
 
 
 
 
 
 

 
PERSONNEL POLICIES 

BEE COUNTY, TEXAS 
 
 
 
 
 
 
 

Adopted: March 22, 2010 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

This document was prepared exclusively for the use of Bee County, Texas.  Many of the 
provisions were originally drafted by Ray Associates, Inc., 508 West 12th Street, Austin, Texas 
78701,  (512) 478-4699.  Provisions were drafted to conform to unique conditions at Bee 
County, Texas, and are not necessarily transferable to other employers or jurisdictions.  Ray 
Associates, Inc., does not have a duty to update these policies except by prior arrangement 
with Bee County, Texas. 
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NOTICE TO EMPLOYEES  
 

.ŜŜ /ƻǳƴǘȅ ƻǇŜǊŀǘŜǎ ǳƴŘŜǊ ǘƘŜ ƭŜƎŀƭ ŘƻŎǘǊƛƴŜ ƻŦ άemployment-at-ǿƛƭƭέ 
and, within requirements of state and local law regarding employment, 
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 and capricious 
manner; however, these personnel policies do not constitute an 
employment agreement between the county and any of its employees 
and in no way limit or restrict the at-will nature of employment.  The 
county has the right to change these policies at any 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 these 

policies are for information 

purposes only and are subject 

to change. 



WELCOME  
 
 
Welcome to employment with Bee County.  We are happy to have you as 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 service to the citizens 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 good 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 service are, and 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 experienced employee, this manual will give you 
facts about the county, how it works, and the policies, which govern us, as employees. 
 
¢ƘŜ ǇŜǊǎƻƴƴŜƭ ǇƻƭƛŎƛŜǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ ƻŦ ǘƘŜ Ŏƻǳƴǘȅ ŀǊŜ ŀŘƻǇǘŜŘ ōȅ ǘƘŜ ŎƻƳƳƛǎǎƛƻƴŜǊΩǎ ŎƻǳǊǘΣ ŀǊŜ 
subject to regular review, and may be 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 additional policies, 
if any, are applicable to you.  If you need more details on the countywide policies and procedures, 
ǇƭŜŀǎŜ Ŏƻƴǎǳƭǘ ǘƘŜ Ŏƻǳƴǘȅ ŀǳŘƛǘƻǊΩǎ ƻŦŦƛŎŜΦ 
 
 
Sincerely 
 
 
 
 
County Judge and 
/ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ 
 
 
                                          3-22-10 



 

 

 

 

SERVICE TO THE PUBLIC  
 
On a day-to-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 government. 
 
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 understand and care about 

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 information 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 anticipated, get 
back in touch and explain the circumstances. 

7. wŜǎǇŜŎǘ ǘƘŜ ŘƛƎƴƛǘȅ ƻŦ ŜǾŜǊȅ ƛƴŘƛǾƛŘǳŀƭΤ ǘǊȅ ƘƻƴŜǎǘƭȅ ŀƴŘ ǎƛƴŎŜǊŜƭȅ ǘƻ ǎŜŜ ǘƘŜ ƻǘƘŜǊ ǇŜǊǎƻƴΩǎ 
point of view; speak kindly to and of others; avoid arguments; and be friendly. 

8. Be punctual in your work and for appointments 
9. 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 advantage. 
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1.00 PERSONNEL POLICIES 

 
1.01  AUTHORITYΦ  ¢ƘŜǎŜ ǇƻƭƛŎƛŜǎ ŀǊŜ ŜǎǘŀōƭƛǎƘŜŘ ōȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘΣ ŀƴŘ ŀƴȅ ŘŜƭŜǘƛƻƴǎΣ 
ŀƳŜƴŘƳŜƴǘǎΣ ǊŜǾƛǎƛƻƴǎΣ ƻǊ ŀŘŘƛǘƛƻƴǎ ǘƻ ǘƘŜ ǇƻƭƛŎƛŜǎ Ƴǳǎǘ ōŜ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘΦ 
 
These policies completely replace and supersede any and all personnel policies previously adopted, 
ƛƴŘƛǾƛŘǳŀƭƭȅ ƻǊ ŀǎ ŀ ǎŜǘ ƻŦ ǇƻƭƛŎƛŜǎΣ ōȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘΦ 
 
In addition to these personnel policies, elected officials and department heads may establish 
departmental rules and regulations that relate 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, as amended, will 
prevail. 
 
1.02  SEVERABILITY.  The 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 provisions, 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 policies 
 

 /ƻǳƴǘȅ !ǳŘƛǘƻǊΩǎ hŦŦƛŎŜ Ƴŀƛƴǘŀƛƴǎ ǘƘŜǎŜ ǇƻƭƛŎƛŜǎ ŀƴŘ ǘƘŜ ƻŦŦƛŎƛŀƭ ǇŜǊǎƻƴƴŜƭ ǊŜŎƻǊŘǎ ǇŜǊǘŀƛƴƛƴƎ ǘƻ 
time and attendance, payroll, resignations, and unemployment; and 

 

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

 
1.04 PURPOSE.  These policies set forth the primary rules governing employment with the county.  
The policies contained here inform employees of the benefits 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 POLICIES.  These 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 regulations 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 



1.06 DISSEMINATION OF PERSONNEL POLICIESΦ  ¢ƘŜ Ŏƻǳƴǘȅ ŀǳŘƛǘƻǊΩǎ ƻŦŦƛŎŜ Ƴŀintains the official set 
of the personnel policies with all revisions for reference by employees.  In additions, the county 
ŀǳŘƛǘƻǊΩǎ ƻŦŦƛŎŜ ǿƛƭƭ ǇǊƻǾƛŘŜ ŀ ŎƻƳǇƭŜǘŜ ŎƻǇȅ ƻŦ ǘƘƛǎ Ƴŀƴǳŀƭ ŀƴŘ ŎƻǇƛŜǎ ƻŦ ŀƭƭ ǎǳōǎŜǉǳŜƴǘ ǊŜǾƛǎƛƻƴǎ ǘƻ 
each department head or elected 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 
ǇƻƭƛŎƛŜǎ ƳŀƛƴǘŀƛƴŜŘ ōȅ ǘƘŜ Ŏƻǳƴǘȅ ŀǳŘƛǘƻǊΩǎ ƻŦŦƛŎŜ ǎƘƻǳƭŘ ōŜ ŎƻƴǎǳƭǘŜŘ ŀƴŘ ǿill control. 
 
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 weeks of 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 OPPORTUNITY.  It is the 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 origin.  : Personnel decisions will be made on the basis of 
occupational qualifications and job-related factors such as skill, knowledge, education, experience, and 
ability to perform a specific job. 
 
Retaliation or discrimination against an employee for alleging discrimination 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.T.C.S. Article 5221K; 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 Code, Chapters 591-596). 
 
1.08 SEXUAL HARASSMENT.  It is the policy of the county to provide and maintain a work 
environment, which is free of sexual harassment, sexual exploitation, and intimidation. Bee County has a 
ά½9whέ ǘƻƭŜǊŀƴŎŜ ǇƻƭƛŎȅ ǊŜƎŀǊŘƛƴƎ ǎŜȄǳŀƭ ƘŀǊŀǎsment or any other prohibited harassment.  All 
employees are expected to comply with this policy.  Failure to do so will result in disciplinary action, up 
to and including, termination. 
 
Lƴ ǘƘƛǎ ǎŜŎǘƛƻƴΣ άǎŜȄǳŀƭ ƘŀǊŀǎǎƳŜƴǘέ ƳŜŀƴǎ ǳƴǿŜƭŎƻƳŜ ǎŜȄǳŀƭ ŀŘǾŀƴŎŜǎΣ requests for sexual favors, or 
other verbal or physical conduct of a sexual nature, submission to which is made a term or condition of a 
ǇŜǊǎƻƴΩǎ ŜȄŜǊŎƛǎŜ ƻǊ ŜƴƧƻȅƳŜƴǘ ƻŦ ŀƴȅ ǊƛƎƘǘΣ ǇǊƛǾƛƭŜƎŜΣ ǇƻǿŜǊΣ ƻǊ ƛƳƳǳƴƛǘȅΦ 
 
An employee who believes he or she has been subjected to sexual harassment should file a grievance 
ǳƴŘŜǊ ǘƘŜ ǎǇŜŎƛŀƭ ǇǊƻǾƛǎƛƻƴ ƻŦ ǘƘŜ ŎƻǳƴǘȅΩǎ ƎǊƛŜǾŀƴŎŜ ǇǊƻŎŜŘǳǊŜ ŀǇǇƭƛŎŀōƭŜ ǘƻ ƎǊƛŜǾŀƴŎŜǎ ōŀǎŜŘ ƻƴ 
alleged sexual harassment.  Retaliation or discrimination against an employee for alleging sexual 
harassment is prohibited. 
 
(Legal reference:  Title VII of the U.S. Civil Rights Act, Section 703, as interpreted by EEOC: Sex 
Discrimination Guidelines, Section 1604.11; Meritor Savings Band v. Vinson, U.S. Supreme Court, 1986). 
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1.09 PERSONS WITH DISABILITIES.  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 
accommodation 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 is prohibited in any county owned buildings or vehicles.  Designated 
smoking areas will be identified outside, away from buildings and building entrances. 
 
 
1.11 CHANGES TO THESE POLICIES AND EMPLOYEE SUGGESTIONS.  These personnel policies may be 
amended or revised, or new policies may be added, at any time, with or without notice, upon the 
ŀǇǇǊƻǾŀƭ ƻŦ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘΦ  Lƴ ŀŘŘƛǘƛƻƴΣ ǘƘŜ Ŏƻǳƴǘȅ ŀǳŘƛǘƻǊΩǎ ƻŦŦƛŎŜ ŎƻƴŘǳŎǘǎ ŀƴ ŀƴƴǳŀƭ 
review of the policies contained in this manual as part of the budget process and submits any necessary 
or recommended changes to the ComƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ŦƻǊ ŀǇǇǊƻǾŀƭ ǇǊƛƻǊ ǘƻ ǘƘŜ ōŜƎƛƴƴƛƴƎ ƻŦ ǘƘŜ ƴŜǿ 
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 personnel policy change should 
submit his or her suggestion(s) in writing, to the appropriate department head or elected official who 
ǿƛƭƭ ŦƻǊǿŀǊŘ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘΣ ǿƘŜǊŜ ŀǇǇǊƻǇǊƛŀǘŜΣ ŀƭƻƴƎ ǿƛǘƘ ǘƘŜ ǊŀǘƛƻƴŀƭŜ 
for making the change.  Employees are responsible for maintaining current knowledge and 
understanding of all personnel policy changes and for requesting clarification or assistance when 
needed. 
 
1.12.  WHISTLEBLOWER ACT.  Any 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 information 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 or safety, if 
such disclosure is not specifically prohibited by law. 
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2.00 EMPLOYEE RESPONSIBILTIES 
 
2.01  GENERAL.  The county is a public, tax-supported organization.  Its employees must adhere to high 
standards of public service that emphasize professionalism, courtesy, and avoidance of even the 
ŀǇǇŜŀǊŀƴŎŜ ƻŦ ƛƭƭŜƎŀƭ ƻǊ ǳƴŜǘƘƛŎŀƭ ŎƻƴŘǳŎǘ ŀǘ ŀƭƭ ǘƛƳŜǎΦ  9ƳǇƭƻȅŜŜǎ ŀǊŜ ǊŜǉǳƛǊŜŘ ǘƻ ƎƛǾŜ ŀ Ŧǳƭƭ ŘŀȅΩǎ ǿƻǊƪ 
ŦƻǊ ŀ Ŧǳƭƭ ŘŀȅΩǎ ǇŀȅΣ ǘƻ ŎŀǊǊȅ ƻǳǘ ŜŦŦƛŎƛŜƴǘƭȅ ǘƘŜ ǿƻǊƪ ƛǘŜƳǎ ŀǎǎƛƎƴŜŘ ŀǎ ǘƘŜƛǊ ǊŜǎǇƻƴsibility, to maintain 
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 APPEARANCE.  Employees of the county are hired to provide services to the 
ŎƻǳƴǘȅΩǎ ŎƛǘƛȊŜƴǎ ŀƴŘ ǘƻ ǇŜǊŦƻǊƳ ǎǇŜŎƛŦƛŎ ǘŀǎƪǎ ƛƴ ŀ ǇǊƻŦŜǎǎƛƻƴŀƭ ƳŀƴƴŜǊΦ  !ǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜǎ ƻŦ ǘƘŜ 
county, employees are encouraged to set and meet high standards, both in performing quality work, 
and in presenting a professional personal image 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, well-groomed appearance and a courteous attitude are 
ƴŜŎŜǎǎŀǊȅ ƛƴ ŎǊŜŀǘƛƴƎ ŀƴŘ ƳŀƛƴǘŀƛƴƛƴƎ ŀ ǇǊƻŦŜǎǎƛƻƴŀƭΣ ŦŀǾƻǊŀōƭŜ ƛƳŀƎŜ ƻŦ ǘƘŜ ŎƻǳƴǘȅΩǎ ǿƻǊƪ ŦƻǊŎŜΦ 
 
2.03  TIMELINESS AND ATTENDANCE.  Employees are to be punctual 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 hour after 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 
Time chapter 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 are expected to call 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 for disciplinary action up to and including termination of employment. 
 
2.04  OUTSIDE ACTIVITIES.   Employees may not engage in any outside employment, activity, or 
enterprise determined by the elected or appointed department head (1) to be inconsistent or 
incƻƳǇŀǘƛōƭŜ ǿƛǘƘ ŜƳǇƭƻȅƳŜƴǘ ǿƛǘƘ ǘƘŜ ŎƻǳƴǘȅΤ ƻǊ όнύ ǘƻ ŀŦŦŜŎǘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ Ƨƻō ǇŜǊŦƻǊƳŀƴŎŜ 
adversely. 
 
Any department head or elected official, at his or her discretion, may require that employees in that 
department notify the department head or elected ofŦƛŎƛŀƭ ǇǊƛƻǊ ǘƻ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŀŎŎŜǇǘŀƴŎŜ ƻŦ ŀƴȅ 
outside employment, including self-employment. 
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If a county employee is injured on the job in the course of employment outside of his or her 
ŜƳǇƭƻȅƳŜƴǘ ǿƛǘƘ ǘƘŜ ŎƻǳƴǘȅΣ ǘƘŜ ŜƳǇƭƻȅŜŜ Ƴŀȅ ƴƻǘ ŦƛƭŜ ŀ ǿƻǊƪŜǊΩǎ ŎƻƳǇŜƴǎŀǘƛƻƴ ŎƭŀƛƳ ŀƎŀƛƴǎǘ ǘƘŜ 
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 GRATUITIES.  A county 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 
ǇŜǊŦƻǊƳŀƴŎŜ ƻŦ ŘǳǘƛŜǎ ŦƻǊ ǘƘŜ ŎƻǳƴǘȅΦ  {ŜŜ ά/ƻƴŦƭƛŎǘ ƻŦ LƴǘŜǊŜǎǘέ ǎŜŎǘƛƻƴ ōŜƭƻǿΦ 
 
2.06  CONFLICT OF INTEREST. 
 
 

1. County Elected Officials.   ! ƳŜƳōŜǊ ƻŦ ǘƘŜ ŎƻƳƳƛǎǎƛƻƴŜǊΩǎ ŎƻǳǊǘ ŀƴŘ ŎŜǊǘŀƛƴ ƻǘƘŜǊ Ŏƻǳƴǘȅ 
officials will not participate in a vote or decision affecting a business or real estate in which the 
member or official has a substantial interest.  The details of this prohibition are set out in the 
ŎƻǳƴǘȅΩǎ ά/ƻƴŦƭƛŎǘ ƻŦ LƴǘŜǊŜǎǘέ tƻƭƛŎȅ ŦƻǊ aŜƳōŜǊǎ ƻŦ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ŀƴŘ /ŜǊǘŀƛƴ 
ƻǘƘŜǊ /ƻǳƴǘȅ hŦŦƛŎƛŀƭǎΦέ 

 
2. County Employees. An employee may not (1) solicit or 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 employeŜΩǎ ǇŜǊŦƻǊƳŀƴŎŜΤ όнύ ŀŎŎŜǇǘ ŜƳǇƭƻȅƳŜƴǘ ƻǊ ŎƻƳǇŜƴǎŀǘƛƻƴ ǘƘŀǘ 
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 impair independence of judgment in performance of duties for the county; (4) make 
any personal investment that might reasonably be expected to create a substantial conflict 
ōŜǘǿŜŜƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǇǊƛǾŀǘŜ ƛƴǘŜǊŜǎǘ ŀƴŘ ŘǳǘƛŜǎ ŦƻǊ ǘƘŜ ŎƻǳƴǘȅΤ ƻǊ όрύ ǎƻƭƛŎƛǘ ƻǊ ŀŎŎŜǇǘ or 
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 ACTIVITY.  Employees of the county 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 an election 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 political purpose. 
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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 addition, no county-owned 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 which presidential 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 government. 

 
!ƴ ŜƳǇƭƻȅŜŜΩǎ ǇƻƭƛǘƛŎŀƭ ŀŎǘƛǾƛǘȅ ǿƘƛŎƘ ƛǎ ƴƻǘ ƛƴ Ǿƛƻƭŀǘƛƻƴ ƻŦ ǘƘƛǎ ǎŜŎǘƛƻƴ ǿƛƭƭ ƴƻǘ ōŜ ŎƻƴǎƛŘŜǊŜŘ ƛƴ 
determining his or her compensation, eligibility for promotion or demotion, work assignment, leave or 
travel requests, or in applying any other employment practices to the employee. 
 
