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[bookmark: _Toc148616144][bookmark: _Toc211242330][bookmark: _Toc211243039][bookmark: _Toc225739957]1.00	GENERAL POLICIES

[bookmark: _Toc211242331][bookmark: _Toc211243040][bookmark: _Toc225739958]1.1	AUTHORITY
These policies are established by the City Council, and any deletions, amendments, revisions, or additions to the policies must be approved by the City Council. These policies completely replace and supersede any and all personnel policies previously adopted, individually or as a set of policies, by the City Council. The policies should not be considered an employee contract between the employer and any of its employees, but rather, are intended as guidelines for personnel administration. In addition to these personnel policies, 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 shall prevail. Additionally, departmental rules and regulations must be approved by the City Manager.
These personnel policies are not intended to be a contract for employment or a legal document. At the time of hiring, all employees are required to acknowledge in writing that they are employees-at-will of the City of Taylor and employment is subject to termination at any time, for any reason, with or without notice, and with or without cause.
All employees must become familiar with and abide by these policies. The City reserves the right to revise or rescind any policy at any time. The City also reserves the right to make final decisions as to the interpretation and intent of all information contained in the Personnel Policies. 
The City Council reserves the right to interpret, change, suspend or cancel, with or without notice, all or any part of these policies, or procedures or benefits discussed herein.

1.2	SEVERABILITY
The provisions of these policies are severable, and if any provision or part of a provision is held invalid, illegal, or unenforceable, this shall not affect the validity of the remaining provisions or parts of provisions, which shall remain in force and effect.
1.3	IMPLEMENTATION OF PERSONNEL POLICIES
The City Manager is responsible for the administration of the personnel policies and procedures. The City Manager may delegate authority to appropriate staff members, including department heads, to act in his or her behalf in the administration of these policies and procedures. With the exception of matters of appointments and other personnel actions reserved to the City Council by statute or charter provision, final authority, in the form of review and approval is reserved to the City Manager with regard to all personnel matters and subjects covered by these regulations.
1.4	PURPOSE
These policies set forth guidelines for the City. They have been prepared and adopted in order to promote consistent and effective practices by both employees and supervisors that will result in high quality public service to the citizens of the City of Taylor.
1.5 	APPLICABILITY OF PERSONNEL POLICIES
These personnel policies apply equally to all employees of the City 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.
1.6	DISSEMINATION OF PERSONNEL POLICIES
The City Manager or his or her designee maintains the official set of the personnel policies with all revisions for reference by employees. In addition, the City Manager’s office will provide a complete copy of this manual and copies of all subsequent revisions to each department head for reference in that department. If a question arises about a particular policy, the official set of policies maintained by the City Manager or his or her designee should be consulted and will control. Each City employee receives training through orientation and is required to read this Personnel Policies Manual carefully and to adhere to the rules and regulations stated herein. Upon completion of orientation every employee is required to sign an acknowledgement of having read and understood the policies contained in this Personnel Policies Manual.

[bookmark: _Toc211242337][bookmark: _Toc211243046][bookmark: _Toc225739964]1.7	CHANGES TO THESE POLICIES AND EMPLOYEE SUGGESTIONS
[bookmark: _Toc211242338][bookmark: _Toc211243047]These personnel policies may be amended or revised or new policies may be added, at any time, with or without notice, upon the approval of the City Council. In addition, the City Manager may, at any time, conduct a review of the policies contained in this manual and submit any necessary or recommended changes to the City Council for approval. Employees will receive notification of all personnel policy changes and upon receipt of the revised policy(ies) employees will be required to sign an acknowledgement as per Section 1.6.  
[bookmark: _Toc225739965]1.8 	PERSONS WITH DISABILITIES
It is the policy of the City to make its employment application process, employee activities, working environment, employee benefits, employee training, and employee advancement process accessible to persons with disabilities; and the City will make reasonable accommodations to a qualified individual with a disability who is an applicant or employee unless that accommodation will place an undue hardship on the City.  
[bookmark: _Toc211242339][bookmark: _Toc211243048]1.8.1	   Americans With Disabilities Act
To ensure compliance with the Americans with Disabilities Act, the City offers equal employment opportunity to qualified individuals and strictly prohibits discrimination against qualified individuals on the basis of disability.  
[bookmark: _Toc225739966]ADA Requirements
The City will provide a reasonable accommodation to the known physical or mental impairments of an otherwise qualified individual with a disability in the application, hiring, and employment process, and during employment, if such reasonable accommodation will enable the individual to perform the essential functions of the position at issue. The City will not deny employment opportunities on the basis of the need to provide reasonable accommodation to the individual's physical or mental impairments, unless it would cause an undue hardship to the City, or constitute a direct threat to the safety of the disabled person or other persons.
Generally, the individual with a disability must inform the City, through the Human Resources Director, that an accommodation is needed in writing. The City requests sufficient notice, when possible, to allow time to arrange the accommodation.
When the disability and/or the need for accommodation is not obvious, the Human Resources Director or designee may ask the individual for reasonable documentation about the employee’s disability and functional limitations.  
In requesting documentation, the Human Resources Director or designee will specify what types of information he/she is seeking regarding the disability, its functional limitations, and the need for reasonable accommodation. The individual can be asked to sign a limited release allowing the City/Human Resources Director or designee to submit a list of specific questions to the health care or vocational professional.
Individuals who have a complaint involving potential violations of the Americans with Disabilities Act, including but not limited to harassment, discrimination, or failure to provide a reasonable accommodation, must immediately report such complaint as outlined in Section 3.4 of the City’s Harassment Prohibition Policy.
[bookmark: _Toc225739967][bookmark: _Hlk27663051]1.9	NON-DISCRIMINATION
The City of Taylor is committed to making all employment-related decisions in a non-discriminatory manner. The City will not discriminate based on race, age, religion, color, disability, national origin, genetic information, sex or gender, sexual orientation, veteran’s status, or any other unlawful classification.   

