisor at least onoeach week to report on his or her status. Failure to provide required medical
status reports or to contact the office on the schedule required by the county may result in the county
revoking the leave and taking disciplinary action up to and includimgisgsl.

Documentation A summary of the basis for the decision to grant or deny an unpaid leave of absence
FYR (GKS (GSN¥ya 2F (KS tSI @3S gAft 06S LINBLINBR o0& K
LX I OSR Ay GKS SYLIX 228l§ 8s@ppropdStdNB 2 Yy St 2NJ YSRAOFt TFA

Return to Work After Leave Without PayUpon returning to work after an authorized leave of absence
without pay, an employee receives an adjusted employment date and adjusted anniversary date, which
reflects the period of time that th employee used for leave of absence. This adjusted date will be used
for the purpose of calculating vacation leave accrual and any other benefits that may be based on
longevity. At the expiration of an authorized leave of absence without pay, every wificdbe made to
reinstate the employee in the same, or comparable, position. However, if no vacancy exists and a
reasonable effort to place the employee in another position has been unsuccessful, the employee will
be separated and paid accrued benefi{§See also section on Military Leave for specific provisions
relating to leave of absence without pay for military service).

8.10 EMERGENCY LEAVUp to three days of emergency leave (per occurrence) with pay may be

granted to regular employees by afected official or department head in the event of a death in the
FLYAfe@s 2N fAFS GKNBFrGSyAy3da AfftySaa 2F | YSYOSN
SYLX 28SSQa LISNB2YlFf OFNB IyR I G0Sy (okt@ubeitNcFthiss A O1 f S
purpose. For purposes of emergency leave, family includes spouse, child, parent, brother, sister, aunt,
dzy Ot ST 3aANI YRLI NBYyGax 2N ANF YyYROKAf RNBY 2F |y SYLX 2
relative living intheempldy S Qa K2 dzaSK2f R ¢gK2 Aa RSLISYRSyd 2y (KS
time granted for a specific emergency leauast be approved by the appropriate elected official or

department head in advance and will depend on the circumstances; and the terims afason for the

f SIS Ydzad 06S R20dzYSyiSR IyR FAESR Ay GKS SYLX2e&S

8.11 INJURY LEAVHE-or information on occupational disability or injury leave for bona fidéhenob,
work-related injuries, please see the section in this manunaler the main headingisk Management

8.12 USING LEAVE IN COMBINATI®@Negular employee who is requesting extended leave to extend

family and medical leave beyond the-tv2ek limit must exhaust all of his or her accrued sick and

vacation leave in aer to be eligible for leave without pay. Use of appropriate leave balances may be

required as a condition of other leaves of absence without pay. A request for this type of leave without

LI & Ydzaid 0S8 | LIWNRBOSR Ay |RGIyOS o0& GKS /2YYAaarzy
If an employee is sick or temporarily disabled for nwork related reasons, and he or she exhausts

accrued sick leave, the county will automatically begin applying any accrued vacation leave credits

unless notified differently by the employee.

Sick leave carot be used for vacation purposes when vacation leave is exhausted.
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With the approval of the appropriate elected official or department head, other types of leave may be
used in combination or coupled with holidays if it is determined to be éntidist interest of the county
and the employee.

8.13 ABANDONMENT OF POSITIQMauthorized absence from work, for a period of three
consecutive working days, will be considered, by the elected official or department head, as a
resignation. Unless theounty official determines otherwise, the resignation is not in good standing and
the employee is not eligible for reemployment.

8.14 SICK LEAVE POOL PQLICY

Purpose The purpose of this policy is to provide a Sick Leave Pool that will enable eligibty
employees to voluntarily transfer sick leave time earned by the employee to a county sick leave pool
that permits employees to draw time in the event of a catastrophic injury or illness.

Definitions. Eligible employees are those employees wheeheompleted one year of county service
and who are eligible to earn sick leave.

Catastrophic illness or injury is one that prevents an employee from performing the functions of his or
her job for an extended period of time. Examples of qualifying catpisic illness or injuries generally
considered include, but are not limited to:
U Stroke with residual paralysis or weakness
Incapacitating heart attack
Major surgery (hysterectomy, mastectomy, heart bypass, prostrate).
Cancer
Hepatitis, broken hip, car wok requiring hospitalization.

cocc

Examples of ilinesses or injuries that generally would not be considered to be severe enough to be
catastrophic include, but would not be limited to:

0 Broken limb

i Cold/allergy

U Minor surgery with no complications such as appendectomy, tonsillectomy, day surgery.

U Pregnancy with minor or no complications.
' RYAYAAUNFX G2N) YSIya (GKS LISNE2Y RS&A3IYySR o6& GUKS /2
leave pool. Dueés include developing forms, record keeping, communicating with employees
concerning general questions and ensuring proper administration under the policy.

Procedures A committee of three, composed of the County Auditor, the County Risk Manager and the

/| 2dzy i@ WdzRISQa |LIRAY(ISS akKlrtft NBGASgs Ittt NBIljdzSai
gualifies. Qualifying requests will be forwarded to the administrator for processing. The committee will

notify employees in writing as to their eligity and or if denied.

To be eligible to for use of the sick leave pool, an employee must have contributed a minimum of eight
(8) hours during the calendar or plan year.
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Eligible employees (those earning sick leave) and who have been emptyy@ne year may make a
contribution (33) days at the following times; on the anniversary of their first year of employment, at
the beginning of eachalendaryear or if neither of those are chosen and/or they did not contribute the
maximum amount posBle (3 days) they may make a contribution at the time of termination of
employment of from (13 days), not to exceed a total of 3 days for the calendar/plan year.