(Legal reference:  U.S. Hatch Act of 1940, as amended) 
 
2.08   CHAIN OF COMMAND.  Individual county employees are responsible to the appropriate elected or 
appointed department head or to a supervisor designated by the elected 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.  From 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 
ŜƳǇƭƻȅŜŜΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ƴƻǘƛŦȅ Ƙƛǎ ƻǊ ƘŜǊ ǎǳǇŜǊǾƛǎƻǊ ŀōƻǳǘ ǘƘŜ ŘƛǊŜŎǘƛƻƴΣ ƛts purpose, and the 
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 elected official.  Employees are to refer the public to the appropriate elected or 
appointed department head if a question is non-routine, controversial, or outside of the scope of the 
ŜƳǇƭƻȅŜŜΩǎ ƴƻǊƳŀƭ ŘǳǘƛŜǎΦ 
 
 2.10  TELEPHONE USE.  Telephones are to be used for county 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 PROCEDURES.  Parking lots are 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.  
±ŜƘƛŎƭŜǎ ǇŀǊƪŜŘ ƛƴ Ǿƛƻƭŀǘƛƻƴ ƻŦ ǘƘƛǎ ǇƻƭƛŎȅ ǿƛƭƭ ōŜ ǘƻǿŜŘ ŀǿŀȅ ŀǘ ǘƘŜ ƻǿƴŜǊΩǎ ŜȄǇŜƴǎŜΦ  9ƳǇƭƻȅŜŜǎ should 
refrain from parking in locations designated for visitors or the public. 
 
2.12     UNIFORMSΦ  ¢ƘŜ {ƘŜǊƛŦŦΩǎΣ ŎƻǊǊŜŎǘƛƻƴǎΣ ŀƴŘ ǊƻŀŘ ŀƴŘ ōǊƛŘƎŜ ŘŜǇŀǊǘƳŜƴǘǎ ǊŜǉǳƛǊŜ ǎƻƳŜ ƻŦ ǘƘŜƛǊ 
employees to wear uniforms.  Each employee is expected to keep his or her uniforms neat and clean. 
 

6 



 
 
2.13  PURCHASING.  Purchases by county employees will be made only as authorized by elected officials 
ƻǊ ŀǇǇƻƛƴǘŜŘ Ŏƻǳƴǘȅ ŘŜǇŀǊǘƳŜƴǘ ƘŜŀŘǎ ƻǊ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ŀƴŘ ǿƛƭƭ ōŜ ƳŀŘŜ ƛƴ ŀŎŎƻǊŘŀƴŎŜ 
with state purchasing laws as they apply to counties.  (Legal Reference:  V.T.C.A., Local Government 
Code, Chapter 262). 
 
 
2.14  INDEBTEDNESS TO THE COUNTY.  State law prohibits issuing a paycheck to a county employee if 
the employee is indebted to the county or to the state. (Legal Reference:  V.T.C.S., Local Government 
Code, Section 154.025.  Applies only to counties with population of 190,000 or less. 
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3.00 HIRING PRACTICES 
 

 
3.01  METHODS OF RECRUITMENT AND SELECTION.  The county has 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 current 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 head determines the method of selection to be used in 
ŦƛƭƭƛƴƎ ŜŀŎƘ ǾŀŎŀƴŎȅΦ  IƻǿŜǾŜǊΣ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ Ƴǳǎǘ ŀǇǇǊƻǾŜ ŦǳƴŘƛƴƎ ŀƴŘ ǊŜŎǊǳƛǘƳŜƴǘ ŦƻǊ ŀ 
position before recruitment begins. 
 
If two or more applicants have substantially equal qualifications and one is 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 when a specific 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 ANNOUNCEMENTS.  Elected officials and department heads must send a notice of any 
Ǉƻǎƛǘƛƻƴ ƻǇŜƴƛƴƎǎ ŦƻǊ ǿƘƛŎƘ ǘƘŜǊŜ ǿƛƭƭ ōŜ ŎƻƳǇŜǘƛǘƛǾŜ ŎƻƴǎƛŘŜǊŀǘƛƻƴ ǘƻ ǘƘŜ Ŏƻǳƴǘȅ ŀǳŘƛǘƻǊΩǎ ƻŦŦƛŎŜ ŦƻǊ 
ǇƻǎǘƛƴƎΦ  ¢ƘŜ Ŏƻǳƴǘȅ ŀǳŘƛǘƻǊΩǎ ƻŦŦƛŎŜ ǿƛƭƭ ƴƻǘƛŦȅ ŎǳǊǊŜƴǘ Ŏƻǳƴǘȅ ŜƳǇƭƻȅŜŜǎ ŀnd the general public 
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.  The county maintains 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 qualifications required to fill 
the position. 
 
3.04  SELECTIONΦ  9ȄŎŜǇǘ ŦƻǊ Ǉƻǎƛǘƛƻƴǎ ŦƛƭƭŜŘ ōȅ ŀ ǾƻǘŜ ƻŦ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘΣ ŜŀŎƘ ŜƭŜŎǘŜŘ ƻŦŦƛŎƛŀƭ 
or department head is responsible for selection of persons to fill each vacant position within the pay 
limits set by the CƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘΦ  hƴŎŜ ŀ ǎŜƭŜŎǘƛƻƴ ƛǎ ƳŀŘŜΣ ǘƘŜ ŜƭŜŎǘŜŘ ƻŦŦƛŎƛŀƭ ƻǊ ŘŜǇŀǊǘƳŜƴǘ 
ƘŜŀŘ ǿƛƭƭ ǎǳōƳƛǘ ǘƻ ǘƘŜ Ŏƻǳƴǘȅ ŀǳŘƛǘƻǊΩǎ ƻŦŦƛŎŜ ŀ ŎƘŀƴƎŜ ƛƴ ǎǘŀǘǳǎ ŦƻǊƳ ƭƛǎǘƛƴƎ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ŀǇǇƭƛŎŀƴǘΣ 
the requested classification, beginning salary, and the effective date of employment.  A copy of the 
ŀǇǇƭƛŎŀƴǘΩǎ ǊŜǎǳƳŜ ŀƴŘ ŀǇǇƭƛŎŀǘƛƻƴ ŦƻǊ ŜƳǇƭƻȅƳŜƴǘ ŀƴŘ ŀ ŎƻǇȅ ƻŦ ǘƘŜ ǊŜǎǳƭǘǎ ŦǊƻƳ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ 
physical examination will be attached to the change in status form.  The county auditor will submit the 
change in status form ǘƻ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ŦƻǊ ŀǇǇǊƻǾŀƭΦ  ²ƘŜƴ ŀ ǇŜǊǎƻƴƴŜƭ ŀŎǘƛƻƴ ƛǎ ŀǇǇǊƻǾŜŘ 
ōȅ ǘƘŜ ŎƻǳƴǘȅΣ ǘƘŜ ƳƛƴǳǘŜǎ ǿƛƭƭ Ŏƻƴǘŀƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƴŀƳŜ ŀƴŘ ǊŀǘŜ ƻŦ ǇŀȅΦ  ¢ƘŜ ŎƘŀƴƎŜ ƛƴ ǎǘŀǘǳǎ ŦƻǊƳ 
ǿƛƭƭ ōŜ ǇƭŀŎŜŘ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǇŜǊǎƻƴƴŜƭ ŦƛƭŜΦ 
 
The responsible appointing authority (i.e., elected official) is permitted to select the specific individual 
for each position in the department. 
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3.05   AGE REQUIREMENT.  Persons under 16 years of age will not be employed in any full-time regular 
position.  Persons under 18 years of age will not be hired in any hazardous occupation.  Any prospective 
Ŏƻǳƴǘȅ ŜƳǇƭƻȅŜŜ ǳƴŘŜǊ му ȅŜŀǊǎ ƻŦ ŀƎŜ Ƴǳǎǘ ƘŀǾŜ ǿǊƛǘǘŜƴ ǇŜǊƳƛǎǎƛƻƴ όŀ ǎƛƎƴŜŘ aƛƴƻǊΩǎ wŜƭŜŀǎŜ CƻǊƳύ 
ŦǊƻƳ Ƙƛǎ ƻǊ ƘŜǊ ƭŀǿŦǳƭ ǇŀǊŜƴǘ ƻǊ ƎǳŀǊŘƛŀƴ ƛƴ ǘƘŜ Ŏƻǳƴǘȅ ŀǳŘƛǘƻǊΩǎ ƻŦŦƛŎŜ prior to the first day of 
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 Discrimination in Employment Act of 1967, as amended) 
 
3.06   APPLICATION FOR EMPLOYMENT.  When 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, and the completed application should be returned to that department.  To be valid, 
ŀƴ ŀǇǇƭƛŎŀǘƛƻƴ Ƴǳǎǘ ōŜ ƳŀŘŜ ƻƴ ǘƘŜ ŎƻǳƴǘȅΩǎ ƻŦŦƛŎƛŀƭ ŀǇǇƭƛŎŀǘƛƻƴ ŦƻǊƳΦ  ²ƘŜƴ ŀƴ ŀǇǇƭƛŎŀǘƛƻƴ ƛǎ ǊŜŎŜƛǾŜŘ 
for a specific departmental position vacancy, the department must separate the EEO 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 Code of Federal 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 for positions with the county, which require driving a vehicle, the department head 
Ƴǳǎǘ ŎƘŜŎƪ ǘƘŜ ǇǊƻǎǇŜŎǘƛǾŜ ŜƳǇƭƻȅŜŜΩǎ ŘǊƛǾƛƴƎ ǊŜŎƻǊŘ ǇǊƛƻǊ ǘƻ ƻŦŦŜǊƛƴƎ ǘƘŜ ŀǇǇƭƛŎŀƴǘ ŜƳǇƭƻȅƳŜƴǘ ǿƛǘƘ 
the county. 
 
3.07   EMPLOYMENT OF RELATIVES (NEPOTISM).  Nepotism is the showing 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 degree by conǎŀƴƎǳƛƴƛǘȅ όōƭƻƻŘύ ǘƻ ŀƴȅ ƳŜƳōŜǊ ƻŦ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ƻǊ ǘƻ ǘƘŜ ŜƭŜŎǘŜŘ 
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 county employment that is related in 
one of the prohibited degrees unless the employee has been employed continuously by the county for a 
period of: 
 

1.  At least 30 days, if the officer or member is appointed; 
 
2.  At least six months, if the officer or member is elected at an election other than the general 
election for state and county officers; or  (Legal 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) 

 
Lƴ ŀŘŘƛǘƛƻƴΣ ƴƻ ǇŜǊǎƻƴƴŜƭ ŀŎǘƛƻƴ ǿƛƭƭ ōŜ ǘŀƪŜƴ ǘƘŀǘ ǿƻǳƭŘ ǊŜǎǳƭǘ ƛƴ ŀƴȅ ŜƳǇƭƻȅŜŜΩǎ ǎǳǇŜǊǾƛǎƛƴƎ ŀƴƻǘƘŜǊ 
employee who is related within the second degree of affinity or the third degree of consanguinity to the 
supervisory employee. 
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3.08   TESTING.  Except 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 be specifically job-ǊŜƭŀǘŜŘ όάǇƛŜŎŜ-of-the-Ƨƻōέύ ǘŜǎǘǎ όŜΦƎΦΣ ǘȅǇƛƴƎΣ ƻǇŜǊŀǘƛƴƎ ŀ ŎƻƳǇǳǘŜǊΣ 
operating a piece of equipment, lifting something heavy required in the job, tabulating columns of 
numbers, writing samples, etc.). 
 
3.09   PHYSICAL STANDARDS.  Knowledge 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 job-related injuries from existing medical problems.  For these reasons, a person 
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 x-rays are required for persons who will perform 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 to show 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 health.  (Legal reference: V.T.C.A., 
Government Code , Section 415.057). 
 
wŜǉǳƛǊŜŘ ŜȄŀƳƛƴŀǘƛƻƴǎ ǿƛƭƭ ōŜ ƳŀŘŜ ōȅ ŀ ǇƘȅǎƛŎƛŀƴ ŀƴŘ ǇǎȅŎƘƻƭƻƎƛǎǘ ƻǊ ǇǎȅŎƘƛŀǘǊƛǎǘ ƻŦ ǘƘŜ ŎƻǳƴǘȅΩǎ 
choice and will be paid for by the county. 
 
3.10   VERIFICATION OF ELIGIBILITY TO WORK.  In order to comply with the Immigration Reform and 
Control Act of 1986, each new employee will be required to complete and sign an INS Form I-9 within 
three days of his or her first day of employment to provide proof of his or her identity and employment 
eligibility.  (Legal reference: Federal Immigration Reform and Control Act of 1986, P.L. Number 99-603). 
 
 
3.11   DRIVING RECORD.  Every county employee who is required to drive a vehicle or operate a piece of 
ŜǉǳƛǇƳŜƴǘ ǿƘƛŎƘ ǊŜǉǳƛǊŜǎ ŀ ǾŀƭƛŘ ŘǊƛǾŜǊΩǎ ƭƛŎŜƴǎŜ Ƴǳǎǘ Ƴŀƛƴǘŀƛƴ ŀ ǎŀŦŜ ŘǊƛving record and may be 
ǊŜǉǳƛǊŜŘ ǘƻ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ ŘŜŦŜƴǎƛǾŜ ŘǊƛǾƛƴƎ ŎƻǳǊǎŜǎ ŀǘ ǘƘŜ ŎƻǳƴǘȅΩǎ ǊŜǉǳŜǎǘΦ  9ȄŎŜǇǘ ŀǎ ǊŜǎǘǊƛŎǘŜŘ ōȅ ǎǘŀǘŜ 
law, the department head is responsible for initiation by the county of a check of a prospective 
ŜƳǇƭƻȅŜŜΩǎ ŘǊƛǾƛƴƎ ǊŜŎƻǊŘ Ǉrior to offering the applicant county employment in a capacity which 
requires operating a vehicle or piece of equipment. 
 
3.12   DISQUALIFICATION.  An applicant is disqualified from employment by the county if he or she (1) 
does not meet the minimum qualifications 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 offered or attempted 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 legal work 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 COUNTY.    Employees entering service with the county who have 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  PLACEMENT ON COUNTY PAYROLL.  New employees must fill out employment forms before or 
during their first day of employment.  The elected official(s) or appointed department head must 
ǇǊƻǾƛŘŜ ǘƘŜ ƴŜŎŜǎǎŀǊȅ ǇŀǇŜǊǿƻǊƪ ǘƻ ǘƘŜ Ŏƻǳƴǘȅ ŀǳŘƛǘƻǊΩǎ ƻŦŦƛŎŜ ǇǊƛƻǊ ǘƻ ǘƘŜ ƴŜǿ ŜƳǇƭƻyee being placed 
on the payroll. 
 
3.15   TEMPORARY/EMERGENCY EMPLOYEES.  Before a department head or elected official may hire a 
ǘŜƳǇƻǊŀǊȅ ƻǊ ŜƳŜǊƎŜƴŎȅ ŜƳǇƭƻȅŜŜΣ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘΩǎ ōǳŘƎŜǘ Ƴǳǎǘ Ŏƻƴǘŀƛƴ ŀ ƭƛƴŜ ƛǘŜƳΣ ŀǳǘƘƻǊƛȊŜŘ ōȅ 
ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘΣ ŦƻǊ ǇŀȅƳŜƴǘ ƻŦ ǘŜƳǇƻǊŀǊȅ ƻǊ ŜƳŜǊƎŜƴŎȅ ŜƳǇƭƻȅŜŜΩǎ ǎŀƭŀǊƛŜǎΦ  ¢ƘŜǊŜ ŀƭǎƻ 
Ƴǳǎǘ ōŜ ǎǳŦŦƛŎƛŜƴǘ ŦǳƴŘǎ ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŀǘ ƭƛƴŜ ƛǘŜƳ ǘƻ ŎƻǾŜǊ ǘƘŜ ƛƴŎƻƳƛƴƎ ŜƳǇƭƻȅŜŜΩǎ ǎŀƭŀǊȅ ŦƻǊ ǘƘŜ 
specified temporary period of employment. 
 
LŦ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘΩǎ ōǳŘƎŜǘ ŘƻŜǎ ƴƻǘ Ŏƻƴǘŀƛƴ ŀ line item for temporary or emergency employee salaries, 
ǘƘŜ ŘŜǇŀǊǘƳŜƴǘ ƘŜŀŘ Ƴǳǎǘ ŦƛǊǎǘ ƻōǘŀƛƴ ŀǳǘƘƻǊƛȊŀǘƛƻƴ ŦǊƻƳ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ŜŀŎƘ ǘƛƳŜ ǇǊƛƻǊ ǘƻ 
hiring any temporary or emergency employee(s). 
 
Under no circumstances will the county issue a paycheck to a temporary or emergency employee if all of 
these conditions are not met. 
 
3.16    ORIENTATION AND TRAININGΦ  ¢ƘŜ Ŏƻǳƴǘȅ ŀǳŘƛǘƻǊΩǎ ƻŦŦƛŎŜ ǇǊƻǾƛŘŜǎ ŀ ƎŜƴŜǊŀƭ ƻǊƛŜƴǘŀǘƛƻƴ ŦƻǊ ƴŜǿ 
employees about employment with the county.  During this orientation, employees are shown the 
Personnel Policies Manual, and 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 following the Policy Manual Orientation, all new hires and re-hires 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 encountered on the 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 
ōȅ ǘƘŀǘ ǇŜǊǎƻƴΩǎ ŘŜǎƛƎƴŀǘŜŘ ǊŜǇǊŜǎentative.  The purpose of the session is to enable 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 head for whom he or she 
works.  Whenever possible, employees receive on-the-job training under close supervision. 
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4.00  TYPES OF EMPLOYMENT 
 
 
4.01     CATEGORIES OF EMPLOYMENT.  There are four categories of employment with the County. 
 
Regular Full Time.   A regular full-time 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 employees may be either hourly or salaried. 
 
Regular Part-Time.  A regular part-time 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.  Part-time employees are paid on an hourly basis. 
 
Temporary Full-Time.   A temporary full-time 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.  Temporary full-time 
employees may be either hourly or salaried. 
 
Temporary Part-Time.  A temporary part-time employee is an employee hired to work an average of 30 
hours per week for a period expected to last less than six months.  Part-time employees are paid on an 
hourly basis. 
 
See Benefits chapter of these policies for details of benefits available to each category of employees. 
 
4.02  INTRODUCTORY PERIOD.  All new regular employees serve a 90-day introductory period. 
 
In the event that employment is terminated or the employee resigns during the introductory period, he 
or she will not be paid for any accumulated leave. 
 