It is the policy of the City of Taylor that all applicants for employment be recruited and hired and thereafter assigned, transferred, upgrade, promoted, and compensated solely on the basis of qualifications, experience and ability to effectively perform work assignments without regard to political or religious opinions or affiliations, membership or non-membership in employee or non-employee organizations, or because of race, color, national origin, genetic information, sex or gender, sexual orientation, age, veteran’s status or disability, or any other unlawful classification.  

The implementation of this policy is the shared responsibility of every employee of the City of Taylor and is an inherent responsibility of every supervisor. Any communication from an applicant for employment, an employee, a government agency, or an attorney concerning any equal employment opportunity issue should be referred immediately to the Human Resources Director.All allegations of discrimination should be reported immediately to a supervisor or the Human Resources Director.  
An employee who complains under this policy or who provides truthful information in an investigation of a complaint will not be retaliated against for such a complaint. Any employee, who after investigation, is found to have discriminated or retaliated against any applicant or employee in violation of this policy will be subject to immediate disciplinary action, up to and including termination of employment.
[bookmark: _Toc211242340][bookmark: _Toc211243049][bookmark: _Toc225739968]1.10	CIVIL SERVICE
The City has adopted Chapter 143 of the Local Government Code for police officers and firefighters. In the event of any conflict between these policies and the policies adopted by the City of Taylor Civil Service Commission or Chapter 143 for police officers and firefighters, the Civil Service Commission policies or Chapter 143 will prevail.
[bookmark: _Toc211242341][bookmark: _Toc211243050][bookmark: _Toc225739969]1.11	AT WILL	
At all times, all employees shall remain employees-at-will and may be disciplined, transferred, demoted, or terminated at the discretion of a department head with the approval of the City Manager. This policy of employment-at-will may not be modified by any employee, official, or representative of the City and shall not be modified in any publication or document.
1.12     IMMIGRATION LAW COMPLIANCE
The City is committed to employing only those individuals who are authorized to work in the United States and who comply with the requirements of the Immigration Reform and Control Act (IRCA). Under IRCA, each new employee, as a condition of employment, must complete the Employment Eligibility Verification Form (I-9 Form) and present legally acceptable documentation establishing identity and employment eligibility. This must be done within three (3) days of beginning employment. Failure to provide the necessary documentation within three (3) days will result in termination of employment. Former employees who are rehired must also complete an I-9 Form if they have not completed an I-9 Form for the City within the past three (3) years, or if their previous I-9 Form is no longer retained or valid.
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2.0 RECRUITMENT AND EMPLOYMENT

All employee recruitment activities are to be conducted in a manner consistent with the policies of the City of Taylor and applicable State and Federal laws.

2.1 Methods of Recruitment
The City of Taylor has three methods of recruiting and selecting persons to fill vacancies:
· Internal posting of jobs to allow for a competitive consideration of applications for promotion or transfer;
· Public announcement and competitive consideration of applications for employment;
· Selection from a valid current eligibility list for Police Officers and Firefighter/EMTs as established according to Local Government Code, Chapter 143 and City of Taylor Civil Service Rules and Regulations.
2.2 Age Requirements
Individuals must be at least eighteen (18) years of age to be employed by the City in a regular position or in any position requiring the operation of a motorized vehicle or equipment owned by or operated on behalf of the City of Taylor. Persons under the age of eighteen (18) but at least sixteen (16) years of age may be employed in temporary positions.
2.3 General Qualifications for Employment
The City maintains a job description for each position which establishes the required knowledge, skills, abilities and compensation and the acceptable levels of experience and training required. The job description sets forth the minimum acceptable qualifications to fill each position.
2.4 Announcement of Vacancies
The recruitment process is initiated by a department director or supervisor by submitting a Job Requisition to the Human Resources Department.
The Human Resources Department shall post all vacancies to be filled, whether Internal Posting or External Posting. All postings will be posted for a minimum of one week (seven (7) days). The posted salary range will be determined by Human Resources with input from the hiring supervisor.
2.5 Minimum Requirements
To be considered for a position, an applicant must submit a City job application. Incomplete applications will not be considered for employment. An applicant must apply for a specific job on the City’s current vacant job list. The City will not accept applications for anything other than a current open, posted position. An applicant must submit a separate application and related attachments for each position for which they are applying. All materials submitted for consideration will be considered the property of the City of Taylor and cannot be returned. Applicants must meet all minimum qualifications for the posted position.  