An Eligible employee must have exhausted their regular sick leave and vacation leaveyeEswstao

have exhausted their regular sick leave and vacation leave and have contributed to the sick leave pool
may make application to the sick leave pool to the extritto exceed the lesser of one third of the

total sick pool days or the number of@table workdays computed as indicated below.

Number of Hours Contributed
POOL LEAVE

8 16 24

Months of Bee County Service
Allowable Workdays *

13-24 20 30 40

2548 30 40 50
49-60 40 50 60
61-96 50 60 70
97 Plus 70 80 90

*For the purpose of pool leave, workdays shall be based on eight hours per day-for fu
time employees.

The estate of a deceased employee is not entitled to any payment for unused sick leave contributed to
2NJ I Ol dZANBR o0& GKS SYLJ) 20806S FNRBY (GKS O2dzyieQa &aaro

{AO01 tSI@S Lk2t NBljdzSaida vYle 2yte 6S YIRS 06S0Idzas$s
STFFSOGADS ! LINAf HoX HwnnnX 0SOFdzaS 2F | OFGFadNRLK
YSYOSNI 6K2 NBI dzA NB & ér&kadd afeitialf. Zhaefﬂ”rﬁnﬁcﬁate[amllyhﬁeﬂried as O

GKS SYLX 28SSQa alLlRdzaS: OKAfRONBYOLI 2N IFyeé 20§KSNI N

household and is dependent on the employee for care. All regular sick, vacation leave, and

compersatory time must have been used. Employees may make an application to the sick leave pool for

Fy AffySaakAyada2NE 2F (KS SYLX 28SSQa AYYSRAFGS FlLY
employee leavenot to exceed the maximum of 30 dayA&ny time rot used within one year will be

returned to the pool.

9YLX 28584 aKIfEf LINRPOARS I R20G2NDRaE NBO2YYSYRIGAZ2Y
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9.00 HOLIDAYS

9.01 GENERAL POLICaid holidays are established each year by the Canmig y SN a / 2 dzNI &
K2f ARF&@& FLILINRPGYSR o0& (UKS /2YYA&aaAiAz2zySNRDa [/ 2dz2NI T2 N
RFGSax Yire 0SS 20G4FAYSR FTNRBY (GKS RSLINIYSYyd KSIFIR 2

Temporary employees and regular péirhe employees are not paid for holidays not worked.

An employee who is absent without approved leave on the workday immediately preceding or following
a holiday will not be paid for the holiday.

9.02 WORK DURING HOLIDAYSs not always feasible to grant holidagt the scheduled time,
SAaLISOALFffe@ TFT2NJ SYLX 28S5Sa 4the2O 12N €1 RIS SiR 23/ KA T i & @
official or department head who finds it necessary to do so may direct some or all of employees of the
department to report for worlon any holiday.

When a regular fullime or regular partime nonexempt employee is required to work on a holiday, he
or she will be compensated in one of the following ways:
U Paid at the straight time rate of pay for the holiday hours worked and gramtedame number
of hours off on an alternate workday; or
U Receive compensatory leave credits equal to one andhatitime the number of hours
worked on the holiday; or
U Paidatoneandon& | f ¥ GAYSa GKS SYLX 2&8SSQa NSfAans|l NJ K2 dzf
worked on the holiday.

This policy applies regardless of whether the employee has worked the maximum number of hours
allowable under FLSA (40 hours per week for-lsmnenforcement employees; 171 hours perday
period for law enforcement offica)) during the period in which the holiday work occurred.

9.03 HOLIDAYS FALLING ON N@BRKDAYSB 2 KSYyS@SNJ I £ S3IFt K2f ARIF& 2y
F LILINE PSR K2f ARlF&a Frtfta 2y | NBIdzZ | NI SYLX 28S5SSQa N
day, he or she will be paid his or her regular salary amount for the pay period involved, and will receive

either another day offinlieudkK S K2t ARF& 2NJ Iy | RRAUGA 2 iméholRly @ Qa LJ
rate.

9.04 HOLIDAY DURING VACATIOM Yy 2 FFAOALf K2fARF&® Frffa gAGKAY |
employee will be granted the holiday and not charged for a day of vacation.
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10.00. RISK MANAGENT

10.01 RISK MANAGEMENT PROGRAM

Risk Management PolicyBee County recognizes the following facts concerning the physical, human,
fiscal and environmental resources of the jurisdiction.

1. As aresult of conducting business, County resourcesoatnely exposed to risks that can
result in loss.

2. Said resources are valuable assets to the County and the citizens of the county.

3. Protection of these resources, especially its employees, within the limits of the funds available is
imperative.

4. Unless pregntive and protective measures are taken, losses will occur.

5. A significant amount of time, money, resources and staff must be committed to manage,
preserve, and protect resources in the most eeffective manner.

Risk Management Goals

1. Incarryingouti KS 02 dzy (i @ Q& -terdzgoulys$oamininizainir® toftha ghisical,
human, fiscal and environmental resources of the County, and minimize the total cost of risk to
the jurisdiction.

2. To minimize the harm and the cost of the risk, the Countylshal

a. attempt to routinely identify all significant known perils and risks to which the County may
be exposed.

b. Develop and implement the most appropriate combination of loss control and risk financing
techniques consistent with the activities of the jurigaia, thereby reducing and controlling
the adverse human and financial consequences of risk;

c. Avoid unnecessary and unreasonable exposures to the extent practicable;

Take all reasonable and practical steps to prevent harmful events and losses.

e. Provide for he health and safety of the employees and promote a safe working
environment.

o

Risk Management Authority and Responsibilityrhe County Judge, widpproval of the

I 2YYA&4aA2yYSNRa [/ 2dNIE akKltf RSaAIyl GSftheCht] YI yI
WdzR3 S @ ¢KS wAial alylF3aSNI akKrff 6S 3IAGBSY GKS | dziK2
Management Program. The Risk Management Program includes planning, organizing, coordinating,
implementing, monitoring and controlling h&h and safety training.