4.03  ASSIGNED STAFF.  Staff who are assigned to the county but are paid directly by another 
government or private organization are not employees of the county.  These emplƻȅŜŜΩǎ ōŜƴŜŦƛǘǎ ŀǊŜ 
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. 
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5.00  EMPLOYEE COMPENSATION AND ADVANCEMENT 

 
5.01    PAY.  Pay for county elected and appointed officials and employees who are paid wholly from 
Ŏƻǳƴǘȅ ŦǳƴŘǎ ƛǎ ǎŜǘ ŜŀŎƘ ȅŜŀǊ ōȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ƛƴ ǘƘŜ ŀdopted county operating budget.  
wǳƭŜǎ ƎƻǾŜǊƴƛƴƎ ǎŀƭŀǊȅ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴ ŀƴŘ Ǉŀȅ ƛƴŎǊŜŀǎŜǎ ŀǊŜ ŀƭǎƻ ŜǎǘŀōƭƛǎƘŜŘ ōȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ 
Court.  (Legal reference: V.T.C.A, Local Government Code, Chapter 152). 
 
5.02  SALARY GRIEVANCES.  Appointed employees of the county have access to the chapter of these 
policies entitle Grievances for matters related to compensation. 
 
The remainder of this section applies only to elected officials.  An elected county or precinct officer who 
is aggrieved by the setting of his or ƘŜǊ ǎŀƭŀǊȅΣ ŜȄǇŜƴǎŜǎΣ ƻǊ ƻǘƘŜǊ ŀƭƭƻǿŀƴŎŜǎ ōȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ 
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 not be entitled to vote; and  
 

1. The Sheriff, County Tax Assessor-Collector, 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. Nine publiŎ ƳŜƳōŜǊǎΣ ƛŦ ƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ǾƻǘŜǎ ƻƴ ǘƘŜ ǎŜŎƻƴŘ aƻƴŘŀȅ ƛƴ WŀƴǳŀǊȅ ŜŀŎƘ 

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 personal 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 the hearing, it will 
ǇǊŜǇŀǊŜ ƛǘǎ ǊŜŎƻƳƳŜƴŘŀǘƛƻƴ ƛƴ ǿǊƛǘƛƴƎ ŀƴŘ ŘŜƭƛǾŜǊ ƛǘ ǘƻ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘΣ ǿƘƛŎƘ ǿƛƭƭ ŎƻƴǎƛŘŜǊ 
the recommendation at its next meeting. 
 
If nine members vote to recommend the increase and sign the recommendation, the committee will 
deliveǊ ƛǘǎ ǊŜŎƻƳƳŜƴŘŀǘƛƻƴ ǘƻ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘΦ   ¢ƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ǿƛƭƭ ƛƴŎƭǳŘŜ ǘƘŜ 
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 Code, Chapter 152, subchapter B). 
 
5.03  PAYDAYS.   There are 26 pay periods each fiscal year.  Checks are issued every two weeks on Friday 
for each 14-day pay period ending at twelve midnight or at the end of the shift on the Saturday 
preceding the pay date.  If the payday falls on a holiday, checks will be issued on the last working day 
preceding the holiday.  County checks will be voided after 180 days.  
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5.04  CHECK DELIVERY.  Paychecks 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 reason.  (Legal 
reference:  Texas Constitution, Article III, Sections 51, 52, and 53). 
 
An employee must bring any discrepancy in a paycheck (such as overpayment, underpayment, or 
incorrect payroll deductions) to the attention of the county auditor. 
 
5.05  PAYROLL DEDUCTIONS.  !ƴȅ ŘŜŘǳŎǘƛƻƴǎ Ƴǳǎǘ ōŜ ŀǇǇǊƻǾŜŘ ŀƴŘ ŀǳǘƘƻǊƛȊŜŘ ōȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ 
/ƻǳǊǘΦ  5ŜŘǳŎǘƛƻƴǎ ǿƛƭƭ ōŜ ƳŀŘŜ ŦǊƻƳ ŜŀŎƘ ŜƳǇƭƻȅŜŜΩǎ Ǉŀȅ ŦƻǊ ǘƘŜ ŦƻƭƭƻǿƛƴƎΥ 
 
ü Federal social security; 

 
ü Federal income taxes; 

 
ü Court-ordered child support; 

 
ü Texas County and District Retirement System contributions (for regular full-time employees and 

eligible elected and appointed department heads); and 
 
ü Any other deductions required by law. 

 
Lƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǇƻƭƛŎƛŜǎ ŀƴŘ ƎŜƴŜǊŀƭ ǇǊƻŎŜŘǳǊŜǎ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘΣ ŘŜŘǳŎǘƛƻƴǎ 
ŦǊƻƳ ŀƴ ŜƳǇƭƻȅŜŜΩǎ Ǉŀȅ Ƴŀȅ ōŜ ŀǳǘƘƻǊƛȊŜŘ ōȅ ǘƘŜ ŜƳǇƭƻȅŜŜ ŦƻǊΥ 
 
ü The portion not paid by the county of group health/medical or dental premiums for the 

employee or dependants; 
 
ü Supplemental deferred compensation; and  

 
ü {ǳŎƘ ƻǘƘŜǊ ŘŜŘǳŎǘƛƻƴǎ ŀǎ Ƴŀȅ ōŜ ŀǳǘƘƻǊƛȊŜŘ ōȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘΦ 

 
LŦ ǘƘŜǊŜ ƛǎ ŀ ŎƘŀƴƎŜ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŦŀƳƛƭȅ ǎǘŀǘǳǎΣ ŀŘŘǊŜǎǎΣ ƻǊ ƻǘƘŜǊ ŦŀŎǘƻǊ ŀŦŦŜŎǘƛƴƎ Ƙƛǎ ƻǊ ƘŜǊ ǇŀȅǊƻƭƭ 
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  PERFORMANCE-BASED INCREASES.  Lƴ ŀƴȅ ȅŜŀǊ ƛƴ ǿƘƛŎƘ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊt sets aside 
funds for performance-ōŀǎŜŘ ƛƴŎǊŜŀǎŜǎΣ ǘƘƻǎŜ ƛƴŎǊŜŀǎŜǎΣ ōŀǎŜŘ ƻƴ ŀ ǇŜǊŎŜƴǘŀƎŜ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ 
current salary, may be granted for exceptionally good and consistent performance in the same position.  
Performance-based increases are not used to recognize increased duties and responsibilities (a 
promotion) and are granted without regard to cost-of-living factors or longevity. 
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Such increases recognize outstanding performance and thus are granted only in conjunction with the 
ǎǳǇŜǊǾƛǎƻǊΩǎ ǊŜŎƻƳƳŜƴŘŀǘƛƻƴ ŀƴŘ ŀ ǇŜǊŦƻǊƳŀƴŎŜ ŜǾŀƭǳŀǘƛƻƴ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΦ 
 
A performance-based increase is an advancement to a higher step in the same pay group and normally 
should not exceed two steps.  A performance-ōŀǎŜŘ ƛƴŎǊŜŀǎŜ Ŏŀƴƴƻǘ ƛƴŎǊŜŀǎŜ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ǎŀƭŀǊȅ 
beyond the maximum of the pay group for the position. 
 
5.07  ACROSS-THE-BOARD PAY INCREASES.  During budget deliberations for the forthcoming year, the 
/ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ Ƴŀȅ ŀǳǘƘƻǊƛȊŜ ŀƴ ŀŎǊƻǎs-the-board pay increase.  If an across-the-board or cost-
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 
ŜƳǇƭƻȅŜŜΩǎ ǎŀƭŀǊȅ ŀǊŜ ŀŘƧǳǎǘŜŘ ōȅ ǘƘŜ ŀǳǘƘƻǊƛȊŜŘ ǇŜǊŎŜƴǘŀƎŜ ƛƴŎǊŜŀǎŜΣ ǳƴƭŜǎǎ ŀ ǎǇŜŎƛŦƛŎ ŜƳǇƭƻȅŜŜΩǎ 
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  CLASSIFICATION PLAN.   The 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 PLAN.  Pay ranges for each group are established by a pay plan, which is approved by the 
/ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘΦ 
 
5.10  PAY GROUP AND STEPS.   Within the general guidelines of the pay plan and the budget, the 
/ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ƛǎ ŀǳǘƘƻǊƛȊŜŘ ǘƻ determine the appropriate pay group to which each position is 
allocated and the pay to which the particular employee is assigned.  An employee who is designated 
ŜȄŜƳǇǘ ŦǊƻƳ ǘƘŜ Ǉŀȅ Ǉƭŀƴ ƛǎ ǇŀƛŘ ǿƛǘƘƛƴ ƳŀȄƛƳǳƳǎ ǎŜǘ ƛƴ ŀ ōǳŘƎŜǘ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ 
Court. 
 
5.11  CLASSIFICATION AND PAY ADMINISTRATION.  A new 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 
ǎǇŜŎƛŦƛŎ ǿǊƛǘǘŜƴ ŀǇǇǊƻǾŀƭ ŦǊƻƳ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻurt. 
 
5.12  PROMOTIONS.   A 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 pay increase 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 department by tƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘΦ 
 
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. 
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5.13  LATERAL TRANSFERS.  A 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 90-day introductory period.  Lateral transfers may be 
requested by the employee or the elected official or department head to whose department the 
ŜƳǇƭƻȅŜŜ ǿƛƭƭ ōŜ ǘǊŀƴǎŦŜǊǊŜŘΣ ŀƴŘ Ƴǳǎǘ ōŜ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘΦ  !ƴ ŜƳǇƭƻȅŜŜ ǿƛƭƭ 
not receive a pay reduction when making a ƭŀǘŜǊŀƭ ǘǊŀƴǎŦŜǊ ǇǊƻǾƛŘŜŘ ǘƘŀǘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŎǳǊǊŜƴǘ ǎŀƭŀǊȅ 
ƛǎ ǿƛǘƘƛƴ ǘƘŜ ǊŀƴƎŜ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ŦƻǊ ǘƘŜ ǘǊŀƴǎŦŜǊ ǇƻǎƛǘƛƻƴΦ  !ƴ ŜƳǇƭƻȅŜŜ ǿƘƻ 
makes a lateral transfer will retain the same effective employment date and all accrued vacation and 
sick leave. 
 
 
5.14  DEMOTIONS.   A 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 the ŜƳǇƭƻȅŜŜΩǎ ǇƻǎƛǘƛƻƴΣ ƻǊ ŀǎ ŀ ŘƛǎŎƛǇƭƛƴŀǊȅ ƳŜŀǎǳǊŜΣ ōŜŎŀǳǎŜ ƻŦ 
unsatisfactory performance in a higher position.  Disciplinary demotions always involve a decrease in 
pay. 
 
5.15  PAY REDUCTION FOR DISCIPLINARY REASONS.  !ƴ ŜƳǇƭƻȅŜŜΩǎ ǇŀȅΣ ŦƻǊ ŎƻƴǘƛƴǳŜŘΣ ǳƴŀŎceptable 
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 on Discipline for information about suspension with or without pay for disciplinary reasons. 
 
5.16  APPROVING AUTHORITY.  ¢ƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ƛǎ ǘƘŜ ŀǇǇǊƻǾƛƴƎ ŀǳǘƘƻǊƛǘȅ ŦƻǊ ŀƭƭ ǇŀȅǊƻƭƭǎ ŀƴŘ 
payroll transfers granted under the terms of (1) these policies, (2) the classification and pay plans, and 
(3) the annual budget.  The appropriate elected and appointed department head approves 
performance-based pay increases provided that funds have been specifically set aside for that purpose 
ōȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘΦ  !ƴȅ ǇŜǊŦƻǊƳŀƴŎŜ-based increases granted by department heads must be 
consistent with (1) these policies, (2) the classification and pay plans, and (3) the annual budget; and the 
ŘŜǇŀǊǘƳŜƴǘ ƘŜŀŘ Ƴǳǎǘ ƴƻǘƛŦȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ƻŦ ǘƘŜ ŎƘŀƴƎŜόǎύΦ 
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6.00 WORK SCHEDULE AND TIME REPORTING   
 
6.01  WORKWEEK AND WORK HOURS.  The official work period for most county employees is a seven-
day period beginning Sunday and ending Saturday.  Normal working hours 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 does not accumulate if not taken. 
 
{ƘŜǊƛŦŦΩǎ 5ŜǇŀǊǘƳŜƴǘ ƻŦŦƛŎŜǊǎΣ ƧŀƛƭŜǊǎΣ ŀƴŘ ŘƛǎǇŀǘŎƘŜǊǎ ǿƻǊƪ ǾŀǊȅƛƴƎ ŜƛƎƘǘ-hour shifts in order to provide 
services 24 hours each day. 
 
Elected officials and department heads may, within limits of state and federal law, make adjustments to 
ǘƘŜǎŜ ǎŎƘŜŘǳƭŜǎΦ  ¢ƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ŜƴŎƻǳǊŀƎŜǎ ǘƘŀǘ ƻŦŦƛŎŜǎ ǊŜƳŀƛƴ ƻǇŜƴ ŘǳǊƛƴƎ ǘƘŜ ƴƻƻƴ ƘƻǳǊ 
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 amended; Garcia v. S.A.M.T.A., U.S. Supreme Court, 1985; U.S. 
Equal Pay Act of 1963.) 
 
6.02  NUMBER OF HOURS WORKED.  ¢ƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ŘŜǘŜǊƳƛƴŜǎ ǘƘŜ ƴǳƳōŜǊ ƻŦ ƘƻǳǊǎ 
worked by an employee for the compensation to be received subject to laws governing pay and working 
ƘƻǳǊǎ ŀƴŘ ǘƻ ǘƘŜ ǇǊƻǾƛǎƛƻƴǎ ƻŦ ǘƘŜ ŎƻǳƴǘȅΩǎ ōǳŘƎŜǘΦ 
 
6.03  OVERTIME WORKED.  The 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 worked in excess of the allowable number of hours 
under the Fair Labor Standards Act (FLSA) (40 hours per seven-day workweek for non-law enforcement 
employees; 171 hours per 28-day work period for certified law enforcement officers and certified jailers. 
 
For non-law enforcement employees, overtime begins to accrue with the 41st hour worked during the 
seven-day workweek,  For law enforcement employees, overtime begins to accrue with the 172nd hour 
worked during the 28-day work period. 
 
All overtime services by employees covered under FLSA must be authorized in advance by the 
ŜƳǇƭƻȅŜŜΩǎ ǎǳǇŜǊǾƛǎƻǊ ŀƴŘ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ ŜƭŜŎǘŜŘ ƻǊ ŀǇǇƻƛƴǘŜŘ ŘŜǇŀǊǘƳŜƴǘ ƘŜŀŘΦ   
(Legal reference:  U.S. FLSA of 1938, as amended) 
 
6.04  EXEMPTIONS FROM FLSA (OVERTIME COMPENSATION).  Department heads 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.  The salaries 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 works.  (Legal reference: U.S. FLSA of 1938, as amended)     
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9ȄǘǊŀ ƘƻǳǊǎ ǿƻǊƪŜŘ ōȅ ŜȄŜŎǳǘƛǾŜΣ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜΣ ǇǊƻŦŜǎǎƛƻƴŀƭǎ ŀƴŘ ŜƭŜŎǘŜŘ ƻŦŦƛŎƛŀƭǎΩ ŎƭƻǎŜǎǘ ǎǘŀŦŦ 
members may be used as a factor in granting or denying paid leave other than vacation or sick leave.  
Employees engaged in 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 recreational, seasonal 
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 COMPENSATION.  In accordance with county policy that existed prior to April 15, 1985, 
when emergency circumstances necessitate overtime work, non-exempt employees are compensated 
ŦƻǊ ǘƘŜ ƻǾŜǊǘƛƳŜ ǿƻǊƪŜŘ ōȅ ōŜƛƴƎ ƎƛǾŜƴ όƭƛǎǘŜŘ ƛƴ ƻǊŘŜǊ ƻŦ ǘƘŜ ŎƻǳƴǘȅΩǎ ǇƻƭƛŎȅ ǇǊŜŦŜǊŜƴŎŜύΥ 
 

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

 
 

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

 
3. Payment at the rate of one and one-ƘŀƭŦ ǘƛƳŜǎ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǊŜƎǳƭŀǊ ƘƻǳǊƭȅ ǊŀǘŜ ƛŦ 

ǎǇŜŎƛŦƛŎŀƭƭȅ ŀǳǘƘƻǊƛȊŜŘ ōȅ ƻǊŘŜǊ ƻŦ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ŀnd approved by the 
department head.  This is normally only for emergency situations. 

 
6.06  COMPENSATORY TIME.  Any 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 compensatory time 
(representing 40 overtime hours worked) will be allowed to accumulate without the express written 
ŎƻƴǎŜƴǘ ƻŦ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘΤ ŀƴŘ ŀƴȅ ŎƻƳǇŜƴǎŀǘƻǊȅ ǘƛƳŜ ŀŎŎǊǳŜŘ Ƴǳǎǘ ōŜ ǳǎŜŘ ƻǊ ǇŀƛŘ ǿƛǘƘƛƴ 
120 days of the date it was earned.  In any event, 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 hours).  (Legal reference:  
U.S. Fair Labor Standards Act of 1938, as amended). 
 
6.07  HOLIDAYS WORKED.  ¢ƘŜ ŎƻǳƴǘȅΩǎ ōŀǎƛŎ ǇƻƭƛŎȅ ƛǎ ǘƘŀǘ ŜŀŎƘ ǊŜƎǳƭŀǊ ŜƳǇƭƻȅŜŜ ǊŜŎŜƛǾŜǎ ŀ ǎǇŜŎƛŦƛŜŘ 
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 
ǘƘŜ ǎŀƳŜ ǿƻǊƪǿŜŜƪ ƻǊ ǿƻǊƪ ǇŜǊƛƻŘΦ  ό{ŜŜ ά²ƻǊƪ ŘǳǊƛƴƎ IƻƭƛŘŀȅǎέ ǎŜŎǘƛƻƴ ŦƻǊ ŀ ƳƻǊŜ ŘŜǘŀƛƭŜŘ ŘƛǎŎǳǎǎƛƻƴ 
of this policy. 
 