An applicant may be disqualified from consideration if the applicant:
· Does not meet the minimum qualifications necessary for performance of the duties of the job;
· Has knowingly made a false statement on the application and/or any materials submitted for consideration of employment;
· Has committed or attempted to commit a fraudulent act at any stage of the selection process;
· Is not legally qualified to hold the position; and/or
· Is not the candidate who most closely matches requirements for the job

[bookmark: _Toc148618879][bookmark: _Toc211242344][bookmark: _Toc211243053][bookmark: _Toc225739972]

	
 City Of Taylor
Personnel Policy Manual



3.00	EMPLOYEE CONDUCT

[bookmark: _Toc211242345][bookmark: _Toc211243054][bookmark: _Toc225739973]3.1	GENERAL
The City of Taylor is a public, tax-supported organization. Its employees should adhere to high standards of public service that emphasize professionalism, courtesy, and avoidance of even the appearance of illegal or unethical conduct at all times. Employees are required to give a full day’s work, to carry out efficiently the work items assigned as their responsibility, and to do their parts in maintaining good relationships with the public, their supervisors, City officials, and their fellow employees.

[bookmark: _Toc211242346][bookmark: _Toc211243055][bookmark: _Toc225739974]3.2	PROFESSIONAL APPEARANCE
Employees of the City are hired to provide services to the City’s citizens and to perform specific tasks in a professional manner. As representatives of the City, 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 City 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 that is appropriate to the particular job being performed. A neat, well-groomed appearance is necessary in creating and maintaining a professional, favorable image of the City's work force.

[bookmark: _Toc211242347][bookmark: _Toc211243056][bookmark: _Toc225739975]3.3	TIME 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 the employee’s supervisor no later than thirty (30) minutes before the time the employee is scheduled to begin work, unless emergency conditions exist. (It is preferable, and may be required in some departments, for an employee who will be late or absent to contact the employee’s supervisor or department head at least one hour prior to the employee’s scheduled time to begin work unless emergency conditions exist.) See also the “Leave Time” chapter of these policies for matters involving planned absences.

Failure to report within the required period may 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, the supervisor may approve longer reporting intervals. Frequent tardiness or unexcused absence is not permissible and is grounds for disciplinary action up to and including termination.

An employee who is on sick leave for three (3) consecutive working days or more must provide a Return to Work release from the employee’s health care provider before the employee will be permitted to return to work.

[bookmark: _Toc211242348][bookmark: _Toc211243057][bookmark: _Toc225739976][bookmark: _Hlk27662899]3.4	HARASSMENT PROHIBITION
The City is committed to a work environment in which all individuals are treated with respect and dignity Each individual has the right to work in a professional atmosphere that promotes equal employment opportunities and prohibits discriminatory practices, including harassment. Therefore the City expects that all relationships among persons in the office will be business-like and free of bias, prejudice, and harassment. The City encourages reporting of all perceived incidents of discrimination or harassment. It is the policy of the City to investigate such reports. The City prohibits retaliation against any individual who reports discrimination or harassment or participates in an investigation of such reports.The law prohibits harassment of employees on the basis of race, color, religion, sex or gender, national origin, disability, age, veteran status, genetic information, or any other classification protected by law. Harassment must be severe and pervasive to be illegal under the law; however, the City prohibits all forms of harassment even if the conduct would not qualify as unlawful.   
The City will not tolerate any kind of harassment of its employees, including sexual harassment, whether committed by a fellow employee, a member of management, a vendor, or a citizen. Further, the City will not tolerate harassment of members of the public, vendors, or any other third party by a City employee. All employees, including interns, volunteers, contract employees, supervisors, and managers will be subject to disciplinary action, up to and including termination of employment, for any act of harassment.  
Harassment includes not only written or verbal comments, but any action over email, text message, or social media positing.
[bookmark: _Toc211242349][bookmark: _Toc211243058][bookmark: _Toc225739977]3.4.1		Definition of Sexual Harassment
The City of Taylor will take all reasonable steps to prevent discrimination and harassment from occurring. Definitions of types of harassment include:
Sexual harassment constitutes discrimination and is illegal under federal, state, and local laws. For the purposes of this policy, sexual harassment is defined, as unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature when, for example: 
(1) submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment (i.e. conditioning a raise or promotion on engaging in sexual activity); 
(2) submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual (i.e. requiring a potential new hire to go out with a supervisor prior to extending an offer); or 
(3) such conduct has the purpose or effect of unreasonable interfering with an individual’s work performance or creating an intimidating, hostile or offensive working environment (i.e. continuous, sexually explicit comments directed at another employee).. 
Sexual harassment may include a range of subtle and not so subtle behaviors and may involve individuals of the same or different gender. Examples of prohibited conduct that violates the City’s policy against sexual harassment include, but are not limited to: 
· Unwanted sexual flirtations, touching, advances or propositions
· Unwelcome discussion of sexual activities
· Requests for sexual favors; 
· Verbal abuse of a sexual nature, including jokes, innuendos, or stories
· Commentary about an individual’s dress or body, sexual prowess or sexual deficiencies; 
· Leering, whistling or physical touching of a sexual nature; 
· Gender stereotypes about women or men
· Insulting or obscene comments or gestures; 
· Sexually degrading words used to describe an individual
· Display in the workplace of sexually suggestive objects or pictures; or
· Other physical, verbal or visual conduct of a sexual nature. 