¢KS NRAR&]l YFylF3aISNRa FdziK2NAGE |yR NBalLRyairoAftAlASa

County, but shall act in an advisory capacity to assist the department heads in identifying and controlling
possible losset® County assets under their command.
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10.02 Comprehensive Safety Programs Unsafe acts and unsafe conditions are the primary cause of
personal injury and property damage, Bee Coustgedicated to providing a safe working environment
for all employees. The Comprehensive safety program is an integral part of departmental operations
and includes all aspects of job safety and accident prevention. An effective program will reduce the
number of injuries to personnel and will reduce the cost of operating county vehicles in the form of
vehicle damage, loss of time, and general maintenance, thereby contributing significantly to overall
effective and economical operations.

Comprehensive &ety Program Responsibilit KS NBalLl2yaAoAf AdGe FT2NJ 2F0SNRBRA:
comprehensive safety program is delegated to the Risk Manager and administered through the various
department heads of the County government.

Safety Committee The County Rislanager and the County Safety Committee will study and

evaluated all safety practices and reported injuries and make appropriate recommendations to improve
safety. Committee members will be two County Commissioners appointed by the County Judge, two
DepdNIli YSy &G | SFRax FLWIWRAYGSR 60& (GKS /2YYAaaArAzySNRa /

Selective evaluation of etihe-job injuries, including fleet accident injuries, will be initiated by the Risk
albylF3aISNI IyR RSLI NIGYSyld KSI R&SR a2K 254¥ELJ A2ye2Sd3NaR Sval &2 Q G/d
that can be taken to reduce the injury potential.

Employee Responsibilities and RepartEmployees are responsible for conducting their work activities
in a manner that is protective of their own health and safety #drelsafety of other employees.

An employee must report any ehe-job injury, no matter how minor, to his or her department head
immediately, or as soon as possible after seeking emergency medical attention.

Supervisors shall notify the County Riskilslger within 24 hours of any accident or injury and follow up
with a written accident report within two working days.

The following Rules are designated to promote the safety andhedtig of county employees and are
to be observed by employees at aihgs.

¢ No employee shall engage in horseplay, wrestling, or practical joking while on the job or
operating county equipment.

e Employees should maintain awareness of potentially dangerous situations that may cause injury
to themselves, fellow employees, ordfpublic.

¢ Employees must report immediately to their supervisors any condition that, in their judgment,
threatens the health or safety of employees or the public.

e An employee who is unable to perform his or her duties safely due to illness must promptly
notify his or her supervisor.

o Employees should immediately seek proper first aid treatment for atherfob injuries,
including minor injury, and must immediately report all injuries to their supervisor when
emergency circumstances exist.

Failure to reparan orntthe-job injury, no matter how minor, is grounds for disciplinary action.
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FLEET SAFETY PROGRAM
Definitions

Occurrence An occurrence is any event, whether intentional or unintentipaa public or private
property, involving a Bee county vehicle, or leased vehicle that produces injury, death, or property
damage. This includes both incidents and fleet collisions.

Fleet Incident An occurrence causing damage from using a Countgleeds a tool for legal
intervention, training, fire, theft, vandalism, criminal mischief, flying objects, normal vehicle wear and
tear, damage to tires and/or wheetmly, collisions with animals on the roadway, or acts of nature
where there is no injurgr death.

Fleet Collision Any occurrence not classified as a fleet incident caused by a collision involving a County
vehicle and another vehicle or object. It also includes damage incurred to a county vehicle through acts
of negligence by the driver, vidh do not involve a collision, i.e., driving through or into high water on

the roadway. All occurrences involving legal intervention will be classified as a fleet collision.

Reportable Fleet OccurrenceAny occurrence as described above is considereg@table
occurrence, regardless of the amount of damage or extent of injury.

Fleet Safety Officer The Bee County Risk Manager shall be designated as the Fleet Safety Officer and is
responsible for reviewing all fleet collisions, occurrences andentsdnvolving County vehicles and
employees.

Fleet Safety Review BoardThe fleet safety review board shall be the same as the Safety Committee
described in 10.01.05 of this chapter.

Disciplinary action On the determination that a fleet occence was preventable on the part of the
county employee, disciplinary action may be taken against the affected employee.

Remedial action Remedial driver and safety training may be recommended when an employee is
involved in a preventable fleet occurres or when involved in numerous occurrences, regardless of
preventability.

Fleet Safety Program Administration

1. The administration of the Fleet Safety Program is the responsibility of all drivers at every level up to
and through the County Judge.

2. County Drivers. All drivers of county owned vehicles must know and comply with all rules and
policies in this chapter regarding motor vehicle fleet operations. They must satisfactorily complete all
prescribed driver training programs as scheduled.

3. Immediate Supervisors. Immediate supervisors will observe the driving performance of their
personnel to detect deficiencies and take appropriate corrective action. Immediate supervisors, with
the assistance of the Risk Manager, are responsible for cdéindyaeriodic driver safety meetings. They
shall insure that all fleet occurrences are thoroughly and objectively investigated.
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4. All occurrences shall be immediately reporteditk S S Y L) 28 SSQ& & dzLJSNIIA&A2NJ 6@
means possible, who will initiate an investigation regarding the circumstances. The immediate

supervisor of the affected employee shall make a determination as to whether the occurrence was
preventable orthe part of the county employee, along with a recommendation of remedial training or
disciplinary action. A completed report of investigation will be forwarded to the Risk Manager and the

| 2dzy e 1 dzZRAG2NRNE 2FFAOS G6AGKAY p 62Nl Ay3 RlIeéa 2F

5. All occurrences considered reportable accidents according to the Texas Transportation Code, shall be
reported immediately to the appropriate law enforcement agency.