An employee subject to the overtime provisions of FLSA who is required to work a full 40-hour week 
during a week in which he or she takes a paid holiday will receive straight-time pay for the hours 
worked, since a paid holiday is not considered as time worked for the purposes of determining when an 
employee has reached his or her maximum allowable hours (40 pr week for non-law enforcement 
personnel; 171 hours per 28-day work period for certified law enforcement officers and certified jailers) 
without being subject to overtime pay.  (Legal reference:  U.S. FLSA of 1938, as amended). 
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6.08  LEAVE OR HOLIDAYS TAKEN AND OVERTIME.  If a full-time 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 sick leave, vacation leave, or any other type of released time (including holiday time off), the 
employee will be given either hour-for-ƘƻǳǊ ǘƛƳŜ ƻŦŦ ƻǊ Ǉŀȅ ŦƻǊ ǘƘŜ ŜȄǘǊŀ ƘƻǳǊǎ ŀǘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ 
regular straight-time rate of pay.  However, if the extra hours worked 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 one-half times the regular rate of pay for the number of extra hours 
worked which were not offset by the leave time hours taken.  (See Holidays chapter of these policies for 
ōŜƴŜŦƛǘǎ ŀƭƭƻǿŀōƭŜ ƛƴ άŀǊƻǳƴŘ-the-ŎƭƻŎƪέ ŘŜǇŀǊǘƳŜƴǘǎ ǿƘŜƴ ŀ ƘƻƭƛŘŀȅ Ŧŀƭƭǎ ƻƴ ŀ ƴƻƴ-workday). 
 
6.09  TIME REPORTING.  Employees will keep records of all hours worked and released time taken, and, 
where appropriate, hours credited to particular projects.  Forms for this purpose are provided by the 
Ŏƻǳƴǘȅ ŀǳŘƛǘƻǊΩǎ ƻŦŦƛŎŜΦ 
 
Employees are responsible for recording and calculating their time on the time sheet.  In order to 
comply with 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 15 minute increments.    
 
¢ƛƳŜ ǎƘŜŜǘǎ ǎƘŀƭƭ ōŜ ǎǳōƳƛǘǘŜŘ ǘƻ ǘƘŜ !ǳŘƛǘƻǊΩǎ ƻŦŦƛŎŜ ƴƻ ƭŀǘŜǊ ǘƘŀƴ млΥлл ŀƳ ƻƴ ǘƘŜ aƻƴŘŀȅ ŦƻƭƭƻǿƛƴƎ 
the end of the pay period. 
 
Time records must be signed by the employee and the appropriate elected official or department head.  
It ƛǎ ǊŜŎƻƳƳŜƴŘŜŘ ǘƘŀǘ ǘƘŜǎŜ ŦƻǊƳǎ ōŜ ŦƛƭƭŜŘ ƻǳǘ ŀŦǘŜǊ ŜŀŎƘ ŘŀȅΩǎ ǿƻǊƪ ƛƴ ƻǊŘŜǊ ǘƻ Ƴŀƛƴǘŀƛƴ ŀƴ ŀŎŎǳǊŀǘŜ 
and comprehensive record of actual time spent on particular projects. 
 
¢ƛƳŜ ǎƘŜŜǘǎ ŀǊŜ ŎƻƴǎƛŘŜǊŜŘ άƻŦŦƛŎƛŀƭ ƎƻǾŜǊƴƳŜƴǘ ŘƻŎǳƳŜƴǘǎέ ǊŜǉǳƛǊƛƴƎ ǘƘŜ ŜƳǇƭƻȅŜŜ ŀƴd department 
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 the county auditor for payroll purposes as well as 
ōŜƛƴƎ ǊŜŎƻǊŘŜŘ ƻƴ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭ ŘŜǇŀǊǘƳŜƴǘΩǎ ǊŜŎƻǊŘǎΦ 
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7.00 BENEFITS 
 
7.01  MEDICAL AND LIFE INSURANCE.   Regular full-time 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 family members at their own expense. 
 
Medical and Life Insurance will be provided to all full-time eligible employees until all time is utilized, 
including sick leave pool. 
 
7.02  SECTION 125/CAFETERIA PLANΦ   ¢ƘŜ Ŏƻǳƴǘȅ ƻŦŦŜǊǎ ŀ άŎŀŦŜǘŜǊƛŀέ Ǉƭŀƴ ŀǘ ǘƘŜ ŜƳǇƭƻȅŜŜΩs option.  
This plan provides payroll deduction for optional cancer insurance and accident insurance premiums. 
 
7.03  DEFERRED COMPENSATION PLAN.  National Retirement Solutions is the plan administrator. 
 
7.04  RETIREMENT.  The county is a member of the Texas County and District Retirement System.  
Regular full-time employees are eligible for this benefit immediately upon employment.  The county 
ƳŀǘŎƘŜǎ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŎƻƴǘǊƛōǳǘƛƻƴΦ  !ƴ ŜƳǇƭƻȅŜŜ ƛǎ ǾŜǎǘŜŘ ŀŦǘŜǊ у ȅŜŀǊǎ ƻŦ ǎŜǊǾƛŎŜ ŀƴŘ ŀǘǘŀƛƴƳŜƴǘ ƻŦ 
age 60, and may draw full benefit after such time. 
 
7.05  SOCIAL SECURITY.  All employees of the county are covered by social security.  The county 
contributes to the social security system on behalf of each employee. 
 
7.06  ²hwY9w{Ω /hat9b{!¢Lhb.  All employees of ǘƘŜ Ŏƻǳƴǘȅ ŀǊŜ ŎƻǾŜǊŜŘ ōȅ ǘƘŜ ǿƻǊƪŜǊǎΩ 
compensation insurance program and the county pays the premium.  This coverage provides medical 
and salary continuation payments to employees who receive bona fide on-the-job, work related injuries.  
Detailed informatƛƻƴ ŀōƻǳǘ ǿƻǊƪŜǊǎΩ ŎƻƳǇŜƴǎŀǘƛƻƴ ōŜƴŜŦƛǘǎ ƛǎ ŦƻǳƴŘ ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ ƻŦ ǘƘƛǎ Ƴŀƴǳŀƭ ǳƴŘŜǊ 
the main heading Risk Management.  (Legal reference: Article 8306-8309, esp. 8308 et seq. V.T.C.S.) 
 
7.07  UNEMPLOYMENT INSURANCE.  All employees of the county are covered under the Texas 
Unemployment Compensation Insurance program, and the county pays for this benefit.  This program 
provides payments for unemployed workers in certain circumstances. (Legal reference:  Article 5221b, 
V.T.C.S.). 
 
7.08  LEAVE TIME.  Regular full-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 under the main headings Leave 
Time and Holidays. 
 
7.09  LONGEVITY BENEFIT POLICY  
 
Longevity benefits begin accruing on the first day of full-time employment with Bee County and paid 
annually during the month of December.  After 12 months of employment, benefits will be paid at the 
rate of $5.00 for each month of continuous service up to a maximum of twenty-five years through 
September 30th of the current budget year. 
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The total months worked is counted from the first date of employment through September 30th of the 
current budget year, and longevity checks are issued in December of the budget year. 
 
If employment is terminated with Bee County prior to September 30th of the current budget year, 
longevity benefits will be forfeited.  If the employee is still employed on or through September 30th, 
longevity benefits will be paid for the years and months worked. 
 
There must be continuous full-time employment with no break in employment.  A break in employment 
is defined as the severance of the employer-employee 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 affect your 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 month for each month of service counted 
through September 30th, 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 is twenty-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, and longevity pay for each fiscal year 
shall be contingent upon available funding.  
 
¢ƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ ŎƻǳǊǘ Ƴŀȅ ƎǊŀƴǘ ƭƻƴƎŜǾƛǘȅ ōŜƴŜŦƛǘǎ ŀǘ ŀƴȅ ǇŜǊŎŜƴǘŀƎŜ ŦǊƻƳ όлύ tŜǊŎŜƴǘ ǘƻ όмллύ 
Percent according to fiscal year funding. 
 
/ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ŀǇǇǊƻǾŜŘ ǘƘŜ Řƛstribution of Longevity Pay to be done on the first 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 working hours in which an employee does not 
engage in the performance of job duties.  Leave time may be either paid or unpaid. 
HolidaysΦ  IƻƭƛŘŀȅǎ ŀǊŜ Řŀȅǎ ŘŜǎƛƎƴŀǘŜŘ ōȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ǿƘŜƴ Ŏƻǳƴǘȅ     ƻŦŦƛŎŜǎ ŀǊŜ 
closed on what otherwise would be regular business days. 
Unauthorized Absence.  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 absences. 

 
8.02  APPROVAL OF LEAVE.  !ƭƭ ƭŜŀǾŜ ǘŀƪŜƴ ōȅ Ŏƻǳƴǘȅ ŜƳǇƭƻȅŜŜǎ Ƴǳǎǘ ōŜ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ 
supervisor and the appropriate elected official or department head.  Copies of signed leave forms are 
ǎŜƴǘ ǘƻ ǘƘŜ Ŏƻǳƴǘȅ ŀǳŘƛǘƻǊΩǎ ƻŦŦƛŎŜ ŦƻǊ ǊŜŎƻǊŘƛƴƎ ƛn the central leave records.  County payroll records are 
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 LEAVE.  All regular full-time county employees (at least 40 hours per week) are eligible 
to accrue paid vacation leave.  County employees are encouraged to take regular vacations at least 
annually. 
 
Regular full-time employees earn vacation leave at a rate of 80 hours (10 days) per year.  Each 
ŜƳǇƭƻȅŜŜΩǎ ŀŎŎƻǳƴǘ ƛǎ ŎǊŜŘited with 6.67 hours each month.  
 
County employees will accrue vacation leave at the following rates: 
 
                                                                                                                Maximum carryover 
  1-5 years of service will 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 receive 160 hours per year.        120 hours (15 days) 
 
 
Employees with 1-5 years of service will receive 6.67 hours per month. 
Employees with 6-14 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 are ineligible 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 eligible to take an additional 40 
hours (five days) of vacation earned during their second six months of employment. 
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Accumulation of vacation Leave.  Employees are encouraged to use their accrued vacation leave each 
year.  Pay in lieu of vacation is not permitted. The maximum balance allowed at any time is 160 hours 
όнл ŘŀȅǎύΦ  hƴŎŜ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ǾŀŎŀǘƛƻƴ ƭŜŀǾŜ ŀŎŎƻǳƴǘ ōŀƭŀƴŎŜ ǊŜŀŎƘŜǎ мсл ƘƻǳǊǎΣ ƴƻ ŀŘŘƛǘƛƻƴŀƭ 
vacation leave will accrue until the employee has used vacation leave to bring the balance below 160 
hours. 
 
Carryover of vacation leave.  Employees 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 period of the 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.)  It is the 
individual employeŜΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ƛƴǎǳǊŜ ǘƘŀǘ ǘƘŜ ŎŀǊǊȅƻǾŜǊ ŘƻŜǎ ƴƻǘ ŜȄŎŜŜŘ ǘƘŜ ƳŀȄƛƳǳƳ ƻŦ мнл 
hours. 
 
Payment for Unused Vacation Leave Upon Termination of Employment.   When an employee leaves 
the service of the county, he or she will be paid for his or her accrued but                                                      
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 Leave.   Elected officials and department heads should encourage their employees 
to schedule vacations and request leave well in advance, and vacation schedules must accommodate 
ǘƘŜ ŎƻǳƴǘȅΩǎ ǿƻǊƪ ǎŎƘŜŘǳƭŜΦ  tǊƻǾƛŘŜŘ ŘŜǇŀǊǘƳŜƴǘŀƭ ǿƻǊƪƭƻŀŘǎ ǿƛƭƭ ǇŜǊƳƛǘΣ ŜƳǇƭƻȅŜŜǎ ǎƘƻǳƭŘ ōŜ 
allowed to select their desired vacation periods.  I there is a conflict in vacation schedules involving two 
ƻǊ ƳƻǊŜ ŜƳǇƭƻȅŜŜǎΣ ŜƳǇƭƻȅŜŜǎ ŀǊŜ ƎǊŀƴǘŜŘ ǘƘŜƛǊ ǇǊŜŦŜǊŜƴŎŜ ƻƴ ŀ άŦƛǊǎǘ ŎƻƳŜΣ ŦƛǊǎǘ ǎŜǊǾŜŘέ ōŀǎƛǎΦ  LŦ ǘǿƻ 
requests are received at approximately the same time and cover the same requested vacation period, 
the employees will be granted their preference in accordance with their seniority.  If the desired leave 
ǎŎƘŜŘǳƭŜǎ ŎƻƴŦƭƛŎǘ ǿƛǘƘ Ŏƻǳƴǘȅ ǊŜǉǳƛǊŜƳŜƴǘǎΣ ǘƘŜ ŎƻǳƴǘȅΩǎ ǊŜǉǳƛǊŜƳŜƴǘǎ ŀǊŜ ƎƛǾŜƴ ŦƛǊǎǘ ŎƻƴǎƛŘŜǊŀǘƛƻƴΦ 
 
An employee may take earned vacation leave in one hour increments. 
 
Department heads must maintain vacation leave records for their employees and must report such 
ƭŜŀǾŜ ǘƻ ǘƘŜ Ŏƻǳƴǘȅ ŀǳŘƛǘƻǊΩǎ ƻŦŦƛŎŜΦ 
 
8.04  COMPENSATORY LEAVE.  See the section of this manual under the main heading Work Schedule 
ŀƴŘ ¢ƛƳŜ wŜǇƻǊǘƛƴƎΣ ǎǇŜŎƛŦƛŎŀƭƭȅ ǘƘŜ ǎŜŎǘƛƻƴ ƻƴ άhǾŜǊǘƛƳŜ /ƻƳǇŜƴǎŀǘƛƻƴέΣ ŦƻǊ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ŜŀǊƴƛƴƎ 
compensatory time and using compensatory leave credits. 
 
8.05  SICK LEAVE.  An employee with accrued sick leave may use it if he employee is absent from work 
due to: 
 

1. Personal illness or physical or mental incapacity; 
2.    Medical, dental, or optical examinations or treatments; 
3. Medical quarantine resulting from exposure to a contagious disease; or 
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4. LƭƭƴŜǎǎ ƻŦ ŀ ƳŜƳōŜǊ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƛƳƳŜŘƛŀǘŜ ŦŀƳƛƭȅ ǿƘƻ ǊŜǉǳƛǊŜǎ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǇŜǊǎƻƴŀƭ 
ŎŀǊŜ ŀƴŘ ŀǘǘŜƴǘƛƻƴΦ  CƻǊ ǘƘƛǎ ǇǳǊǇƻǎŜΣ ƛƳƳŜŘƛŀǘŜ ŦŀƳƛƭȅ ƛǎ ŘŜŦƛƴŜŘ ŀǎ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǎǇƻǳǎŜΣ 
ŎƘƛƭŘόǊŜƴύΣ ƻǊ ŀƴȅ ƻǘƘŜǊ ǊŜƭŀǘƛǾŜ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜ ǿƘƻ ǊŜǎƛŘŜǎ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƘƻǳǎŜƘƻƭŘ ŀƴŘ ƛǎ 
dependent on the employee 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 full-time basis, (at least 40 hours per week).  
 Regular full-time employees are entitled to paid sick leave after 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 Leave.  Accrued sick leave can be used by an employee only after completion of the 
emǇƭƻȅŜŜΩǎ ŦƛǊǎǘ ƳƻƴǘƘ ƻŦ ŜƳǇƭƻȅƳŜƴǘΦ  LŦ ŀƴ ŜƳǇƭƻȅŜŜ ƛǎ ŀōǎŜƴǘ ǿƛǘƘ ǇŜǊƳƛǎǎƛƻƴ ōŜŎŀǳǎŜ ƻŦ ƛƭƭƴŜǎǎ 
during the first month of employment, the missed number of hours pay will be subtracted from the 
ŜƳǇƭƻȅŜŜΩǎ ǊŜƎǳƭŀǊ Ǉŀȅ ōŜŦƻǊŜ ŀ ǇŀȅŎƘŜŎƪ ƛǎ ƛǎǎǳŜŘΦ  {ƛŎƪ ƭŜŀǾe may be taken in 15-minute increments. 
 
Notification requirements.  Approval of sick leave for non-emergency 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 must 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, unless 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 leave unless other arrangements 
are made. 
 
Employees must complete a sick leave application prior to non-emergency appointments or within two 
days upon return to work in other instances, as applicable.  Departments must promptly forward 
completed sick leave applicatioƴǎ ǘƻ ǘƘŜ Ŏƻǳƴǘȅ ŀǳŘƛǘƻǊΩǎ ƻŦŦƛŎŜΦ 
 
CŀƛƭǳǊŜ ǘƻ ǇǊƻǾƛŘŜ ǘƘŜ ǊŜǉǳƛǊŜŘ ƴƻǘƛŎŜ Ƴŀȅ ǊŜǎǳƭǘ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ōŜƛƴƎ ǇƭŀŎŜŘ ƻƴ ƭŜŀǾŜ-without-pay 
status and could result in disciplinary action against the employee.  Employees are expected to return to 
work as soon as their reasons for leaving have been accomplished. 
 
Medical Statement.   When an employee is absent due to illness for three or more work days, they will 
be required to furnish written verification by a physician of medical disability precluding availability for 
Řǳǘȅ ŀƴŘ ŀǘǘŀŎƘ ƛǘ ǿƛǘƘ ǘƘŜƛǊ ǘƛƳŜǎƘŜŜǘ ǘƻ ǘƘŜ !ǳŘƛǘƻǊΩǎ hŦŦƛŎŜΦ 
 
Accumulation of sick leave.  Sick 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 allowable accumulation 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 Leave.  An employee who has exhausted earned 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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Illness while on vacation leave.  When 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 for such substitution 
must be supported by a medical certificate or other acceptable evidence. 
 
Cancellation Upon Termination of Employment.  Unused sick leave is canceled upon termination of 
employment, without compensation to the employee. 
 