Examples of other kinds of prohibited conduct that violates the City’s policy against harassment include, but are not limited to:
· Slurs, epithets, innuendos, comments, and jokes based on a protected characteristic or that may be perceived by others as offensive, 
· Sending, showing, sharing, or distributing in any form, inappropriate jokes, pictures, comics, stories, etc., via e-mail, and/or on social media, 
· Verbal or written harassment, 
· Threatening, intimidating or hostile acts; 
· Visual forms of harassment, or 
· Undesirable work assignments due to a person’s race, color, religion, sex or gender, national origin, disability, age, genetic information, gender identity, sexual orientation.
[bookmark: _Toc211242350][bookmark: _Toc211243059][bookmark: _Toc225739978]3.4.2 	 	Application of Harassment Policy
These policies apply to all applicants and employees, whether related to conduct engaged in by fellow employees or someone not directly connected to the City of Taylor (e.g. an outside vendor, consultant or customer). Conduct prohibited by these policies is unacceptable in the workplace and in any work-related setting outside the workplace, such as during business trips, business meetings and business-related social events. 

[bookmark: _Toc211242351][bookmark: _Toc211243060][bookmark: _Toc225739979]	3.4.3	Reporting of Harassment
The City of Taylor encourages reporting of all perceived incidents of discrimination, harassment or retaliation, regardless of the offender’s identity or position. Individuals who believe that they have been the victim of such conduct should immediately discuss their concerns with their immediate supervisor, Department Head, or with the Human Resources Director as soon as possible. In addition, individuals who believe they are being subjected to such conduct should promptly advise the offender that his or her behavior is unwelcome and request that the behavior be discontinued. Often this action alone will resolve the problem. The City, however, recognizes that an individual may prefer to pursue the matter through informal or formal complaint procedures.   
Failure of a supervisor to report allegations of harassment will lead to disciplinary action if it is determined that the supervisor had knowledge but did not report the information immediately to the appropriate management.   
[bookmark: _Toc211242352][bookmark: _Toc211243061][bookmark: _Toc225739980]	3.4.4		Complaint Process
Employees who believe that they have been harassed or discriminated against or who are aware of harassment or discrimination of others should discuss their concerns with their supervisor or the Human Resources Director immediately. Any reported allegations of harassment, discrimination or retaliation will be investigated promptly. Supervisors and managers must immediately refer all harassment complaints to the City Manager and Human Resources Director. False and malicious complaints of harassment, discrimination or retaliation as opposed to complaints, which if erroneous, are made in good faith, may be the subject of appropriate disciplinary action. A harassment complaint involving the conduct of the City Manager shall be reported to the City Attorney.

[bookmark: _Toc211242353][bookmark: _Toc211243062][bookmark: _Toc225739981]3.4.5		Investigation
All incidents of harassment that are reported will be investigated. The City Manager or designated representative will immediately undertake an effective, thorough, and objective investigation of the harassment allegations. The investigation may include individual interviews with the parties involved and, where necessary, with individuals that may have observed the alleged conduct or may have other relevant knowledge. It is the City’s expectation and requirement that employees participate in any investigation in which they are asked for information. Confidentiality will be maintained throughout the investigatory process to the extent consistent with adequate investigation and appropriate corrective action. Based on the findings of the investigation, the City will take prompt action to remedy any circumstances of harassment prohibited by this policy.  

[bookmark: _Toc211242354][bookmark: _Toc211243063][bookmark: _Toc225739982]	3.4.6	Retaliation
Retaliation against an individual for reporting harassment or discrimination or for participating in an investigation or a claim of harassment or discrimination is a serious violation of this policy and, like harassment or discrimination itself, is prohibited. Acts of retaliation should be reported immediately to the supervisor and/or Human Resources Director and will be promptly investigated and addressed. Anyone found to have retaliated against an employee for making a complaint of unlawful harassment or for participating in an investigation will be subject to disciplinary action up to and including termination of employment.
Any questions regarding this policy or its enforcement should be directed to the Human Resources Director.