6. In the event of serious bodily injury or death, the Risk Manager shall be notifieediately and be
responsible for conducting a complete investigation regarding the circumstances surrounding the
incident. The report shall include a recommendation as to the preventability of the occurrence on the
part of the county employee. A conagpéd report of investigation will be forward to the Fleet Safety
WSOASS . 2FNRX (KS [/ 2dzyte ! dRAG2NDA 2FFAOS yR (KS
occurrence.

7. The Fleet Safety Review Board will review reports of all occurrences and makenesudation to

the Department Head of the affected employee, as to the preventability of the occurrence on the part of
the county employee involved.

8. A copy of the completed report shall be returned to the Department Head of the affected employee.
In accordance with Chapter 12, the Department Head shall make a determination as to whether
disciplinary action is warranted.

Fleet Safety Awards PrograrBee County will recognize and issue awards to fleet drivers who have
completed one full year of drivingithout being involved in a preventable occurrence. Fleet drivers will
be recognized and awarded as follows:

1 year

5 years

10 years

15 years

20 years

25 years

30 years

35 years

40 years
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Use of seat belts:County employees shall wear seatd shoulder belts, if the vehicle is equipped by
the manufacturer, any time the vehicle is being operated or is in motiegardles®f seating position
in the vehicle.

Use of cellular phones and other deviceBriving safely and defensively takesadlthe faculties of the
driver of a motor vehicle. Bee County employees are reminded of the danger of using cellular
telephones, or other devices while operating a vehicle owed by the County, or operating their personal
vehicle if they are receiving corapsation for its use. Employees are encouraged to use Haees

cellular phones and devices.

Employee Safety Training Program

A. All employees are required to attend scheduled, job specific, safety training sessions, as scheduled
by the Risk Managdor Bee County, through the various Departments.

B. Safety training will be conducted, but not limited to, the following areas.

e General Safety Practices

e Fire Safety and Evacuation

e General Health and wellness

e Driver Safety

e Heavy Equipment Operation

¢ Hand tools and small equipment
¢ Infectious Disease Control

e Lifting, carrying, and climbing

C. All training will be documented, and employees will be required to sign in on a certified roster for
each training class attended.

D. A record of all training ivbe maintained by the Risk Manager. Employees who receive training from
other sources shall submit a copy of their certificate or proof of training to the Risk Manager for
inclusion in the records. Department Heads who conduct safety briefings oy sefigting shall forward

a record of such training to the Risk Manager for inclusion in the files

10.03 Employee SuggestionsEmployees are encouraged to make suggestions to their supervisors for
improvements that would make the county workplace safemore healthful.

10.04 On the Job injuries

Medical Attention. An employee who sustains a bona fidetherqob injury may seek medical
attention from the medical facility or professional of his or her choice. The county encourages
employees to rairn to work as soon as they are able to do so. An employee returning to work must
ddzoYAU F LKEaAAOAlIYyQa adladSYSyd 2F YSRAOFE O2yRAGA
GKS O02YYA&aaA2ySNAE O2daNI 3 |G G K Suirddfodnpmietddd SELISyasSs
examination by an independent physiciah.$ 3 f NBXFSNBy OSY 2 2NJ] SNDa [/ 2YLX
8308.)
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Insurancep ¢KS O2dzyiée LINE @ Mmsutadce foralNg itS &iiplayeeS.2THis ISy al G A 2 Y
insurance provides medical expenses and a weekly payment if an employee is absent from work

because of abona fide,dhe-22 6 Ay 2dz2NE FT2NJ Y2NB GKIFy 2yS 4SS o !
claims forms mustbd dzo YA GG SR (2 GKS O2dzyieée I dzZRAG2NDRDaA 2FFAOS
taken.0 [ S31t NBTSNBYOST 22N] SNDRa /2YLSyaldizy ! 06z =

Statutory Benefits Employees who sustain an injury at work may be eligible to receive &enefit
LINBAaONROSR o6& (GKS ¢SElF& 22Nl SNDR& /2YLSyaltiazy | Oi
medical care as reasonably required to cure and relieve the effects of the injury or occupational

disease(s); and/or death benefits.

State Law State Lavwprovides that an employee will be eligible for weekly indemnity payments

beginning on the eighth calendar day of lost time following an occupational injury. Weekly indemnity

payments for compensable injuries are temporary benefits, which will continuéthatdoctor certifies

that the employee has received maximum medical improvement. Weekly indemnity payments for
O2YLISyaloftS AyedaNASa FNBE YIFIRS Fd 1tn LSNOSyid 2F GK
Ayed2NE ¢SS{1te g1 3S ¢swfier the KjSry. Fof eiiphyed JbearSléshtyan v

$8.50 per hour, the rate of payment for the first 26 weeks of temporary benefits is 75 percent of the
RATFSNBEYOS 0SG9SSy GKS SyLiz2esSSQa | @SN 3IS gSS(fe
FFGSNI GKS Ay2edzNE 'YRSNJ GKS at2¢g 61 3S SI NYySNE LN
2F GKS SYLX28SSQa FOGdzrt ¢ 3Sa F2N) 6KS LINBQOA2dza @&

Compensation benefits are subject to a sexsatendar day waiting period. After 28 calendar daiys
lost time, the severR I @ ¢ AGAY 3 LISNA2R gAff 06S LIAR NBONRIF OGA

Exclusions Injuries caused by willful intent and attempt to injure self or to unlawfully injure another,
intoxication, horseplay by the injured employes act of God in certain limited circumstances (i.e.,
assigned to official duty during a hurricane, lightning storm, etc.) or act of a third party for personal
reasons are excluded specifically from coverage by injury leave with pay. (Legal refererice War Q
Compensation Act, V.T.C.S. Article 8308.)