8.06  MILITARY LEAVE.  Regular 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, vacation time, or salary 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 must 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 are entitled 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 431.005; V.T.C.S. Article 6252-4a; 38, U.S. Code 
Annotated, Chapter 43). 
 
8.07  CITIZENSHIP LEAVE.  Employees 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 must notify 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 on civil leave, he or she must notify the 
appropriate supervisor daily at the beginning of the workday. 
 
8.08  FAMILY AND MEDICAL LEAVE. 
 
Eligible Employees.  To be eligible for family leave, an employee must have been employed continuously 
by the county for at least 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 leave is to care 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 12-Month Period.  The 12-month period for eligibility for leave is calculated on an 
individual employee basis in a uniform manner for all employees.  The 12-month period is measured 
ŦƻǊǿŀǊŘ ŦǊƻƳ ǘƘŜ ŘŀǘŜ ŀƴȅ ŜƳǇƭƻȅŜŜΩǎ ŦƛǊǎǘ CŀƳƛƭȅ ŀƴŘ aŜŘƛŎŀƭ [ŜŀǾŜ !Ŏǘ όCa[!ύ ƭŜŀǾŜ ōŜƎƛƴǎΦ 
 
Eligible Circumstances.  An eligible employee is entitled to 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, or parent; or 
όоύ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƻǿƴ ǎŜǊƛƻǳǎ ƘŜŀƭǘƘ ŎƻƴŘƛǘƛƻƴΦ  ! ǎŜǊƛƻǳǎ ƘŜŀƭǘƘ ŎƻƴŘƛǘƛƻƴ ƛǎ ƻƴŜ ǘƘŀǘ ǊŜǉǳƛǊŜǎ ŜƛǘƘŜǊ 
inpatient care or continuing treatment by a health care provider. 
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Servicemember Family Leave: 
 
Definitions: 
 
!ŎǘƛǾŜ 5ǳǘȅΥ  ¢ƘŜ ǘŜǊƳ άŀŎǘƛǾŜ Řǳǘȅέ ƳŜŀƴǎ Řǳǘȅ ǳƴŘŜǊ ŀ Ŏŀƭƭ ƻǊ ƻǊŘŜǊ ǘƻ ŀŎǘƛǾŜ Řǳǘȅ ǳƴŘŜǊ ŀ ǇǊƻǾƛǎƛƻƴ ƻŦ 
law referred to in Section 101(a)(13)(B) of title 10, United States Code. 
 
/ƻƴǘƛƴƎŜƴŎȅ hǇŜǊŀǘƛƻƴΥ  ¢ƘŜ ǘŜǊƳ ά/ƻƴǘƛƴƎŜƴŎȅ hǇŜǊŀǘƛƻƴέ Ƙŀǎ ǘƘŜ ǎŀƳŜ ƳŜŀƴƛƴƎ ƎƛǾŜƴ ǎǳŎƘ ǘŜǊƳ ƛƴ 
section 101(a)(13) of title 10, United States Code. 
 
/ƻǾŜǊŜŘ {ŜǊǾƛŎŜƳŜƳōŜǊΥ  ¢ƘŜ ǘŜǊƳ ά/ƻǾŜǊŜŘ {ŜǊǾƛŎŜƳŜƳōŜǊέ ƳŜŀƴǎ ŀ ƳŜƳōŜǊ ƻŦ ǘƘŜ !ǊƳŜŘ CƻǊŎŜǎΣ 
including a member of the National Guard or Reserves, who is undergoing medical treatment, 
recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the temporary disability 
retired list, for a serious injury or illness. 
 
hǳǘǇŀǘƛŜƴǘ {ǘŀǘǳǎΥ  ά¢ƘŜ ǘŜǊƳ άhǳǘǇŀǘƛŜƴǘ {ǘŀǘǳǎέ ǿƛǘƘ ǊŜǎǇŜŎǘ ǘƻ ŀ ŎƻǾŜǊŜŘ ǎŜǊǾƛŎŜƳŜƳōŜǊΣ ƳŜŀƴǎ ǘƘŜ 
status of a member of the Armed 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. 

 
Next of Kin:  ¢ƘŜ ǘŜǊƳ άbŜȄǘ ƻŦ Yƛƴέ ǳǎŜŘ ǿƛǘƘ ǊŜǎǇŜŎǘ ǘƻ ŀƴ ƛƴŘƛǾƛŘǳŀƭΣ ƳŜŀƴǎ ǘƘŜ ƴŜŀǊŜǎǘ ōƭƻƻŘ ǊŜƭŀǘƛǾŜ 
of that individual. 
 
{ŜǊƛƻǳǎ LƴƧǳǊȅ ƻǊ LƭƭƴŜǎǎΥ  ¢ƘŜ ǘŜǊƳ ά{ŜǊƛƻǳǎ LƴƧǳǊȅ ƻǊ LƭƭƴŜǎǎέΣ ƛƴ ǘƘŜ ŎŀǎŜ ƻŦ ŀ ƳŜƳōŜǊ ƻŦ ǘƘŜ !ǊƳŜŘ 
Forces, including a member of the National 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 
ǇŜǊŦƻǊƳ ǘƘŜ ŘǳǘƛŜǎ ƻŦ ǘƘŜ ƳŜƳōŜǊΩǎ ƻŦŦƛŎŜΣ ƎǊŀŘŜΣ ǊŀƴƪΣ ƻǊ ǊŀǘƛƴƎΦ 
 
An eligible employee shall be entitled to a total of 12 workweeks of leave during a 12-month period for 
the following:  Because of any qualifying exigency (as the Secretary shall, by regulation, determine) 
arising out of the fact that the spouse, or a son, daughter, or parent of the employee 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 employee who is 
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 12-month period to care for the servicemember.  The leave described 
in this paragraph shall only be available during a single 12-month period. 
 
Notice for Leave due to active duty of family member:  In any case in which the necessity for leave under 
ά9ȄƛƎŜƴŎȅέ ƛǎ ŦƻǊŜǎŜŜŀōƭŜΣ ǿƘŜǘƘŜǊ ōŜŎŀǳǎŜ ǘƘŜ ǎǇƻǳǎŜΣ ƻǊ ŀ ǎƻƴΣ ŘŀǳƎƘǘŜǊΣ ƻǊ ǇŀǊŜƴǘ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜ ƛǎ 
on active duty, or 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 MembersΦ  ά{ƻƴ ƻǊ ŘŀǳƎƘǘŜǊέ ƳŜŀƴǎ ŀ ōƛƻƭƻƎƛŎŀƭΣ ŀŘƻǇǘŜŘΣ ƻǊ ŦƻǎǘŜǊ ŎƘƛƭŘΣ ŀ 
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 of self-care because of a mental or physical 
ŘƛǎŀōƛƭƛǘȅΦ  ά{ǇƻǳǎŜέ ƳŜŀƴǎ ŀ ƘǳǎōŀƴŘ ƻǊ ǿƛŦŜ ŀǎ ŘŜŦƛƴŜŘ ƻǊ ǊŜŎƻƎƴƛȊŜŘ ǳƴŘŜǊ ǎǘŀǘŜ ƭŀǿ ŦƻǊ ǇǳǊǇƻǎŜǎ ƻŦ 
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 conditionsτeither of an eligible family member of the employee or the employeeτmay be taken 
intermittently or on a reduced schedule if medically necessary, provided the other conditions of these 
policies are met. 
 
Temporary TransferΦ  LŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǊŜǉǳŜǎǘ ŦƻǊ ƛƴǘŜǊƳƛǘǘŜƴǘ ƭŜŀǾŜ ƛǎ ŦƻǊŜǎŜŜŀōƭŜ ōŀǎŜŘ ƻƴ ǇƭŀƴƴŜŘ 
medical treatment, the county may require the employee to transfer temporarily to an alternative 
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 12-month period is 12 weeks, 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 
being eligibƭŜ ŦƻǊ ǳƴǇŀƛŘ ŦŀƳƛƭȅ ƭŜŀǾŜΦ  hƴŎŜ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƭŜŀǾŜ ōŀƭŀƴŎŜǎ ƘŀǾŜ ōŜŜƴ ŜȄƘŀǳǎǘŜŘΣ ǘƘŜ 
county will then provide enough unpaid family leave to total 12 weeks.  During the unpaid portion of an 
ŜƳǇƭƻȅŜŜΩǎ ŦŀƳƛƭȅ ƭŜŀǾŜ ǇŜǊƛƻŘΣ ǘƘŜ ŜƳǇƭƻȅŜŜ ŀŎŎǊǳŜǎ ƴƻ ŀŘŘƛǘƛƻnal vacation leave, sick leave, or any 
other type of leave. 
 
Part-Time/Variable Hour Employees.  Where an employee normally works a part-time schedule or 
variable hours, the amount of leave to which an employee is entitled is determined on a pro rata or 
proportional basis. 
 
NoticeΦ  Lƴ ǘƘŜ ŎŀǎŜ ƻŦ ƭŜŀǾŜ ŦƻǊ ōƛǊǘƘ ƻǊ ǇƭŀŎŜƳŜƴǘ ƻŦ ŀ ŎƘƛƭŘΣ ŀƴ ŜƳǇƭƻȅŜŜ Ƴǳǎǘ ǇǊƻǾƛŘŜ ŀǘ ƭŜŀǎǘ ол ŘŀȅΩǎ 
advance notice before the date on which the leave would begin.  If the employee is unable to provide 30 
ŘŀȅΩǎ ƴƻǘƛŎŜΣ ƘŜ ƻǊ ǎƘŜ Ƴust provide as much notice as 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 medical treatment, the employee must 
ƳŀƪŜ ŀ ǊŜŀǎƻƴŀōƭŜ ŜŦŦƻǊǘ ǘƻ ǎŎƘŜŘǳƭŜ ǘƘŜ ǘǊŜŀǘƳŜƴǘ ǎƻ ŀǎ ƴƻǘ ǘƻ ŘƛǎǊǳǇǘ ǳƴŘǳƭȅ ǘƘŜ ŎƻǳƴǘȅΩǎ ƻǇŜǊŀǘƛƻƴǎΦ  
The same advance notice requirements apply. 
 
Certification of Condition.  An employee requesting a paid or unpaid leave of absence for extended 
ƛƭƭƴŜǎǎ ƻǊ ǘŜƳǇƻǊŀǊȅ Řƛǎŀōƛƭƛǘȅ Ƴǳǎǘ ǎǳōƳƛǘ ǘƻ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ŀ ƳŜŘƛŎŀƭ ŘƻŎǘƻǊΩǎ ǎǘŀǘŜƳŜƴǘ ŀǎ 
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 care for 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 provide the /ƻƳƳƛǎǎƛƻƴŜǊΩǎ 
Court with a written statement from the employee concerning his or her intentions about returning to 
 
 
 
      26 



work at the county. An employee on family leave must contact the appropriate elected official or 
department head at least once each workweek to report on his or her condition. The county may also 
require subsequent re-certifications as reasonably needed.  Failure to provide required medical status 
ǊŜǇƻǊǘǎ ƻǊ ǘƻ ŎƻƴǘŀŎǘ ǘƘŜ ƻŦŦƛŎŜ ƻƴ ǘƘŜ ǎŎƘŜŘǳƭŜ ǊŜǉǳƛǊŜŘ ōȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊt are grounds for 
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, if sought 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/Assurances.  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 conditions of employment.  This policy 
Ƴŀȅ ōŜ ƳƻŘƛŦƛŜŘ ŦƻǊ άƪŜȅ ŜƳǇƭƻȅŜŜǎέΣ ŘŜŦƛƴŜŘ ŀǎ ǘƘƻǎŜ ǎŀƭŀǊƛŜŘ ŜƳǇƭƻȅŜŜǎ ƛƴ ǘƘŜ ǘƻǇ мл ǇŜǊŎŜƴǘ ƻŦ ǘƘŜ 
ŎƻǳƴǘȅΩǎ ǿƻǊƪŦƻǊŎŜΦ  YŜȅ ŜƳǇƭƻȅŜŜǎ ǿƛƭƭ ōŜ ƴƻǘƛŦƛŜŘ ƛƴ ŀŘǾŀƴŎŜ ƻŦ ǘƘŜƛǊ ǎǘŀǘǳǎΦ  wŜƎŀǊŘƭŜǎǎ ƻŦ ǿƘŜǘƘŜǊ 
the family leave ǇŜǊƛƻŘ ƛǎ ǇŀƛŘΣ ǳƴǇŀƛŘΣ ƻǊ ŀ ŎƻƳōƛƴŀǘƛƻƴ ƻŦ ǇŀƛŘ ŀƴŘ ǳƴǇŀƛŘΣ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƘŜŀƭǘƘ 
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 family leave 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 behalf of the employee 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 
ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŎƻƴǘǊƻƭΦ  ¢Ƙƛǎ ƛǎ ǎǳōƧŜŎǘ ǘƻ ŎŜǊǘƛŦƛŎŀǘƛƻƴΦ 
 
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 employee receives 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 
ōǳƭƭŜǘƛƴ ōƻŀǊŘ ŦƻǊ ŜƳǇƭƻȅŜŜΩǎ ƛƴŦƻǊƳŀǘƛƻƴΦ 
 
(Legal reference:  Family and Medical Leave Act of 1993 (P.L. 103-3) 
 
Request for Extension of Family and Medical Leave.  If an employee requests additional unpaid leave 
beyond the 12-week 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 policies headed 
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 familȅ ƭŜŀǾŜ ǿƛƭƭ ōŜ ŦƛƭŜŘ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƳŜŘƛŎŀƭ ŦƛƭŜΣ 
which is maintained separate from the personnel files and is accessible to a limited number of persons 
only on a need-to-know basis. (Legal reference:  U.S. Americans with Disabilities Act of 1990). 
 
 
8.09  OTHER LEAVE OF ABSENCE WITHOUT PAY.  Leave of absence without pay is an approved absence 
from duty in a non-pay status for not more than six months, unless, an extension is approved by the 
/ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘΦ  9ȄǘŜƴǎƛƻƴǎ ƻŦ ƭŜŀǾŜΣ ƛƴŎƭǳŘƛƴƎ ǳǎƛƴƎ ǘƘis type of leave to extend family and 
medical leave beyond the 12-ǿŜŜƪ ƭƛƳƛǘΣ Ƴŀȅ ōŜ ŀǳǘƘƻǊƛȊŜŘ ōȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ƛƴ ƴƻ ƳƻǊŜ 
than one-month intervals, and a careful review must be conducted prior to authorizing any extension.  
The reason(s) for gǊŀƴǘƛƴƎ ǘƘŜ ŜȄǘŜƴǎƛƻƴ Ƴǳǎǘ ōŜ ŘƻŎǳƳŜƴǘŜŘ ƛƴ ǿǊƛǘƛƴƎ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǇŜǊǎƻƴƴŜƭ ƻǊ 
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 there is a 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 
ŘƻŎǳƳŜƴǘŜŘ ǿƛǘƘ ŀ ŎƻǇȅ ƻŦ ǘƘŜ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ǘƻ ōŜ ǇƭŀŎŜŘ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǇŜǊǎƻƴƴŜƭ ƻǊ ƳŜŘƛŎŀƭ ŦƛƭŜΣ 
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 terms or provisions of the benefit program or by these 
ǇƻƭƛŎƛŜǎΦ  aŜŘƛŎŀƭ ƛƴǎǳǊŀƴŎŜ Ŏŀƴ ōŜ ŎƻƴǘƛƴǳŜŘ ƛŦ ǘƘŜ ŜƳǇƭƻȅŜŜ Ǉŀȅǎ ǘƘŜ ǇǊŜƳƛǳƳǎ όƛƴŎƭǳŘƛƴƎ ǘƘŜ ŎƻǳƴǘȅΩǎ 
ǇƻǊǘƛƻƴύ ƛƴ Ŧǳƭƭ ƛƴ ŀ ǘƛƳŜƭȅ ƳŀƴƴŜǊΦ  ¢ƘŜ ŎƻǳƴǘȅΩǎ ƛƴǎǳǊŀƴŎŜ ŎƻƳǇŀƴȅ Ƴŀȅ ƭƛƳƛǘ ǘƘŜ ƭŜƴƎǘƘ ƻŦ ǘƛƳŜ ǘƘŜ 
medical benefits may be continued. 
 
Revocation of Leave Without Pay.  A leave of absence without pay may be revoked upon receipt of 
evidence submitted that the cause for granting the leave was misrepresented, or has ceased to exist. 
 
Authorized Reasons for Leave Without Pay.  A leave of absence without pay may be appropriate for the 
following reasons: 
 
ü aƛƭƛǘŀǊȅ {ŜǊǾƛŎŜ όǎŜŜ ŀƭǎƻ ǎŜŎǘƛƻƴ ƻƴ ǘƘƛǎ ǘȅǇŜ ƻŦ ƭŜŀǾŜύΩ 
ü Recovery from extended illness or temporary disability beyond the 12-weeks allowable under 

the Family and Medical Leave Act section of these policies; 
ü Public Service assignments; or 
ü !ƴȅ ƻǘƘŜǊ ǊŜŀǎƻƴ ǿƘƛŎƘΣ ƛƴ ǘƘŜ ƧǳŘƎƳŜƴǘ ƻŦ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘΣ ƳŜǊƛǘǎ ŀ ƭŜŀǾŜ ƻŦ ŀōǎŜƴŎŜ 

without pay. 
 
Conditions.  An employee requesting an unpaid leave of absence must provide 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 written 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 
ǿƛǘƘƻǳǘ ǇŀȅΣ ǘƘŜ Ŏƻǳƴǘȅ ǿƛƭƭ ŎƻƴǎƛŘŜǊ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƭŜƴƎǘƘ ƻŦ ǎŜǊǾƛŎŜΣ Ǉŀǎǘ ǇŜǊŦƻǊƳŀƴce, the 
ŘŜǇŀǊǘƳŜƴǘΩǎ ƴŜŜŘǎΣ ŀƴŘ ǘƘŜ ǇǊƻǎǇŜŎǘ ŦƻǊ ǘŜƳǇƻǊŀǊȅ ǊŜǇƭŀŎŜƳŜƴǘ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜ ƻǊ ǊŜŀǎǎƛƎƴƳŜƴǘ ƻŦ 
ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŘǳǘƛŜǎΦ 
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Reporting Requirements.  An employee on extended leave must contact the appropriate county 
supervisor at least once each 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 including dismissal. 
 