3.5 BULLYING PROHIBITION 
The City of Taylor prohibits bullying by City employees. Bullying is defined as repeated, health-harming mistreatment of one or more people by one or more perpetrators. Examples of prohibited conduct that violates the City’s policy against bullying include, but are not limited to:
· Threatening, humiliating or intimidating behaviors;
· Work interference/sabotage that prevents work from getting done;
· Verbal bullying including slandering, ridiculing or maligning a person or his or her family;
· Persistent name-calling that is hurtful, insulting or humiliating; 
· Using a person as the basis of jokes; abusive and offensive remarks;
· Physical bullying including pushing, shoving, kicking, poking, tripping, assault or threat of physical assault, damage to a person's work area or property;
· Gesture bullying including nonverbal gestures that can convey threatening ;messages; or
· Exclusion, including socially or physically excluding or disregarding a person in work-related activities.
In addition, the following examples may constitute or contribute to evidence of bullying in the workplace:
· Persistent singling out of one person;
· Shouting or raising one's voice at an individual in public or in private;
· Using obscene or intimidating gestures;
· Not allowing a person to speak or express himself of herself (i.e., ignoring or interrupting);
· Personal insults and use of offensive nicknames;
· Public humiliation in any form;
· Constant criticism on matters unrelated or minimally related to a person's job performance or description;
· Public reprimands;
· Repeatedly accusing someone of errors that cannot be documented;
· Deliberately interfering with mail and other communications;
· Spreading malicious rumors and gossip regarding individuals;
· Encouraging others to disregard a supervisor's instructions;
· Manipulating the ability of someone to perform work (e.g., overloading, underloading, withholding information, setting deadlines that cannot be met, giving deliberately ambiguous instructions);
· Assigning menial tasks not in keeping with the normal responsibilities of the job;
· Taking credit for another person's ideas;
· Refusing reasonable requests for leave in the absence of work-related reasons not to grant leave;
· Deliberately excluding an employee or isolating the employee from work-related activities, such as meetings; or
· Unwanted physical contact, physical abuse or threats of abuse to an employee or an employee’s property (defacing or marking up property).
An employee who feels they have experienced bullying should immediately report this to their supervisor or to Human Resources using the procedure outlined in Section 3.4. All employees are strongly encouraged to report any bullying conduct they experience or witness as soon as possible. Failure of a supervisor to report allegations of bullying will lead to disciplinary action if it is determined that the supervisor had knowledge but did not report the information immediately to the appropriate management.

Retaliation against an individual for reporting bullying or for participating in an investigation or a claim of bullying is a serious violation of this policy and, like bullying itself, is prohibited.  Acts of retaliation should be reported immediately to the supervisor and/or Human Resources Director and will be promptly investigated and addressed.

[bookmark: _Toc211242355][bookmark: _Toc211243064][bookmark: _Toc225739983]3.6	WORKPLACE VIOLENCE PREVENTION
The City of Taylor is committed to ensuring a safe working environment and to reducing the risk of violence for all employees. Violence or the threat of violence has no place in any of the City’s work locations. The City will not tolerate any conduct or behavior, whether intended as joking or not, that is found to be threatening, intimidating, or coercive.  Employees, with the exception of licensed peace officers and animal control officers, are prohibited from possessing a handgun or other weapon while on duty or performing services for the City, or while in City uniform or in a City vehicle, regardless of whether the employee is on City property or not. An employee may store a firearm or ammunition in a locked, privately owned motor vehicle in a parking area provided by the City if the employee holds a concealed handgun license (CHL) in accordance with Chapter 411 of the Texas Government Code. If an employee chooses to store a firearm or ammunition in the employee’s locked personal vehicle, the employee will need to declare that to the employee’s immediate supervisor, Department Head and the Director of Human Resources in writing, and must make that declaration prior to bringing the firearm onto a City parking area. Employees continue to be prohibited from carrying or possessing a firearm on any City property, including inside office buildings or other work areas. Violation of this policy will be subject to immediate discharge. Further, employees who bring a firearm onto a City parking area may be subject to personal civil liability for any resulting damages.

Violent behavior includes, but is not limited to:
· Causing physical injury to another person or attempting to cause physical injury to another person;
· Possession of a weapon, as defined by the penal code, on one’s person or vehicle while on City property or while on City business (this includes employees with concealed weapons permits) unless properly authorized by the City;
· Aggressive or hostile behavior which creates a reasonable fear of injury to another person or subjects another individual to emotional distress;
· Making threatening remarks expressing intent to do harm to another person and/or making veiled threats of physical harm or similar intimidation;
· Surveillance without proper authorization;
· Stalking;
· Intentional damage, destruction, or threat of destruction of City property, the property of another employee, or any person’s personal property;
· Acting in a hostile manner, expressing unusual agitation or excitement which may be accompanied by incoherent and/or irrational behavior or harassment;
· Expression of suicidal or homicidal intent or thoughts.