Initiation of Injury Leave An employee who is put on leave for a bona fidethmjob, work related

Ay2dzaNE gAff 0S LINPOARSR gAih&2 20 ORY.R dzRIFS a1 &K SLINDIR 2N 8 ;
after the beginning of the leave as is feasible. Injury leave begins on the first scheduled workday of

absence due to otthe-job injury and continues until the employee returns to work, his or her eligibility

expires, or the employee is removed fromigur £ S @S O2@SNI IS o6& GKS /2YYAa

Compensation If a fulltime employee sustains a bona fide-tre-job, work related injury which

renders him or her unfit for performing the duties of the job, that employee will receive their regular
salayOKS Ol F2NJ I LISNA2R 2F dzLJ 42 y ¢6SS1a FTNRY (KS Oz
to the employee. Employee must complete proper forms to receive this benefit. After the initial 8

$SS1ax GKS SYLX 28SS gAaft iondensfifgomyli f SR (G2 22N] SNEQ

'y SYLX 28S8SS NBOSAGAY3A 22Nl SNRAQ /2YLISyalidAazy LI e&yYs
not entitled to receive holiday pay.
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Continuation of Group Medical Ingance for Employee and/or DependantTo continue medical

Ayadz2NF yOS F2NJ GKS SYLX 28SS FyRk2NI SyLX 2e8SSQa RSLIS
y2 f2y3ASNI NBOSAGAY3I | NBIdzZ F NJ O2dzyie LI &GKSO1xX (K
GKS SYLX 285SQa YSRAOIf Ayadz2NryOS F2NJ I LISNA2R 27
Ay 2dNE ® ¢CKSNBI FGSNE GKS SYLX 28SS FyRk2NI 0KS SYLX

for a maximum period of 18 months.

Duration of Inury Leave.At the end of the initial sknonth period after the injury, an injured employee
unable to return to regular duty will be terminated and will be eligible for rehire. If the employee is
rehired within a oneyear period from the date of injurghe employee will not lose any accrued
benefits.

Reporting requirements While on leave because of a bona fideitbe-job, work related injury, each

time the employee sees the physician for consultation or treatment, he or she must provide a progress

rell2 NI 2 GKS O2dzyidée IdZRAG2NNE 2FFAOSSES 6KAOK &adz YA
Ay GKS SYLX28SSQa O2yRAGAZ2YZEZ HKAOK YAIKG FFFSOOG K
LI @YSyidas Ydzad |faz2 0SS NificeJamMaddBieh, thenjurédedploe daysti @ | dzR
contact his or her supervisor periodically to report on his or her condition. Failure to provide the

required medical status reports or to contact the supervisor on the schedule required by the elected

offici- f 2NJ RSLI NI YSyd KSIFIR Aa 3INRdzyRa FT2NJI NB@21Ay3a
action.

Termination of Injury Leave Injury leave with pay may be terminated at any time without prior notice.
Evidence that the employee, while able to ratuo work, has not done so, will be submitted to legal
and medical advisors prior to terminating the leave.

Return to Service A written statement from the attending physician certifying that the employee has

been released to return to work and specifyithe type (s) of work he or she is capable of performing as

well as any limitations (s) must be received by the county before and employee may return to work. All
SYLX 28SSa 2y AyedaNE fSIF@ZS Ydzad NBLR2NL ding 62N} | T
physician or an independent physician paid by the county. Failure to return to work when directed will

result in appropriate disciplinary action including discharge.

¢CKS SYLX 28SSQa adzLISNIA&2N) Ydzaldl y20Ad28 NEEdzQP day 2 &R
so that the county auditor may resume record keeping for purposes of payroll, benefits, and leave and
length-of-service accruals.

Temporary Light Duty StatusDuring the course of an @he-job injury leave of absence, if an

employee igeleased by his or her physician for light duty, the empfogga 2206 2NJ F € G SNY I G A
assigiment(s) will be evaluated for a determination of whether a temporary position is available in

GKAOK G(GKS O2dzyide OFy dzaS (KS rady\pedoddeti®s Qa f AYAGSR &
An employee who is able to return to work in light duty status is a temporary employee and may be

required to work in a different department and perform the duties not contained within his or her

current job duties. When an employéeassigned to temporary light duty status and performing

different duties, he or she will be paid according to the level of pay that he or she would receive for the
temporary light duty job if the assignment were the result@brganization A light duy assignment

OFlyy2i SEOSSR ¢n RlI&ao LY FRRAGAZ2YS GKS SYLX 28SS
reduced amount.
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Reasons for Terminationf&Employment During Injury LeaveAn employee may be terminated while
on leave for an o#the-job injury for the following reasons.

1. Participating in activities that would be injurious to recovery or failing to limit activities to those
that will aid on haling.
2. Failing to follow prescribed treatment including medical appointments.
3. CFHAfdzZNBE G2 FOOSLIi | afA3dK(G Rdzieé¢ FaaAaayyYSyaT
4. Refusal to return to duty on the workday on which the employee has been released by the
treating physician.

Final Release or S#gment®d ld GKS GAYS 2F FAYILf NBfSFHasS 2N asi
Oft FAYX (GKS SYLX2eSS Ydzad FdaN)YyAaK (GKS O2dzyieée 6AlGK
that the employee is able to return to work. The certificate must alsei§pany limitation(s) on the

SYLX 28S8S8S0a LIKeaAaAoOlf O2yRAGAZ2Y FyR GKS SadAayYld

SOl fdzZ G6§SR (GKS SYLX 28SSQa LKeaAOlt O2yRAGAZY |
of the job previously heldlf (a) the employee cannot perform his or her previous duties, or (b) no
vacancy exists, or (c) no other suitable position is available, and (d) a reasonable effort has been made

to place the employee in a suitable position, then he or she will be aggdhand paid accrued benefits.