Documentation.  A summary of the basis for the decision to grant or deny an unpaid leave of absence 
ŀƴŘ ǘƘŜ ǘŜǊƳǎ ƻŦ ǘƘŜ ƭŜŀǾŜ ǿƛƭƭ ōŜ ǇǊŜǇŀǊŜŘ ōȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ƻǊ Ƙƛǎ ƻǊ ƘŜǊ ŘŜǎƛƎƴŜŜ ŀƴŘ 
ǇƭŀŎŜŘ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǇŜǊǎƻƴƴŜƭ ƻǊ ƳŜŘƛŎŀƭ Ŧƛle, as appropriate. 
 
Return to Work After Leave Without Pay.  Upon 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 the 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 effort will be 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 benefits.  (See also section on Military Leave for specific provisions 
relating to leave of absence without pay for military service). 
 
8.10  EMERGENCY LEAVE.  Up to three days of emergency leave (per occurrence) with pay may be 
granted to regular employees by an elected official or department head in the event of a death in the 
ŦŀƳƛƭȅΣ ƻǊ ŀ ƭƛŦŜ ǘƘǊŜŀǘŜƴƛƴƎ ƛƭƭƴŜǎǎ ƻŦ ŀ ƳŜƳōŜǊ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƛƳƳŜŘƛŀǘŜ ŦŀƳƛƭȅ ǿƘƻ ǊŜǉǳƛǊŜǎ ǘƘŜ 
ŜƳǇƭƻȅŜŜΩǎ ǇŜǊǎƻƴŀƭ ŎŀǊŜ ŀƴŘ ŀǘǘŜƴǘƛƻƴ ƛŦ ǎƛŎƪ ƭŜŀǾŜ ƛǎ ƴƻǘ ƻǊ ƛŦ ǘƘŜ ŜƳǇƭƻȅŜŜ ŜƭŜŎǘǎ ƴot to use it for this 
purpose.  For purposes of emergency leave, family includes spouse, child, parent, brother, sister, aunt, 
ǳƴŎƭŜΣ ƎǊŀƴŘǇŀǊŜƴǘǎΣ ƻǊ ƎǊŀƴŘŎƘƛƭŘǊŜƴ ƻŦ ŀƴ ŜƳǇƭƻȅŜŜ ƻǊ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ǎǇƻǳǎŜΦ  Lǘ ŀƭǎƻ ƛƴŎƭǳŘŜǎ ŀƴȅ 
relative living in the employŜŜΩǎ ƘƻǳǎŜƘƻƭŘ ǿƘƻ ƛǎ ŘŜǇŜƴŘŜƴǘ ƻƴ ǘƘŜ ŜƳǇƭƻȅŜŜ ŦƻǊ ŎŀǊŜΦ  ¢ƘŜ ƭŜƴƎǘƘ ƻŦ 
time granted for a specific emergency leave must be approved by the appropriate elected official or 
department head in advance and will depend on the circumstances; and the terms of the reason for the 
ƭŜŀǾŜ Ƴǳǎǘ ōŜ ŘƻŎǳƳŜƴǘŜŘ ŀƴŘ ŦƛƭŜŘ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǇŜǊǎƻƴƴŜƭ ŦƛƭŜΦ 
 
8.11  INJURY LEAVE.   For information on occupational disability or injury leave for bona fide on-the-job, 
work-related injuries, please see the section in this manual under the main heading Risk Management. 
 
8.12  USING LEAVE IN COMBINATION.  A regular employee who is requesting extended leave to extend 
family and medical leave beyond the 12-week limit must exhaust all of his or her accrued sick and 
vacation leave in order 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 
Ǉŀȅ Ƴǳǎǘ ōŜ ŀǇǇǊƻǾŜŘ ƛƴ ŀŘǾŀƴŎŜ ōȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘΦ 
 
If an employee is sick or temporarily disabled for non-work 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 cannot 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 in the best interest of the county 
and the employee. 
 
8.13   ABANDONMENT OF POSITION.  Unauthorized 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 the county official determines otherwise, the resignation is not in good standing and 
the employee is not eligible for reemployment. 
 
8.14  SICK LEAVE POOL POLICY.   
 
Purpose.  The purpose of this policy is to provide a Sick Leave Pool that will enable eligible county 
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 who have completed 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 catastrophic illness or injuries generally 
considered include, but are not limited to: 
ü Stroke with residual paralysis or weakness 
ü Incapacitating heart attack 
ü Major surgery (hysterectomy, mastectomy, heart bypass, prostrate). 
ü Cancer 
ü Hepatitis, broken hip, car wreck requiring hospitalization. 

 
Examples of illnesses or injuries that generally would not be considered to be severe enough to be 
catastrophic include, but would not be limited to: 
ü Broken limb 
ü Cold/allergy                                                              
ü Minor surgery with no complications such as appendectomy, tonsillectomy, day surgery. 
ü Pregnancy with minor or no complications. 

 
!ŘƳƛƴƛǎǘǊŀǘƻǊ ƳŜŀƴǎ ǘƘŜ ǇŜǊǎƻƴ ŘŜǎƛƎƴŜŘ ōȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ǘƻ ŀŘƳƛƴƛǎǘŜǊ ǘƘŜ ŎƻǳƴǘȅΩǎ ǎƛŎƪ 
leave pool.  Duties 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 
/ƻǳƴǘȅ WǳŘƎŜΩǎ ŀǇǇƻƛƴǘŜŜ ǎƘŀƭƭ ǊŜǾƛŜǿ ŀƭƭ ǊŜǉǳŜǎǘǎ ŦƻǊ ǳǎŜ ƻŦ ǘƘŜ ǎǇŜŎƛŀƭ ǎƛŎƪ ƭŜŀǾŜ ǘƻ ŘŜǘŜǊƳƛƴŜ ƛŦ ƛǘ 
qualifies.  Qualifying requests will be forwarded to the administrator for processing.  The committee will 
notify employees in writing as to their eligibility 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 employed for one year may make a 
contribution (1-3) days at the following times; on the anniversary of their first year of employment, at 
the beginning of each calendar year or if neither of those are chosen and/or they did not contribute the 
maximum amount possible (3 days) they may make a contribution at the time of termination of 
employment of from (1-3 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 leave.  Employees who 
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 extent not to exceed the lesser of one third of the 
total sick pool days or the number of allowable workdays computed as indicated below.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The estate of a deceased employee is not entitled to any payment for unused sick leave contributed to 
ƻǊ ŀŎǉǳƛǊŜŘ ōȅ ǘƘŜ ŜƳǇƭƻȅŜŜ ŦǊƻƳ ǘƘŜ ŎƻǳƴǘȅΩǎ ǎƛŎƪ ƭŜŀǾŜ pool.   
 
{ƛŎƪ ƭŜŀǾŜ Ǉƻƻƭ ǊŜǉǳŜǎǘǎ Ƴŀȅ ƻƴƭȅ ōŜ ƳŀŘŜ ōŜŎŀǳǎŜ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŎŀǘŀǎǘǊƻǇƘƛŎ ƛƭƭƴŜǎǎκƛƴƧǳǊȅ ƻǊΣ 
ŜŦŦŜŎǘƛǾŜ !ǇǊƛƭ ноΣ нллпΣ ōŜŎŀǳǎŜ ƻŦ ŀ ŎŀǘŀǎǘǊƻǇƘƛŎ ƛƭƭƴŜǎǎκƛƴƧǳǊȅ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƛƳƳŜŘƛŀǘŜ ŦŀƳƛƭȅ 
ƳŜƳōŜǊ ǿƘƻ ǊŜǉǳƛǊŜǎ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǇŜǊǎƻƴŀƭ Ŏare and attention.  The immediate family is defined as 
ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǎǇƻǳǎŜΣ ŎƘƛƭŘόǊŜƴύΣ ƻǊ ŀƴȅ ƻǘƘŜǊ ǊŜƭŀǘƛǾŜ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜ ǿƘƻ ǊŜǎƛŘŜǎ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ 
household and is dependent on the employee for care.  All regular sick, vacation leave, and 
compensatory time must have been used.  Employees may make an application to the sick leave pool for 
ŀƴ ƛƭƭƴŜǎǎκƛƴƧǳǊȅ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƛƳƳŜŘƛŀǘŜ ŦŀƳƛƭȅ ƳŜƳōŜǊ ǘƻ ǘƘŜ ŜȄǘŜƴǘ ǘƘŜȅ ŀǊŜ ŜƭƛƎƛōƭŜ ŦƻǊ 
employee leave, not to exceed the maximum of 30 days.  Any time not used within one year will be 
returned to the pool.  
 
9ƳǇƭƻȅŜŜǎ ǎƘŀƭƭ ǇǊƻǾƛŘŜ ŀ ŘƻŎǘƻǊΩǎ ǊŜŎƻƳƳŜƴŘŀǘƛƻƴ όŜȄŎǳǎŜύ ǘƻ ǘƘŜ {ƛŎƪ [ŜŀǾŜ tƻƻƭ /ƻƳƳƛǘǘŜŜΦ 
3-22-10      31 

 
                       POOL LEAVE 

      Number of Hours Contributed 

      24          16           8  
      
Months of Bee County Service  

                Allowable Workdays * 

                           13-24 

                           25-48 

                           49-60 

                           61-96 

                           97 Plus 

       30 

       20 

       40 

       50 

       70 

         30          40 

         40           50 

         50           60 

         60           70 

         80            90 

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



9.00 HOLIDAYS 
 
9.01  GENERAL POLICY.  Paid holidays are established each year by the CommisǎƛƻƴŜǊΩǎ /ƻǳǊǘΦ  ! ƭƛǎǘ ƻŦ 
ƘƻƭƛŘŀȅǎ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ŦƻǊ ǘƘŜ ŎǳǊǊŜƴǘ ȅŜŀǊΣ ǎǇŜŎƛŦȅƛƴƎ Řŀȅǎ ƻŦ ǘƘŜ ǿŜŜƪ ŀƴŘ 
ŘŀǘŜǎΣ Ƴŀȅ ōŜ ƻōǘŀƛƴŜŘ ŦǊƻƳ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘ ƘŜŀŘ ƻǊ ǘƘŜ /ƻǳƴǘȅ WǳŘƎŜΩǎ hŦŦƛŎŜΦ 
 
Temporary employees and regular part-time 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 HOLIDAYS.  It is not always feasible to grant holidays at the scheduled time, 
ŜǎǇŜŎƛŀƭƭȅ ŦƻǊ ŜƳǇƭƻȅŜŜǎ ǿƘƻ ŀǊŜ ŀǎǎƛƎƴŜŘ ǎƘƛŦǘǎ ƛƴ ŀƴ άŀǊƻǳƴŘ-the-ŎƭƻŎƪέ ƻǇŜǊŀǘƛƻƴΦ  !ƴȅ ŜƭŜŎǘŜŘ 
official or department head who finds it necessary to do so may direct some or all of employees of the 
department to report for work on any holiday. 
 
When a regular full-time or regular part-time nonexempt employee is required to work on a holiday, he 
or she will be compensated in one of the following ways: 
ü Paid at the straight time rate of pay for the holiday hours worked and granted the same number 

of hours off on an alternate workday; or 
ü Receive compensatory leave credits equal to one and one-half time the number of hours 

worked on the holiday; or 
ü Paid at one and one-ƘŀƭŦ ǘƛƳŜǎ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǊŜƎǳƭŀǊ ƘƻǳǊƭȅ ǊŀǘŜ ŦƻǊ ǘƘŜ ǘƻǘŀƭ ƴǳƳōŜǊ ƻf hours 

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 non-law enforcement employees; 171 hours per 28-day 
period for law enforcement officers) during the period in which the holiday work occurred. 
 
9.03  HOLIDAYS FALLING ON NON-WORKDAYSΦ  ²ƘŜƴŜǾŜǊ ŀ ƭŜƎŀƭ ƘƻƭƛŘŀȅ ƻƴ ǘƘŜ ŎǳǊǊŜƴǘ ȅŜŀǊΩǎ ƭƛǎǘ ƻŦ 
ŀǇǇǊƻǾŜŘ ƘƻƭƛŘŀȅǎ Ŧŀƭƭǎ ƻƴ ŀ ǊŜƎǳƭŀǊ ŜƳǇƭƻȅŜŜΩǎ ǊŜƎǳƭŀǊ Řŀȅ ƻŦŦ ŀƴŘ ǘƘŜ ŜƳǇƭƻȅŜŜ ŘƻŜǎ ƴƻǘ ǿƻǊƪ ǘƘŀǘ 
day, he or she will be paid his or her regular salary amount for the pay period involved, and will receive 
either another day off in lieu of tƘŜ ƘƻƭƛŘŀȅ ƻǊ ŀƴ ŀŘŘƛǘƛƻƴŀƭ ŘŀȅΩǎ Ǉŀȅ ŀǘ ǘƘŜ ǊŜƎǳƭŀǊΣ ǎǘǊŀƛƎƘǘ-time hourly 
rate. 
 
9.04  HOLIDAY DURING VACATION.  If ŀƴ ƻŦŦƛŎƛŀƭ ƘƻƭƛŘŀȅ Ŧŀƭƭǎ ǿƛǘƘƛƴ ŀ ǊŜƎǳƭŀǊ ŜƳǇƭƻȅŜŜǎΩ ǾŀŎŀǘƛƻƴΣ ǘƘŜ 
employee will be granted the holiday and not charged for a day of vacation. 
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10.00. RISK MANAGEMENT  
 
10.01  RISK MANAGEMENT PROGRAM. 
 
 
Risk Management Policy.  Bee County recognizes the following facts concerning the physical, human, 
fiscal and environmental resources of the jurisdiction. 
 

1.  As a result of conducting business, County resources are routinely 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 preventive 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 cost-effective manner. 
 
   Risk Management Goals 
 

1. In carrying out ǘƘŜ ŎƻǳƴǘȅΩǎ ōǳǎƛƴŜǎǎΣ ǘƘŜ ƭƻƴƎ-term goal is to minimize harm to the physical, 
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 County shall: 
 

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 jurisdiction, thereby reducing and controlling 
the adverse human and financial consequences of risk; 

c. Avoid unnecessary and unreasonable exposures to the extent practicable; 
d. Take all reasonable and practical steps to prevent harmful events and losses. 
e. Provide for the health and safety of the employees and promote a safe working 

environment. 
 
Risk Management Authority and Responsibility.  The County Judge, with approval of the 
/ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘΣ ǎƘŀƭƭ ŘŜǎƛƎƴŀǘŜ ŀ Ǌƛǎƪ ƳŀƴŀƎŜǊΣ ǿƘƻ ǎƘŀƭƭ ǎŜǊǾŜ ǳƴŘŜǊ ǘƘŜ ŘƛǊŜŎǘƛƻƴ ƻf the County 
WǳŘƎŜΦ  ¢ƘŜ wƛǎƪ aŀƴŀƎŜǊ ǎƘŀƭƭ ōŜ ƎƛǾŜƴ ǘƘŜ ŀǳǘƘƻǊƛǘȅ ǘƻΣ ŀƴŘ ǎƘŀƭƭ ōŜ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊΣ ǘƘŜ /ƻǳƴǘȅΩǎ wƛǎƪ 
Management Program.  The Risk Management Program includes planning, organizing, coordinating, 
implementing, monitoring and controlling health and safety training. 
 
¢ƘŜ Ǌƛǎƪ ƳŀƴŀƎŜǊΩǎ ŀǳǘƘƻǊƛǘȅ ŀƴŘ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ǎƘŀƭƭ ƴƻǘ ŎǊƻǎǎ ƻǾŜǊ ƛƴǘƻ ƻǘƘŜǊ ŦǳƴŎǘƛƻƴŀƭ ŀǊŜŀǎ ƻŦ ǘƘŜ 
County, but shall act in an advisory capacity to assist the department heads in identifying and controlling 
possible losses to County assets under their command. 
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10.02  Comprehensive Safety Program  As Unsafe acts and unsafe conditions are the primary cause of 
personal injury and property damage, Bee County is dedicated 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 Safety Program Responsibility  ¢ƘŜ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ ƻǾŜǊǎƛƎƘǘ ƻŦ ǘƘŜ ŎƻǳƴǘȅΩǎ 
comprehensive safety program is delegated to the Risk Manager and administered through the various 
department heads of the County government. 
 
Safety Committee:  The County Risk Manager 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 
DepaǊǘƳŜƴǘ IŜŀŘǎΣ ŀǇǇƻƛƴǘŜŘ ōȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ ŀƴŘ ǘƘŜ wƛǎƪ aŀƴŀƎŜǊ όŎƘŀƛǊǇŜǊǎƻƴύΦ 
 
Selective evaluation of on-the-job injuries, including fleet accident injuries, will be initiated by the Risk 
aŀƴŀƎŜǊ ŀƴŘ ŘŜǇŀǊǘƳŜƴǘ ƘŜŀŘǎΣ ǎƻ ŜƳǇƭƻȅŜŜǎ Ƴŀȅ ƪƴƻǿ άǿƘȅέ ŀƴŘ άƘƻǿέ ƛƴƧǳǊƛŜǎ ƻŎŎǳǊ ŀƴŘ ǎǘŜǇǎ 
that can be taken to reduce the injury potential. 
 
 Employee Responsibilities and Reports.  Employees are responsible for conducting their work activities 
in a manner that is protective of their own health and safety and the safety of other employees. 
 
 An employee must report any on-the-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 Risk Manager 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 and well-being of county employees and are 
to be observed by employees at all times. 
 

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

 Employees should maintain awareness of potentially dangerous situations that may cause injury 
to themselves, fellow employees, or the public. 