[bookmark: _Toc211242356][bookmark: _Toc211243065][bookmark: _Toc225739984]Any employee determined to have committed such acts will be subject to disciplinary action, up to and including separation. Any potentially dangerous situation must be reported immediately to a supervisor, manager, and /or Department Head. Any threats of potential violence will be taken seriously and investigated and the City will cooperate fully with law enforcement authorities during any criminal investigations. Employees terminated for violating a provision of this policy shall not be eligible for future employment with the City.

3.7 FITNESS REQUIREMENTS
It will be the responsibility of each employee to maintain the standards of fitness required for performing the essential functions of the employee’s job. The City may require an employee to submit to an examination by a City approved physician, psychiatrist or psychologist when it appears that the employee’s physical or mental condition may prohibit the employee from adequately performing job duties or the employee’s condition may constitute a hazard to persons or property. The employee must cooperate with such a request and authorize release of such medical information to the City as a condition of continued employment. The employee will be required, as a condition of continued employment, to authorize the medical provider to disclose the results of the examination to appropriate City officials. The employee will be granted paid administrative leave time for the examination and the City will pay for the examination.
If medically determined that the employee is not able to perform the essential functions of the employee’s regular position, with or without an accommodation, the employee may apply for any position that is vacant and advertised, be placed on appropriate leave or may be terminated. An employee who is not able to perform the duties of the employee’s job may apply for a disability retirement, if eligible, with the Texas Municipal Retirement System.

3.8 	OUTSIDE ACTIVITIES
City employees may engage in outside or self-employment provided they receive prior written approval from their Supervisor, Assistant City Manager and City Manager on the City’s Outside Employment Request Form. Department Directors must receive written approval from the City Manager prior to engaging in outside or self-employment. 

Employees may not accept outside or self-employment that conflicts with the effective performance of the employee while on duty with the City, or conflict in any way with the best interests of the City. Other outside activities, such as volunteer activities, that might similarly distract from an employee’s ability to perform his or her job with the City are also prohibited.

An employee will not be covered by the City’s workers’ compensation insurance while working for another employer or while self-employed unless the employee is required to perform official City employment activities while engaged in such outside or self-employment.

Approval for outside or self-employment as set out in this policy does not authorize an employee on FMLA leave, sick leave, disability leave, workers’ compensation leave, or an unpaid leave of absence, to engage in any outside or self-employment. Under no circumstances may an employee on FMLA leave, sick leave, disability leave, workers’ compensation leave, or an unpaid leave of absence, engage in outside or self-employment , as defined in this policy, unless expressly authorized in writing by the Department Director and the Human Resources Director.

For purposes of this policy, outside or self-employment includes a job, activity, or enterprise (including self-employment) which constitutes a form of employment or business outside the responsibilities of employment with the City. This policy is not intended to cover volunteer work with a non-profit organization, such as United Way, Boy/Girl Scouts, American Heart Association, faith based activities or similar activities where compensation is neither expected nor paid in the ordinary course of operations.

An Outside Employment Form will be completed and reviewed annually by the employee’s supervisor, Assistant City Manager and City Manager. The employee shall describe the employment activity and anticipated number of hours worked per week for which permission is requested. If an employee’s outside employment begins to interfere with the effective performance of assigned City duties, the employee shall be required to terminate the outside employment or to resign from the City’s employment. Upon separation from an outside or self-employment job, an employee must notify the employee’s supervisor immediately about this separation from outside employment. Violations of Section 3.8 may constitute grounds for disciplinary action.