LT GKS SYLX 28SS Aa aSLINIGSR FNRBY O2dzyde SyYLX2evYSs

1. Send him or her a certified, return receipt requested letter;

2. Explain the circumstances, outlining the reasonable efftatle to place the employee in a
suitable position; and

3. Inform the employee that he or she has been separated from county employment and that he
or she will be mailed a final paycheck, if applicable, for any accrued and payable leave benefits.

Total Disaility/Retirement. A determination of total disability may be rendered at any time during the
O2dzNES 2F GKS 200dzLdr GA2yFf RAaAFOATAGE 2NJ AyadzNE f
2FTFAOSET Ay O2yadz GF GA 2yl makeih& nedeks&ry adranyevhanis oitley SN & O
SYLX 28SSQa NB(ANBC2Y(I RikyaR SNIEAKIS 66 20f | dzaS 2F (GKS O2
O2dzyieQa NBUOANBYSyYyld LIXIyo

10.05 DRUEGREE WORKPLACE

1. All employees of the county are hereby notifiedttthee unlawful manufacture, distribution,
dispensing, possession, or use of a controlled substance or alcoholic beverage is prohibited in
the workplace of the county. Employees who violate this policy will be subject to immediate
disciplinary action upo and including discharge.

2. The county has established a dftge awareness program providing information about

GKS RIY3ISNE 2F RNMzZA |yR It O02K2f | 06dzasS Ay 0dKS
drugfree and alcohofree workplacejnformation about available drug and alcohol counseling
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and rehabilitation, andnformation about the penalties that may be imposed on doyges for
drug oralcohol abuse violationsccurring in the workplace.

3. Each employee of the county will be given a copy of this policy.

4. All employees of the county will abide by the terms of this policy and will notify the county of
any drug state conviction for a violation occurringhe workplace no later thafive days after
such conviction.

5. The county will notify any funding agency which requires natification within 10 days after
receiving notice under the above paragraph from an employee or otherwise receiving actual
notice ofsuch conviction.

6. Any employee so convicted will be subject to disciplinary action up to and including
immediate discharge.

7. The County will make a good faith effort to continue to maintain a dreg and alcohefree
workplace through the impleemtation of this policy.

(Legal Reference: US.DAANBES 2 2NJ LX F OS ! Ol 2F mpyys Fa Y
Compensation Commission Act, V.T.C.S. Article 8308.)
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10.06 DRUGREE WORKPLACE POLICY

PURPOSEThe purpose of this policy is to proftithe distribution, possession, or the use of drugs and
alcohol at the workplace or during working hours.

POLICYEmployees of Bee County shall be unimpaired by the effects of drugs or alcohol during working
hour or at the workplace and shall abide lnetrequirements of the Dru§ree Workplace Act of 1988
(Public Law 10890, Title V, Subtitle D).

DISCUSSION:he misuse of drugs or alcohol on the job is an unsafe and counterproductive work
practice. An employee found using, selling, trading, or offefor sale, drugs or alcohol while on duty

or while on the premises of the Bee County Courthouse or any property owned by, or under the control
of Bee County or its affiliations, will be subject to termination of employment.

All Bee County Employeesarequired to notify the County Judge of any conviction of a criminal drug or
alcohol statute if the violation occurred in the workplace or while the employee was on duty. The
employee must notify the County Judge no later than five days after such tonviSuch conviction

shall be grounds for termination of employment.

An employee reporting for work visibly impaired or unable to properly perform required duties will not

0S Fftt26SR (G2 62NJ] @ LT LRAdaAof SIdZilESDEY¥2HRE SSIQRY .
GKS SYLX28SS5SQa AYLI ANXSYyG® ¢ KS adzZLSNIAA&A2N) aK2dz R
to rule out any problems that may have been causegt@gcription drugs. If it is determined that the

employee is impaired, the empfee should besent home or to a medical facility by taxi or other safe
transportation alternatives, accompanied by the supervisor or another employee if necessary. An

impaired employee should not be allowed to drive.
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employee should notify the supervisor if the use of properly prescribed prescription drugs would affect
0KS SYLX 28S5SQa Abashdf presiSiptiBndings wiyl oo tolerated.
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suggest a drug or alcohol abuse problem. The supervisor may suggest that the employee voluntarily
seekassistance from a rehabilitation program or decide that the severity of the observed problem is

such that an involuntary referral to a rehabilitation program should be made.

Any Bee County employee who may have a drug or alcohol problem may volunaéfiytime County
Judge within five days of issuance of this policy. If the employee is voluntarily willing to undergo
treatment for the problem, the County Judge may grant the employee leave without pay for a
reasonable period of time.

In order to educat employees of the dangers of drug abuse in the workplace, educational reading
YFGSNRAFE akKlff oS FT@FrAftlIo6tS G GKS . SS [/ 2dzyGe WdzR
rehabilitation, and employee assistance program shall also be madalaeao any employees in need

of this assistance.

A video shall be made available to all departments within the Agency stressing the dangers of drugs or
alcohol in the workplace, as well as the importance of enforcing policies to prohibiting the uistnib
possession, or use of drugs or alcohol during working hours.

All Bee County Employees must abide by the terms of this policy statement as a condition of their
employment with Bee County.

10.07 HIV/AIDS AND RELATED CONDITIONS IN THE WORKPLACE
Adopi SR 6& G(KS .SS /2dzyie /2YYA&aaA2ySNR& / 2dz2NI cKMM

The Texas Legislature has determined that the creation of workplace guidelines is necessary to ensure
that the rights and privileges of individuals infected with the Human Imradeficiency Virus (HIV) ar
protected. Senate Bill 959 was enacted by th& [Zdgislature to require state agencies to develop these
guidelines.