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

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

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

 
Failure to report an on-the-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 unintentional, on 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 County vehicle as a tool for legal 
intervention, training, fire, theft, vandalism, criminal mischief, flying objects, normal vehicle wear and 
tear, damage to tires and/or wheels-only, collisions with animals on the roadway, or acts of nature 
where there is no injury or 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, which 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 Occurrence.  Any occurrence as described above is considered a reportable 
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 and incidents involving County vehicles and 
employees.   
   
Fleet Safety Review Board.  The 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 occurrence 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 occurrence 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 conducting periodic 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 reported to ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǎǳǇŜǊǾƛǎƻǊ ōȅ ǘƘŜ Ƴƻǎǘ ŜȄǇŜŘƛǘƛƻǳǎ 
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 on the 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 
/ƻǳƴǘȅ !ǳŘƛǘƻǊΩǎ ƻŦŦƛŎŜ ǿƛǘƘƛƴ р ǿƻǊƪƛƴƎ Řŀȅǎ ƻŦ ǘƘŜ ƻŎŎǳǊǊŜƴŎŜΦ 
 
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 notified immediately 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 completed report of investigation will be forward to the Fleet Safety 
wŜǾƛŜǿ .ƻŀǊŘΣ ǘƘŜ /ƻǳƴǘȅ !ǳŘƛǘƻǊΩǎ ƻŦŦƛŎŜ ŀƴŘ ǘƘŜ /ƻǳƴǘȅ WǳŘƎŜ ǿƛǘƘƛƴ р ǿƻǊƪƛƴƎ Řŀȅǎ ƻŦ ǘƘŜ 
occurrence. 
 
7.  The Fleet Safety Review Board will review reports of all occurrences and make recommendation 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 Program  Bee County will recognize and issue awards to fleet drivers who have 
completed one full year of driving without 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 seat and shoulder belts, if the vehicle is equipped by 
the manufacturer, any time the vehicle is being operated or is in motion, regardless of seating position 
in the vehicle. 
 
Use of cellular phones and other devices:  Driving safely and defensively takes all of the 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 compensation for its use.  Employees are encouraged to use hands-free 
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 Manager for Bee County, through the various Departments. 
 
 B.   Safety training will be conducted, but not limited to, the following areas. 
 

 General Safety Practices 

 Fire Safety and Evacuation 

 General Health and wellness 

 Driver Safety 

 Heavy Equipment Operation 

 Hand tools and small equipment 

 Infectious Disease Control 

 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 will be 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 or safety training shall forward 
a record of such training to the Risk Manager for inclusion in the files 
 
10.03   Employee Suggestions.  Employees are encouraged to make suggestions to their supervisors for 
improvements that would make the county workplace safer or more healthful. 
 
10.04   On the Job injuries 
 
Medical Attention.   An employee who sustains a bona fide, on-the-job injury may seek medical 
attention from the medical facility or professional of his or her choice.  The county encourages 
employees to return to work as soon as they are able to do so.  An employee returning to work must 
ǎǳōƳƛǘ ŀ ǇƘȅǎƛŎƛŀƴΩǎ ǎǘŀǘŜƳŜƴǘ ƻŦ ƳŜŘƛŎŀƭ ŎƻƴŘƛǘƛƻƴ ŀƴŘ ǊŜƭŜŀǎŜ ǘƻ ǊŜǘǳǊƴ ǘƻ ǿƻǊƪΦ  !ǎ ŘŜǘŜǊƳƛƴŜŘ ōȅ 
ǘƘŜ ŎƻƳƳƛǎǎƛƻƴŜǊǎ ŎƻǳǊǘΣ ŀǘ ǘƘŜ ŎƻǳƴǘȅΩǎ ŜȄǇŜƴǎŜΣ ŀƴ ŜƳǇƭƻȅŜŜ Ƴŀȅ ōŜ ǊŜǉuired to submit to 
examination by an independent physician. ([ŜƎŀƭ ǊŜŦŜǊŜƴŎŜΥ  ²ƻǊƪŜǊΩǎ /ƻƳǇŜƴǎŀǘƛƻƴ !ŎǘΦ ±Φ¢Φ/Φ{  !ǊǘƛŎƭŜ 
8308.) 
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InsuranceΦ   ¢ƘŜ Ŏƻǳƴǘȅ ǇǊƻǾƛŘŜǎ ǿƻǊƪŜǊΩǎ ŎƻƳǇŜƴǎŀǘƛƻƴ ƛnsurance for all of its employees.  This 
insurance provides medical expenses and a weekly payment if an employee is absent from work 
because of a bona fide, on-the-Ƨƻō ƛƴƧǳǊȅ ŦƻǊ ƳƻǊŜ ǘƘŀƴ ƻƴŜ ǿŜŜƪΦ  !ƭƭ ǿƻǊƪŜǊΩǎ ŎƻƳǇŜƴǎŀǘƛƻƴ ƛƴǎǳǊŀƴŎŜ 
claims forms must be ǎǳōƳƛǘǘŜŘ ǘƻ ǘƘŜ Ŏƻǳƴǘȅ ŀǳŘƛǘƻǊΩǎ ƻŦŦƛŎŜ ƛƳƳŜŘƛŀǘŜƭȅ ŦƻǊ ŀǇǇǊƻǇǊƛŀǘŜ ŀŎǘƛƻƴ ǘƻ ōŜ 
taken.  ό[ŜƎŀƭ ǊŜŦŜǊŜƴŎŜΤ ²ƻǊƪŜǊΩǎ /ƻƳǇŜƴǎŀǘƛƻƴ !ŎǘΣ ±Φ¢Φ/Φ{Φ !ǊǘƛŎƭŜ уолуΦύ 
 
Statutory Benefits.  Employees who sustain an injury at work may be eligible to receive benefits 
ǇǊŜǎŎǊƛōŜŘ ōȅ ǘƘŜ ¢ŜȄŀǎ ²ƻǊƪŜǊΩǎ /ƻƳǇŜƴǎŀǘƛƻƴ !ŎǘΦ  ¢ƘŜǎŜ ōŜƴŜŦƛǘǎ ƛƴŎƭǳŘŜ ŎƻƳǇŜƴǎŀǘƛƻƴ ǇŀȅƳŜƴǘǎΤ 
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 Law provides 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 continue until the doctor certifies 
that the employee has received maximum medical improvement.  Weekly indemnity payments for 
ŎƻƳǇŜƴǎŀōƭŜ ƛƴƧǳǊƛŜǎ ŀǊŜ ƳŀŘŜ ŀǘ тл ǇŜǊŎŜƴǘ ƻŦ ǘƘŜ ŘƛŦŦŜǊŜƴŎŜ ōŜǘǿŜŜƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŀǾŜǊŀƎŜ ǇǊŜ-
ƛƴƧǳǊȅ ǿŜŜƪƭȅ ǿŀƎŜ ŀƴŘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŜŀǊƴƛƴgs after the injury.  For employees who earn less than 
$8.50 per hour, the rate of payment for the first 26 weeks of temporary benefits is 75 percent of the 
ŘƛŦŦŜǊŜƴŎŜ ōŜǘǿŜŜƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŀǾŜǊŀƎŜ ǿŜŜƪƭȅ ǿŀƎŜ ōŜŦƻǊŜ ǘƘŜ ƛƴƧǳǊȅ ŀƴŘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŜŀǊƴƛƴƎǎ 
ŀŦǘŜǊ ǘƘŜ ƛƴƧǳǊȅΦ  ¦ƴŘŜǊ ǘƘŜ άƭƻǿ ǿŀƎŜ ŜŀǊƴŜǊέ ǇǊƻǾƛǎƛƻƴΣ ǘŜƳǇƻǊŀǊȅ ōŜƴŜŦƛǘǎ Ŏŀƴƴƻǘ ŜȄŎŜŜŘ млл ǇŜǊŎŜƴǘ 
ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŀŎǘǳŀƭ ǿŀƎŜǎ ŦƻǊ ǘƘŜ ǇǊŜǾƛƻǳǎ ȅŜŀǊΦ 
 
Compensation benefits are subject to a seven-calendar day waiting period.  After 28 calendar days of 
lost time, the seven-Řŀȅ ǿŀƛǘƛƴƎ ǇŜǊƛƻŘ ǿƛƭƭ ōŜ ǇŀƛŘ ǊŜǘǊƻŀŎǘƛǾŜƭȅ ǳƴŘŜǊ ǿƻǊƪŜǊǎΩ ŎƻƳǇŜƴǎŀǘƛƻƴΦ 
 
Exclusions.  Injuries caused by willful intent and attempt to injure self or to unlawfully injure another, 
intoxication, horseplay by the injured employee, an 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 reference: WorƪŜǊǎΩ 
Compensation Act, V.T.C.S. Article 8308.) 
 
Initiation of Injury Leave.  An employee who is put on leave for a bona fide, on-the-job, work related 
ƛƴƧǳǊȅ ǿƛƭƭ ōŜ ǇǊƻǾƛŘŜŘ ǿƛǘƘ ŀ ŎƻǇȅ ƻŦ ǘƘŜ ŎƻǳƴǘȅΩǎ ǇƻƭƛŎȅ ƻƴ άƻƴ-the-Ƨƻō ƛƴƧǳǊƛŜǎέ ǇǊƛƻǊ ǘƻ ƻǊ ŀǎ ǎƻƻƴ 
after the beginning of the leave as is feasible.  Injury leave begins on the first scheduled workday of 
absence due to on-the-job injury and continues until the employee returns to work, his or her eligibility 
expires, or the employee is removed from injurȅ ƭŜŀǾŜ ŎƻǾŜǊŀƎŜ ōȅ ǘƘŜ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘΦ 
 
Compensation.  If a full-time employee sustains a bona fide on-the-job, work related injury which 
renders him or her unfit for performing the duties of the job, that employee will receive their regular 
salary ŎƘŜŎƪ ŦƻǊ ŀ ǇŜǊƛƻŘ ƻŦ ǳǇ ǘƻ у ǿŜŜƪǎ ŦǊƻƳ ǘƘŜ ŎƻǳƴǘȅΦ  ²ƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘƛƻƴ ǿƛƭƭ ōŜ ǇŀƛŘ ŘƛǊŜŎǘƭȅ 
to the employee.  Employee must complete proper forms to receive this benefit.  After the initial 8 
ǿŜŜƪǎΣ ǘƘŜ ŜƳǇƭƻȅŜŜ ǿƛƭƭ ōŜ ŜƴǘƛǘƭŜŘ ǘƻ ²ƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘion benefits only. 
 
!ƴ ŜƳǇƭƻȅŜŜ ǊŜŎŜƛǾƛƴƎ ²ƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘƛƻƴ ǇŀȅƳŜƴǘǎ ŘƻŜǎ ƴƻǘ ŀŎŎǊǳŜ ǾŀŎŀǘƛƻƴ ƻǊ ǎƛŎƪ ƭŜŀǾŜ ŀƴŘ ƛǎ 
not entitled to receive holiday pay. 
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Continuation of Group Medical Insurance for Employee and/or Dependant.  To continue medical 
ƛƴǎǳǊŀƴŎŜ ŦƻǊ ǘƘŜ ŜƳǇƭƻȅŜŜ ŀƴŘκƻǊ ŜƳǇƭƻȅŜŜΩǎ ŘŜǇŜƴŘŜƴǘόǎύ ǿƘŜƴ ǘƘŜ ŜƳǇƭƻȅŜŜ ƛǎ ƻƴ ƛƴƧǳǊȅ ƭŜŀǾŜ ŀƴŘ 
ƴƻ ƭƻƴƎŜǊ ǊŜŎŜƛǾƛƴƎ ŀ ǊŜƎǳƭŀǊ Ŏƻǳƴǘȅ ǇŀȅŎƘŜŎƪΣ ǘƘŜ Ŏƻǳƴǘȅ ǿƛƭƭ ŎƻƴǘƛƴǳŜ ǘƻ Ǉŀȅ ǘƘŜ ŎƻǳƴǘȅΩǎ ǇƻǊǘƛƻƴ of 
ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƳŜŘƛŎŀƭ ƛƴǎǳǊŀƴŎŜ ŦƻǊ ŀ ǇŜǊƛƻŘ ƻŦ ǘƛƳŜ ƴƻǘ ŜȄŎŜŜŘ ǎƛȄ ƳƻƴǘƘǎ ŦƻƭƭƻǿƛƴƎ ƘŜ ŜƳǇƭƻȅŜŜΩǎ 
ƛƴƧǳǊȅΦ  ¢ƘŜǊŜŀŦǘŜǊΣ ǘƘŜ ŜƳǇƭƻȅŜŜ ŀƴŘκƻǊ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŘŜǇŜƴŘŀƴǘ όǎύ ǿƛƭƭ ŎƻƴǾŜǊǘ ǘƻ /h.w! ōŜƴŜŦƛǘǎ 
for a maximum period of 18 months. 
 
Duration of Injury Leave.  At the end of the initial six-month 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 one-year period from the date of injury, the employee will not lose any accrued 
benefits. 
 
Reporting requirements.  While on leave because of a bona fide, on-the-job, work related injury, each 
time the employee sees the physician for consultation or treatment, he or she must provide a progress 
reǇƻǊǘ ǘƻ ǘƘŜ Ŏƻǳƴǘȅ ŀǳŘƛǘƻǊΩǎ ƻŦŦƛŎŜΣ ǿƘƛŎƘ ǎǳōƳƛǘǎ ǘƘŜ ǊŜǇƻǊǘ ǘƻ ǘƘŜ ŎƻƳƳƛǎǎƛƻƴŜǊΩǎ ŎƻǳǊǘΦ  !ƴȅ ŎƘŀƴƎŜ 
ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŎƻƴŘƛǘƛƻƴΣ ǿƘƛŎƘ ƳƛƎƘǘ ŀŦŦŜŎǘ Ƙƛǎ ƻǊ ƘŜǊ ŜƴǘƛǘƭŜƳŜƴǘ ǘƻ ǿƻǊƪŜǊǎΩ ŎƻƳǇŜƴǎŀǘƛƻƴ 
ǇŀȅƳŜƴǘǎΣ Ƴǳǎǘ ŀƭǎƻ ōŜ ǊŜǇƻǊǘŜŘ ǘƻ ǘƘŜ Ŏƻǳƴǘȅ ŀǳŘƛǘƻǊΩǎ ƻffice.  In addition, the injured employee must 
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 
officiŀƭ ƻǊ ŘŜǇŀǊǘƳŜƴǘ ƘŜŀŘ ƛǎ ƎǊƻǳƴŘǎ ŦƻǊ ǊŜǾƻƪƛƴƎ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƭŜŀǾŜ ŀƴŘ ŦƻǊ ǘŀƪƛƴƎ ŘƛǎŎƛǇƭƛƴŀǊȅ 
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 return to 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 specifying the 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 
ŜƳǇƭƻȅŜŜǎ ƻƴ ƛƴƧǳǊȅ ƭŜŀǾŜ Ƴǳǎǘ ǊŜǇƻǊǘ ǘƻ ǿƻǊƪ ŀŦǘŜǊ ŀǇǇǊƻǾŀƭ ƻŦ ŜƛǘƘŜǊ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŀǘǘŜƴding 
physician or an independent physician paid by the county.  Failure to return to work when directed will 
result in appropriate disciplinary action including discharge. 
 
¢ƘŜ ŜƳǇƭƻȅŜŜΩǎ ǎǳǇŜǊǾƛǎƻǊ Ƴǳǎǘ ƴƻǘƛŦȅ ǘƘŜ Ŏƻǳƴǘȅ ŀǳŘƛǘƻǊΩǎ ƻŦŦƛŎŜ ǳǇƻƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǊŜǘǳǊƴ ǘƻ Řǳǘȅ 
so that the county auditor may resume record keeping for purposes of payroll, benefits, and leave and 
length-of-service accruals. 
 
Temporary Light Duty Status.  During the course of an on-the-job injury leave of absence, if an 
employee is released by his or her physician for light duty, the employeŜΩǎ Ƨƻō ƻǊ ŀƭǘŜǊƴŀǘƛǾŜ Ƨƻō 
assignment(s) will be evaluated for a determination of whether a temporary position is available in 
ǿƘƛŎƘ ǘƘŜ Ŏƻǳƴǘȅ Ŏŀƴ ǳǎŜ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƭƛƳƛǘŜŘ ǎŜǊǾƛŎŜǎ ŦƻǊ ŀ ǘŜƳǇƻrary period of time. 
 
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 employee is assigned 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 of reorganization.  A light duty assignment 
Ŏŀƴƴƻǘ ŜȄŎŜŜŘ фл ŘŀȅǎΦ  Lƴ ŀŘŘƛǘƛƻƴΣ ǘƘŜ ŜƳǇƭƻȅŜŜ Ƴŀȅ ǊŜŎŜƛǾŜ ǿƻǊƪŜǊǎΩ ŎƻƳǇŜƴǎŀǘƛƻƴ ǇŀȅƳŜƴǘǎ ƛƴ ŀ 
reduced amount. 
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Reasons for Termination of Employment During Injury Leave.  An employee may be terminated while 
on leave for an on-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 healing. 

2. Failing to follow prescribed treatment including medical appointments. 
3. CŀƛƭǳǊŜ ǘƻ ŀŎŎŜǇǘ ŀ άƭƛƎƘǘ Řǳǘȅέ ŀǎǎƛƎƴƳŜƴǘΤ ŀƴŘ 
4. Refusal to return to duty on the workday on which the employee has been released by the 

treating physician. 
 