[bookmark: _Toc211242357][bookmark: _Toc211243066][bookmark: _Toc225739985][bookmark: _Hlk27666341]3.9	GIFTS AND GRATUITIES
Under no circumstances shall a City officer or employee request or accept any gifts or free or discounted services from contractors, vendors, or other persons that might tend to influence the employee’s official actions or impair the employee’s independence or judgment in performance of duties for the City. In addition, the City expects an employee to avoid any gift, food, entertainment, honoraria, transportation, or lodging that might appear to or tend to affect the employee’s official actions or to exceed the limitations on gifts and benefits prescribed by the Texas Penal Code.
Guidelines to avoid perceptions of improper influence or conflicts of interest include the following:
· City employees shall not accept gifts from any person or entity actively seeking to do business with the City or currently under regulatory review (for example, a vendor trying to contract with the City).
· City employees shall not accept gifts from any person or entity that might tend to influence the employee’s official actions or impair the employee’s independence or judgment in performance of duties for the City or have the appearance of same (for example, someone with a pending application or permit subject to review offering an employee a discount for goods or services).
· City employees shall not accept gifts in the form of cash or check of any value. City employees shall not accept gift cards, unless falling under the exception below.
· Acceptable gifts that are permissible based on these standards:
· Gifts shall be limited to items worth less than $50 in fair market value. 
· Gifts in the form of a gift card of a value of less than $50 shall not be convertible to cash and shall only be redeemable with the donor.
· Gifts made to an employee may be permissible, including food, beverages, entertainment, lodging or transportation provided the employee accepts such gifts as a guest. For something to  be “accepted as a guest” it must be enjoyed within the presence of the donor. For example, if a vendor has two tickets to a sporting event, the employee shall not accept both tickets for personal use, but the employee may attend as the guest of the vendor.
· Gifts and/or donations made to the City are acceptable. Such gifts to the City shall be accepted by the department director or designee and documented as a donation. Gifts and donations made to the City will be distributed at the discretion of the department director or city manager. For example, a donation of a food basket may be shared within the department or a donation of gift cards may be distributed at an employee appreciation event).
· [bookmark: _GoBack]Gifts from family or close friends, if there is an independent relationship not related to the employment status or work of the city employee.

[bookmark: _Toc211242358][bookmark: _Toc211243067][bookmark: _Toc225739986]3.10	CONFLICT OF INTEREST - GENERALLY
No City employee shall have financial interests in the profits of any contract, service, or other work performed for the City nor derive personal profit directly or indirectly from any contract, purchase, sale, or service between the City and any person or company. An employee may not:

1.	Solicit or accept or agree to accept a financial benefit, other than from the City, that might reasonably tend to influence his or her performance of duties for the City or that he or she knows or should know is offered with intent to influence the employee’s performance;

2.	Accept employment or compensation that 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 tend to impair independence of judgment in performance of duties for the City;

4.	Make any personal investment that might reasonably be expected to create a substantial conflict between the employee’s private interest and duties for the City; or

5.	Solicit or accept or agree to accept a financial benefit from another person in exchange for having performed duties as a City employee in favor of that person.

Specifically, with reference to contracts, no City employee who exercises any functions or responsibilities in the review or approval of an undertaking or the carrying out of one of the City’s contracts shall participate in any decision relating to that contract if the decision affects the individual’s personal pecuniary interest. Governing details of this policy are found in “Conflict of Interest – Chapter 171 of the Local Government Code,” and made a part of these policies by reference, and as subsequently amended. 

[bookmark: _Toc211242359][bookmark: _Toc211243068][bookmark: _Toc225739987]3.11	POLITICAL ACTIVITY
Employees of the City are encouraged to vote and to exercise other prerogatives of citizenship consistent with state and federal law and these policies. An employee, in his or her official capacity, 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; or

3.	Use funds provided by the State of Texas to influence the passage or defeat of any legislative measure in the Texas Legislature or the outcome of any election.

Civil Service employees’ political activities are governed by Chapter 143.086 of the Texas Local Govt. Code.

[bookmark: _Toc211242360][bookmark: _Toc211243069][bookmark: _Toc225739988]3.11.1 		Political Candidates
In addition, any City 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 received votes in the last preceding election at which presidential electors were selected.) City employees are subject to this additional Hatch Act restriction if their principal employment is in connection with an activity that is financed in whole or in part by loans or grants made by the federal government.

[bookmark: _Toc211242361][bookmark: _Toc211243070][bookmark: _Toc225739989]3.11.2 	City Resources and Political Activity
All City employees are prohibited from participating in any way in any political activity while wearing a City uniform, regardless of whether the employee is on duty or on the employee’s own time. In addition, no City-owned property, vehicle, building, and/or office may be used for displaying campaign materials or for conducting any partisan political activity.

[bookmark: _Toc211242362][bookmark: _Toc211243071][bookmark: _Toc225739990]3.11.3 		Leaves of Absence 
An employee who runs for election to an elected office is encouraged, but not required, to take a leave of absence beginning upon filing for elected office and ending upon qualification for the office. An employee’s political activity, not in violation of this section, shall not be considered in determining the employee’s compensation, eligibility for promotion or demotion, work assignment, leave or travel request, or in applying any other employment practices to the employee. 

[bookmark: _Toc211242363][bookmark: _Toc211243072][bookmark: _Toc225739991]3.11.4 		Violation of Policy
Violation of this policy is grounds for dismissal and/or disapproval of funding for the position occupied by the employee involved.

[bookmark: _Toc211242364][bookmark: _Toc211243073][bookmark: _Toc225739992]3.12	COMMUNICATIONS

[bookmark: _Toc211242365][bookmark: _Toc211243074][bookmark: _Toc225739993]3.12.1		Public and Media  
Communication with the public and the media about City issues or problems is the responsibility of the City Manager or the City Manager’s  designee. Employees are to refer members of the news media to the City Manager if a question is non-routine, controversial, or outside the scope of the employee’s normal duties, and are to notify the City Manager of scheduled interviews with the news media.