Bee County recognizes issues and concerns faced by employees with HIV and its related condition,
including AIDS or sefaositive testresults. The agency also recognizes the issues and concerns
pertaining to employees who work directly with employees or clients with HIV/AIDS and related
conditions in the workplace.

GUIDELINES:

e The Federal Privacy Act, Texas Commission on Human Raghtise Texas Communicable
Disease Prevention and Control Act require the confidential treatment of all medical information
concerning a diagnosis of HIV/AIDS. Information abdSaNBE 2 y Q& KSFf 6K A& LINAR ¢
the agency shall ensure every reaable precautioris taken to protect this information.
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Unauthorized disclosure that amployee or clienhas HIV/AIDS is a criminal offense under the
Texas Communicable Disease Préioerand Control Act

e Section 504 of the Rehabilitation Act of 1973, as amended, recognizes HIV/AIDS as a medical
disability or handicap and prohibits HIV/AIDS based discrimination by recipients of federal funds.
Under the law, persons with HIV infectiare entitled to the same rights and opportunities as
persons with other communicable diseases.

¢ Aslong as employees with HIV/AIDS are able to meet job performance standards, Bee County
Department Heads must ensure that they are treated as any other graploMoreover,
according to Section 504 requirements, reasonable accommodations shall be granted for
employees with HIV/AIDS, unless granting the request poses an undue hardship on the agency.

¢ The agency ensures that development of f#\ated policiess consistent with current
information from public health authorities, such as the Center for Disease Control of the United
States Public Health Service, and with state and federal law and regulations.

e ¢2 NBALRYR (G2 Iy SYLX 2 eiesStiatall eplgyeeS idéise>s (G KS | ISy

education about HIV/AIDS. Knowledge and understanding about HIV/AIDS help increase
SYLX 28SSQa aSyairdAagaite G2 GKSANI O2ftft Sl 3dsSa
compassionate service delivery to the clients.

As part of this education, the agency has in its possession, a video pertaining to HIV/AIDS. The
video shall be viewed upon request from the department heads within the agency. The agency

gAd
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utilization by clients, as well as employees.

e Upon request, the agency shall refer employees to organizations or community support groups,
which offer counseling and support services.

e The agency shall also assist in provgdnformation about health insurance and other benefits
to employees with HIV/AIDS.

¢KS 3Sy0eqa SErAalGAYy3a AINASOlI yOS LINROSRIzNB &
available to employees who believe they have been discriminated against. A stdatehall be
included to specifically prohibit discrimination against employees or clients with HIV/AIDS or
related conditions.

10.08 BOMB THREAT POLICY/PROCEDURES
l R2LJGSR o0& GKS .SS /2dzyie /2YYAaaArz2ySNRa / 2dzNI

PURPOSETOo establish policyral procedures for a bomb threat at properties owned, occupied or

operated by Bee County. Due to the recent bomb threat at the courthouse, it has become apparent that
a bomb threat procedure should be implemented.
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PROCEDURE®/hile it is true that the majority of bomb threats are hoaxes, we should prepare for the
eventual real threat, and treat each threat as if it were real. The following procedures, if followed,
should prevent paniand injury in the event of future bomb threats.

e Persons receiving the threat: Remember, you are the most important person to the
Ay@SadaAalriz2Ndvao Ay GKS S@lfdad A2y 2F GKS GKNBI
Report the threat to your sup¢JdA 4 2 NE ¢ K2 aK2dzZ R Ay GdzZNYy NBLR NI
(3620 HHMUO AYYSRAFGSteo ¢ KSyYy NB L] NI -386R)&ndioK NB I G
the Emergency Management Office (38271). If the threat is in the courthouse, use the
telephoy S Ay UGSND2Y aeadsSy G2 y2diAFe GKS [/ 2dzyae& WdzR

o If the threat is written: Save everything, including the envelope and all contents.
Keep the contents in your possession, with minimal handling. The documents may have the
adza LIS Ol Qa ninkny. PEdehaltidnyfithd doBuments could be very important in establishing a

suspect and any subsequent prosecutions.

Upon arrival of law enforcement, turn the documents over to the investigator for processing as
evidence.

e If the threat is by telephoe: The most important thing you can dd_ISTENEverything said by
the caller has a meaning and a value in the filing of charges once the person has been identified.

1. Write down everything the caller said. Use the Bee County Bomb Threat Checklidegrm
this chapter.

2. If your telephone is equipped with a recorder, turn it on.
3. Let the caller say everything he/she wants to say without interruption.
4. When it appears he/she has said all he/she is going to say, then, as calmly as possible, talk to the

caller and ask the questions provided on the Checklist, even if he/she has already mentioned
them.
5. ,2dz Y& y24 3SG Iy lyasgSNI G2 it 2N lFye 2F GKS
will most likely hang up as soon as you start questioningter.
6. Try to notify your supervisor as soon as possible, even while the caller is still on the paibne,
not through a third party.
7. DO NOTse the same telephone line on which the threat was received to notify the Sheriff
Office, County Judge, or Emengy ManagementDO NOTuse the phone line for anything
dzy At GKS {KSNATFQA hFTFFAOS Ay@SaidAadal 2N dziK2N
activated at the courthouse or any other county facility, wait 10 seconds and dial the desigha
code, this will trace the call or identify the line where the call was made.
8. 5 h b teave your area until you are asked by your supervisor or ordered by the county

property custodian (County Judge).

e Elected Officials and Negrlected Department HeadResponsibilities:

1. Should you or any employee of your department receive or be notified of a bomb threat, do the
following:
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o0 Notify the sheriff department, county judge, and emergency management offices
immediately.

o0 Conduct a search of your arear fanything that does not belong there or is not normally
there.

0 Report any suspicious items, objects, etc. to your supervisor or the investigar.
NOT TOUCH IT!!!

Should the County Judge be unavailable to coordinate the bomb threat operationactanty
County Commissioner that is available to perform the duties.