Final Release or SettlementΦ  !ǘ ǘƘŜ ǘƛƳŜ ƻŦ Ŧƛƴŀƭ ǊŜƭŜŀǎŜ ƻǊ ǎŜǘǘƭŜƳŜƴǘ ƻŦ ŀ ǿƻǊƪŜǊΩǎ ŎƻƳǇŜƴǎŀǘƛƻƴ 
ŎƭŀƛƳΣ ǘƘŜ ŜƳǇƭƻȅŜŜ Ƴǳǎǘ ŦǳǊƴƛǎƘ ǘƘŜ Ŏƻǳƴǘȅ ǿƛǘƘ ŀ ŎŜǊǘƛŦƛŎŀǘŜ ŦǊƻƳ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǇƘȅǎƛŎƛŀƴ ǎǘŀǘƛƴƎ 
that the employee is able to return to work.  The certificate must also specify any limitation(s) on the 
ŜƳǇƭƻȅŜŜΩǎ ǇƘȅǎƛŎŀƭ ŎƻƴŘƛǘƛƻƴ ŀƴŘ ǘƘŜ ŜǎǘƛƳŀǘŜŘ ŘǳǊŀǘƛƻƴ ƻŦ ǘƘŜ ƭƛƳƛǘŀǘƛƻƴόǎύΦ  ¢ƘŜ Ŏƻǳƴǘȅ ǿƛƭƭ ǘƘŜƴ 
ŜǾŀƭǳŀǘŜŘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǇƘȅǎƛŎŀƭ ŎƻƴŘƛǘƛƻƴ ŀƴŘ ŘŜǘŜǊƳƛƴŜ ǿƘŜǘƘŜǊ ƘŜ ƻǊ ǎƘŜ Ŏŀƴ ǇŜǊŦƻǊƳ ǘƘŜ ŘǳǘƛŜǎ 
of the job previously held.  If (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 separated and paid accrued benefits.  
LŦ ǘƘŜ ŜƳǇƭƻȅŜŜ ƛǎ ǎŜǇŀǊŀǘŜŘ ŦǊƻƳ Ŏƻǳƴǘȅ ŜƳǇƭƻȅƳŜƴǘ ŀǘ ǘƘƛǎ ǇƻƛƴǘΣ ǘƘŜ Ŏƻǳƴǘȅ ŀǳŘƛǘƻǊΩǎ ƻŦŦƛŎŜ ǿƛƭƭΥ 
 

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

2. Explain the circumstances, outlining the reasonable effort made 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 Disability/Retirement.  A determination of total disability may be rendered at any time during the 
ŎƻǳǊǎŜ ƻŦ ǘƘŜ ƻŎŎǳǇŀǘƛƻƴŀƭ Řƛǎŀōƛƭƛǘȅ ƻǊ ƛƴƧǳǊȅ ƭŜŀǾŜΦ  ¦Ǉƻƴ ǎǳŎƘ ŀ ŘŜǘŜǊƳƛƴŀǘƛƻƴΣ ǘƘŜ Ŏƻǳƴǘȅ ŀǳŘƛǘƻǊΩǎ 
ƻŦŦƛŎŜΣ ƛƴ Ŏƻƴǎǳƭǘŀǘƛƻƴ ǿƛǘƘ ǘƘŜ ŎƻƳƳƛǎǎƛƻƴŜǊΩǎ ŎƻǳǊǘΣ ǿƛll make the necessary arrangements for the 
ŜƳǇƭƻȅŜŜΩǎ ǊŜǘƛǊŜƳŜƴǘ ǳƴŘŜǊ ǘƘŜ άƻƴ- the-Ƨƻō Řƛǎŀōƛƭƛǘȅέ ŎƭŀǳǎŜ ƻŦ ǘƘŜ ŎƻǾŜǊŀƎŜ ǇǊƻǾƛŘŜŘ ōȅ ǘƘŜ 
ŎƻǳƴǘȅΩǎ ǊŜǘƛǊŜƳŜƴǘ ǇƭŀƴΦ 
 
10.05     DRUG-FREE WORKPLACE.   
 

1.   All employees of the county are hereby notified that the 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 up to and including discharge. 

 
2.   The county has established a drug-free awareness program    providing information about 
ǘƘŜ ŘŀƴƎŜǊǎ ƻŦ ŘǊǳƎ ŀƴŘ ŀƭŎƻƘƻƭ ŀōǳǎŜ ƛƴ   ǘƘŜ ǿƻǊƪǇƭŀŎŜΣ ǘƘŜ ŎƻǳƴǘȅΩǎ ǇƻƭƛŎȅ ƻŦ ƳŀƛƴǘŀƛƴƛƴƎ ŀ 
drug-free and alcohol-free workplace, information about available drug and alcohol counseling  
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and rehabilitation, and information about the penalties that may be imposed on employees for 
drug or alcohol abuse violations occurring 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 occurring in the workplace no later than five days after 
such conviction. 

 
5.  The county will notify any funding agency which requires notification within 10 days after 
receiving notice under the above paragraph from an employee or otherwise receiving actual 
notice of such 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 drug-free and alcohol-free  
workplace through the implementation of this policy. 

 
(Legal Reference:  U.S. Drug-CǊŜŜ ²ƻǊƪǇƭŀŎŜ !Ŏǘ ƻŦ мфууΣ ŀǎ ŀƳŜƴŘŜŘΣ ŀƴŘ ¢ŜȄŀǎ ²ƻǊƪŜǊǎΩ 
Compensation Commission Act, V.T.C.S. Article 8308.) 
 
10.06      DRUG-FREE WORKPLACE POLICY 
 
PURPOSE:  The purpose of this policy is to prohibit the distribution, possession, or the use of drugs and 
alcohol at the workplace or during working hours. 
 
POLICY:  Employees of Bee County shall be unimpaired by the effects of drugs or alcohol during working 
hour or at the workplace and shall abide by the requirements of the Drug-Free Workplace Act of 1988 
(Public Law 100-690, Title V, Subtitle D). 
 
DISCUSSION:  The misuse of drugs or alcohol on the job is an unsafe and counterproductive work 
practice.  An employee found using, selling, trading, or offering for 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 Employees are required 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 conviction.  Such conviction 
shall be grounds for termination of employment. 
 
An employee reporting for work visibly impaired or unable to properly perform required duties will not 
ōŜ ŀƭƭƻǿŜŘ ǘƻ ǿƻǊƪΦ  LŦ ǇƻǎǎƛōƭŜΣ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǎǳǇŜǊǾƛǎƻǊ ǎƘƻǳƭŘ ǎŜŜƪ ŀƴƻǘƘŜǊ ǎǳǇŜǊǾƛǎƻǊΩǎ ƻǇƛƴƛƻƴ ƻŦ 
ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƛƳǇŀƛǊƳŜƴǘΦ  ¢ƘŜ ǎǳǇŜǊǾƛǎƻǊ ǎƘƻǳƭŘ ǘƘŜƴ ŎƻƴŦǊƻƴǘ ǘƘŜ ŜƳǇƭƻȅŜŜ ǿƛǘƘ ǘƘŜ ƻōǎŜǊǾŀǘƛƻƴΣ 
to rule out any problems that may have been caused by prescription drugs.  If it is determined that the 
employee is impaired, the employee should be sent 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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tǊŜǎŎǊƛǇǘƛƻƴ ŘǊǳƎǎ ǇǊŜǎŎǊƛōŜŘ ōȅ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǇƘȅǎƛŎƛŀƴ Ƴŀȅ ōŜ ǘŀƪŜƴ ŘǳǊƛƴƎ ǿƻǊƪ ƘƻǳǊǎΦ  ¢ƘŜ 
employee should notify the supervisor if the use of properly prescribed prescription drugs would affect 
ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǿƻǊƪ ǇŜǊŦƻǊƳŀƴŎŜΦ  Abuse of prescription drugs will not be tolerated. 
 
Lǘ ƛǎ ŜŀŎƘ ǎǳǇŜǊǾƛǎƻǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ŎƻƴŦǊƻƴǘ ŀƴȅ ǎǳōƻǊŘƛƴŀǘŜ ǿƘŜƴŜǾŜǊ ŎƘŀƴƎŜǎ ƛƴ ǇŜǊŦƻǊƳŀƴŎŜ 
suggest a drug or alcohol abuse problem.  The supervisor may suggest that the employee voluntarily 
seek assistance 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 voluntarily notify the 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 educate employees of the dangers of drug abuse in the workplace, educational reading 
ƳŀǘŜǊƛŀƭ ǎƘŀƭƭ ōŜ ŀǾŀƛƭŀōƭŜ ŀǘ ǘƘŜ .ŜŜ /ƻǳƴǘȅ WǳŘƎŜΩǎ ƻŦŦƛŎŜΦ  LƴŦƻǊƳŀǘƛƻƴ ǊŜƎŀǊŘƛƴƎ ŘǊǳƎ ŎƻǳƴǎŜƭƛƴƎΣ ŘǊǳƎ 
rehabilitation, and employee assistance program shall also be made available to 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 distribution, 
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 
AdopǘŜŘ ōȅ ǘƘŜ .ŜŜ /ƻǳƴǘȅ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ сκммκфм 
 
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 Immuno-deficiency Virus (HIV) are 
protected.  Senate Bill 959 was enacted by the 71st Legislature 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 sero-positive test results.  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: 
 

 The Federal Privacy Act, Texas Commission on Human Rights Act, the Texas Communicable 
Disease Prevention and Control Act require the confidential treatment of all medical information 
concerning a diagnosis of HIV/AIDS.  Information about a ǇŜǊǎƻƴΩǎ ƘŜŀƭǘƘ ƛǎ ǇǊƛǾŀǘŜΤ ǘƘŜǊŜŦƻǊŜΣ 
the agency shall ensure every reasonable precaution is taken to protect this information.  
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Unauthorized disclosure that an employee or client has HIV/AIDS is a criminal offense under the 
Texas Communicable Disease Prevention and Control Act. 

 

 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 infection are entitled to the same rights and opportunities as 
persons with other communicable diseases. 

 

 As long 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 employee.  Moreover, 
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 HIV-related policies is 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. 

 

 ¢ƻ ǊŜǎǇƻƴŘ ǘƻ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ŎƻƴŎŜǊƴǎΣ ǘƘŜ ŀƎŜƴŎȅ ǊŜǉǳires that all employees receive 
education about HIV/AIDS.  Knowledge and understanding about HIV/AIDS help increase 
ŜƳǇƭƻȅŜŜΩǎ ǎŜƴǎƛǘƛǾƛǘȅ ǘƻ ǘƘŜƛǊ ŎƻƭƭŜŀƎǳŜǎ ǿƛǘƘ IL±κ!L5{ ŀƴŘ ƛƴŎǊŜŀǎŜ ǘƘŜ ǇƻǘŜƴǘƛŀƭ ŦƻǊ ƳƻǊŜ 
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 
ǎƘŀƭƭ ŀƭǎƻ ƘŀǾŜ ŀǾŀƛƭŀōƭŜΣ ƛƴ ǘƘŜ /ƻǳƴǘȅ WǳŘƎŜΩǎ ƻŦŦƛŎŜΣ ǊŜŀŘƛƴƎ material in English/Spanish for 
utilization by clients, as well as employees. 

 

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

 

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

 
¢ƘŜ ŀƎŜƴŎȅΩǎ ŜȄƛǎǘƛƴƎ ƎǊƛŜǾŀƴŎŜ ǇǊƻŎŜŘǳǊŜǎ ŀƴŘ Ŝǉǳŀƭ ŜƳǇƭƻȅƳŜƴǘ ƻǇǇƻǊǘǳƴƛǘȅ ǇƻƭƛŎȅ ŀǊŜ 
available to employees who believe they have been discriminated against.  A statement shall be 
included to specifically prohibit discrimination against employees or clients with HIV/AIDS or 
related conditions. 

 
 
 
10.08  BOMB THREAT POLICY/PROCEDURES 
!ŘƻǇǘŜŘ ōȅ ǘƘŜ .ŜŜ /ƻǳƴǘȅ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ /ƻǳǊǘ рκмлκфф 
 
PURPOSE.   To establish policy and 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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PROCEDURES.  While 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 panic and injury in the event of future bomb threats. 
 

 Persons receiving the threat:  Remember, you are the most important person to the 
ƛƴǾŜǎǘƛƎŀǘƻǊόǎύ ƛƴ ǘƘŜ ŜǾŀƭǳŀǘƛƻƴ ƻŦ ǘƘŜ ǘƘǊŜŀǘΦ  ²ƘŜƴ ȅƻǳ ǊŜŎŜƛǾŜ ǘƘŜ ǘƘǊŜŀǘΣ ά5hbΩ¢ t!bL/ΩΦ  
Report the threat to your supeǊǾƛǎƻǊΣ ǿƘƻ ǎƘƻǳƭŘ ƛƴ ǘǳǊƴ ǊŜǇƻǊǘ ƛǘ ǘƻ ǘƘŜ {ƘŜǊƛŦŦΩǎ 5ŜǇŀǊǘƳŜƴǘ 
(362-оннмύ ƛƳƳŜŘƛŀǘŜƭȅΦ  ¢ƘŜƴ ǊŜǇƻǊǘ ǘƘŜ ǘƘǊŜŀǘ ǘƻ ǘƘŜ /ƻǳƴǘȅ WǳŘƎŜΩǎ hŦŦƛŎŜ όосн-3260) and to 
the Emergency Management Office (362-3271).  If the threat is in the courthouse, use the 
telephoƴŜ ƛƴǘŜǊŎƻƳ ǎȅǎǘŜƳ ǘƻ ƴƻǘƛŦȅ ǘƘŜ /ƻǳƴǘȅ WǳŘƎŜǎΩ hŦŦƛŎŜΦ 

 

 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 
ǎǳǎǇŜŎǘΩǎ ŦƛƴƎŜǊǇǊƛƴǘǎ ƻn them.  Preservation of the documents 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. 
 

 If the threat is by telephone:  The most important thing you can do is LISTEN.  Everything 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 Checklist provided in 

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. ¸ƻǳ Ƴŀȅ ƴƻǘ ƎŜǘ ŀƴ ŀƴǎǿŜǊ ǘƻ ŀƭƭ ƻǊ ŀƴȅ ƻŦ ǘƘŜ ǉǳŜǎǘƛƻƴǎΣ ōƛǘ ƛǘ ŘƻŜǎƴΩǘ ƘǳǊǘ ǘƻ ŀǎƪΦ  ¢ƘŜ ŎŀƭƭŜǊ 
will most likely hang up as soon as you start questioning him/her. 

6. Try to notify your supervisor as soon as possible, even while the caller is still on the phone, but 
not through a third party.   

7. DO NOT use the same telephone line on which the threat was received to notify the Sheriff 
Office, County Judge, or Emergency Management.  DO NOT  use the phone line for anything 
ǳƴǘƛƭ ǘƘŜ {ƘŜǊƛŦŦΩǎ hŦŦƛŎŜ ƛƴǾŜǎǘƛƎŀǘƻǊ ŀǳǘƘƻǊƛȊŜǎ ǘƘŜ ǳǎŜ ƻŦ ǘƘŜ ǇƘƻƴŜ ƭƛƴŜΦ  όLŦ ŀ ƭƛƴŜ ǘǊŀŎŜ ŎƻŘŜ ƛǎ 
activated at the courthouse or any other county facility, wait 10 seconds and dial the designated 
code, this will trace the call or identify the line where the call was made. 

8. 5h bh¢έ  leave your area until you are asked by your supervisor or ordered by the county 
property custodian (County Judge). 

 

 Elected Officials and Non-elected Department Head Responsibilities: 
 

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

 
o Conduct a search of your area for anything that does not belong there or is not normally 

there. 
 

o Report any suspicious items, objects, etc. to your supervisor or the investigator.  DO 
NOT TOUCH IT!!!! 

 
2. Should the County Judge be unavailable to coordinate the bomb threat operations, contact any 

County Commissioner that is available to perform the duties. 
 

3. Should an order be given to evacuate a county building, instruct all employees and visitors to 
take all carry-in personal items, such as lunch containers, purses, briefcases etc. with them.  This 
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 are in doubt about whether an item belongs 
there or not, REPORT IT!!!!!. 

 
o 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. 
 
o Elected officials and non-elected 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 
remove their personal vehicle from the area or parking lot and report to the bomb threat 
coordinating center, located in the Bee Community Center. 

 
4. LŦ ƛƴǎǘǊǳŎǘŜŘ ƻǊ ƻǊŘŜǊŜŘ ǘƻ ŜǾŀŎǳŀǘŜ ǘƘŜ ōǳƛƭŘƛƴƎΣ 5hbΩ¢ t!bL/Σ ǳǎŜ ǘƘŜ ǇŀǎǎŀƎŜǿŀȅǎ ŀƴŘ ǎǘŀƛǊǎ 

to exit the building, 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. 
 

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

 

 Sheriff Office Responsibilities: 
 

1. Upon receiving a bomb threat call from any county office or building, the shŜǊƛŦŦΩǎ ƻŦŦƛŎŜ 
dispatcher will notify immediately: 

 
o 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 establish security at the 
location and assist in establishing a bomb threat coordination center. 

 
o Restrict all radio communications and cell phone use within 100 feet of the suspect 

building. 
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o Provide advice to the County Judge or designated representative on decision making for 
bomb threat coordination efforts. 

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

ŀΦ  aŀƴǳŦŀŎǘǳǊŜǊΩǎ bŀƳŜΣ !ŘŘǊŜǎǎΣ ŀƴŘ ¢ŜƭŜǇƘƻƴŜ bǳƳōŜǊǎΦ 
           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 OSHA standards 
 

 Prepared by the manufacturer or 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 Director of the Department 
of State Health Services and the local fire chief. 

 
 
{¦t9w±L{hwΩ{ w9{thb{L.L[L¢¸ 
 

 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 readily available 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 original 
manufacturer or the Risk Manager for the MSDS for the product. 

 

 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 Right-To-Know 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 criteria.  It is 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 the Local fire chief. 
 
                                          
10.10   Building Inspection Program.  The 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 public, and 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 employees 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 forwarded to the 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 
ŜƳǇƭƻȅŜŜǎ ƻǊ ǘƘŜ ǇǳōƭƛŎΣ ŀƴŘ ƳŀƪŜ ǊŜŎƻƳƳŜƴŘŀǘƛƻƴǎ ǘƻ ǘƘŜ /ƻƳƳƛǎǎƛƻƴΩǎ ŎƻǳǊǘ ƻƴ Ƙƻǿ ǘƻ 
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 Disabilities 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 Risk Manager, that the modification complies with all standards existing for that modification. 
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Threshold Limits for Drugs 
Initial Test Cutoff Levels  (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) Shall be 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-tetrahydrocannabinol-9-caaboxlic acid 
2-Benzoyleogonine 
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