Should an order be given to evacuate a county building, instruct all employees and visitors to

take all carryin personal items, such as lunch containers, purses, briefcases etc. wiith thhis

will save later searches from being required to search such items. REMEMBER, the bomb search
squad does not open such items in the conventional manner, and if your personal items are left
behind, they may never be the same again. If you ad®ibt about whether an item belongs

o0 Instruct employees to remove their personal vehicle from the area and parking lots and
report to the Bee County Coliseum and remain there until further notice.

o0 Elected officials and neelected department heads are designated as representatives, with
keys to their spaces, and will remain until all employees have left the area and conduct one
last search of their area for any suspicious items, lock their spaces, leave the building and
removetheir personal vehicle from the area or parking lot and report to the bomb threat
coordinating center, located in the Bee Community Center.
LT AyadNHz2OGSR 2N 2NRSNBR (2 S@I0dzZ 4SS (G4KS o6dzAf R
to exit the buildig, do not risk being stuck in an elevator. The operating elevator or elevator
controls are possible sources that may be used to trigger the detonating device of a bomb.

When instructed to evacuate the building or office area, DO NOT turn off any eliectron
equipment, computers, or lights. Deactivation of any switch, computer or electronic equipment
could be a possible source to activate a bomb.

Sheriff Office Responsibilities:

Upon receiving a bomb threat call from any county office or building, tled®& T FQa 2 FFA OS
dispatcher will notify immediately:

o0 Notify the Bee County Sheriff, if not immediately available, then notify the chief Deputy
or Chief Investigator of the bomb threat

o Dispatch at least one patrol unit to respond to the call to establishisty at the
location and assist in establishing a bomb threat coordination center.

0 Restrict all radio communications and cell phone use within 100 feet of the suspect
building.
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0 Provide advice to the County Judge or designated representative osiateanaking for
bomb threat coordination efforts.

10.09 MATERIAL SAFETY DATA SHEET (MSDS)
An MSDS is a document that contains the following information:

I @ al ydzZfFI OGdzNBNRa bl YSS ! RRNRaazI FyR ¢SftSLK2Y
b. Hazardous Ingredients

c. Physical and Chemical Characteristics

d. Fire and Explosion hazard data

e. Reactivity Data

f. Health Hazards

g. Safe handling and Use

h. Control Measures

MSDS sheets themselves must be:

Prepared per OSkistandards
e Prepared by the manufacturer distributor and supplied to the purchaser.
¢ Maintained by the employer in the workplace where the chemical is used and readily available

to employees. Upon request, MSDS sheets must be provided to the Diodé¢ha Department
of State Health Services and the local fire chief.

{'towtL{hwQ{ w9{thb{L.L[LGC,

MSDS must be maintained in a central location for easy access by the employee.

¢ MSDSs must be kept current and there must be one corresponding MSDS agadéle for
every hazardous chemical used or stored on the work site.

¢ When new hazardous substances are received at any work site, the supervisor of that area is to
ensure that an MSDS in included. If not, the supervisor will contact either the drigina
manufacturer or the Risk Manager for the MSDS for the product.

e Because MSDS and proper labeling are required on all hazardous chemicals, employees are not
allowed to bring hazardous chemicals from home to use at work. This policy does not extend to
items for personal use such as nail polish remover.

Texas Tier Two Report: The Public Employer Community RidlastKnow Act, Chapter 506 of the

Health and Safety Code, requires all employers to compile a list of all hazardous chemicals present in the
workplace in excess of certain quantities and submit this list annually to the Department of State Health
Services.
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The Bee County Road and Bridge Department is the only department of Bee County that stores
chemicals that meet the above criterid.id the responsibility of the Department Head of the Bee

County Road and Bridge Department to submit the required Tier Two Reports to the Texas Department
of State Health Services.

A copy of the report shall be provided to the Risk Manager, and tha fioe chief.

10.10 Building Inspection ProgramThe purpose of a building inspection program is to document
unsafe conditions that may exist in facilities owned and operated by Bee County and used by county
employees or the publi@nd insure compliance with Texas Accessibility Standards and the Americans
with Disabilities Act.

The goal of the Building Inspection program is to correct any unsafe condition that may be found and
enhance the safety of our emplegs and the public.

Department Heads shall complete an annual Building Inspection Checklist (Annex 3) in January
of each year, for each building used or under the control of the Department. The completed
Building Inspection Checklist shall be forwardedhe Risk Manager no later that January 31 of
each calendar year.

The Risk Manager shall inspect those items listed that constitute an immediate hazard to
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mitigate the hazard.

10.11 Building Modifications The purpose of this policy is to insure that any modifications or additions

of equipment in facilities owned or used by Bee County, are in compliance with all of the standards
required in the Americans With Disatids Act, and The Texas Accessibility Standards.

No employee will make any modification or add any equipment to any facility owned or used by Bee

County without the consent of the Bee County Commissioners Court, and after an evaluation by the
County RisManager, that the modification complies with all standards existing for that modification.
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Threshold Limits for Drugs
Initial Test Cutoff bvels (ng/ml) Shall be as Follows:

Marijuana metabolites 50
Cocaine metabolites 300
Opiate metabolites *300
Phencyclidine 25
Amphetamines 1000

*25 ng/ml if immunoassay specific for free morphine
Confirmatory Test Cutoff Levels (ng/ml) Shia# as Follows:

Marijuana metabolite 1 15
Cocaine metabolite 2 150
Opiates:
Morphine 300
Codeine 300
Phencyclidine 25
Amphetamines:
Amphetamine 500
Methamphetamine 500

1-Delta-9-tetrahydrocannabinol9-caaboxlic acid
2-Benzoyleogonine
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