[bookmark: _Toc211242367][bookmark: _Toc211243076][bookmark: _Toc225739995]	3.12.2 	Internal Communications
From time to time, an employee may be given work instructions from or asked questions by a City employee or official outside the normal chain of command. In such cases, it is the employee’s responsibility to notify the employee’s immediate supervisor promptly about the instruction or question, its purpose, the relevant facts of the situation, and the employee’s response to the direction or question. Supervisors are responsible for reporting these incidents promptly through the chain of command to the City Manager. A determination of timeliness will be based on the nature of the instruction, request, or question; any potential adverse consequences of the employee’s response; and/or the time frame during which an amended response could alter potentially adverse consequences.

3.12.3   Social Media Policy
This policy applies to all employees who work for the City of Taylor. In the rapidly expanding world of electronic communication, social media can mean many things. Social media includes all means of communicating or posting information or content of any sort on the Internet, including to an employee’s or someone else’s web log or blog, journal or diary, personal website, social networking or affinity web site, web bulletin board or a chat room, whether or not associated or affiliated with the City of Taylor, as well as any other form of electronic communication.

Using Social Media at Work
Employees should refrain from using social media while on work time or on City equipment unless it is work-related as authorized by a supervisor or manager or consistent with City policy. Employees may not use City email addresses to register on social networks, blogs or other online tools for personal use.

Personal Use of Social Media
Because information contained on websites may appear to be representative of the City of Taylor, the following shall apply for employees using their own personal social networking accounts/blogs: 

· Employees shall not publish any City confidential or proprietary information or post internal reports, policies, procedures or other internal business-related confidential communications.
· All City of Taylor branded social media accounts (using City of Taylor or any City of Taylor division or department or program name as part of the account name or URL and/ or using the City of Taylor logo or portion of the logo in any way) must be approved in advance.
· The following disclaimers must be used on an employee’s personal social media accounts if the employee is speaking about the City of Taylor in any way, including re-sharing information from official City of Taylor social media accounts:
· Twitter or other similar platforms with very restrictive word count – an employee should use one of the following options at the end of the account user’s biography. It is not necessary to include this information in actual posts:
· Tweets my own
· Views my own
· All thoughts my own.

· For individual posts that an employee may be authoring on other platforms with less restrictive word counts, including comments on blogs and news sites – use one of the following options, appended to the end of the post or comment:
· The opinions expressed in this post and in any corresponding comments are the personal opinions of the original authors, not those of the City of Taylor. They may not be used for advertising or product endorsement purposes.
· The opinions expressed in this post and in any corresponding comments are the personal opinions of the original authors, not those of the City of Taylor
· Information published on an employee’s personal site/blog(s) shall comply with the City’s policies. This also applies to comments posted on other blogs, forums, and social networking sites.
· Employees shall respect copyright laws, and reference or cite sources appropriately to avoid any potential plagiarism.
· Where no policy or guideline exists, employees should use their professional judgment and take the most prudent action possible. Any questions regarding this policy should be directed to Human Resources.

Guidelines for Responsible Use of Social Media
Employees are solely responsible for what they choose to post online. Before creating online content, employees should consider some of the risks and rewards that are involved. 

· Know and follow the rules
Employees should ensure postings are consistent with the City Information Technology Policy, the Discrimination and Harassment Prevention Policy.  

· Be respectful
Employees should always be fair and courteous to fellow employees, customers, suppliers, volunteers, or people who work on behalf of the City of Taylor. Work-related complaints may be better resolved by speaking directly with co-workers or by using our Open Door Policy rather than by posting complaints to a social media outlet. If an employee decides to post complaints or criticism, they should avoid using statements, photographs, video or audio that reasonably could be viewed as malicious, obscene, threatening or intimidating, that disparage customers, employees, suppliers, or volunteers, or that might constitute harassment or bullying. Examples of such conduct might include offensive posts meant to intentionally harm someone’s reputation or posts that could contribute to a hostile work environment on the basis of race, sex, disability, religion or any other status protected by law or City policy.

· Be honest and accurate
Employees are expected to always be honest and accurate when posting information or news, and if you make a mistake, correct it quickly. Be open about any previous posts you have altered. Remember that the Internet archives almost everything; therefore, even deleted postings can be searched. Never post any information or rumors that you know to be false about the City of Taylor, fellow associates, members, customers, contractors, volunteers, Williamson County, our neighboring cities, and people working on behalf of the City of Taylor.

· Retaliation is prohibited
The City of Taylor prohibits taking negative action against any employee for reporting a possible deviation from this policy or for cooperating in an investigation. 

3.12.4 Personal Electronic Recording Equipment
A. Employee Recordings - The City prohibits the use of any image or voice recording equipment for recording purposes by employees without the express permission of the City by policy or by the City Manager or designee. This provision does not apply to City personnel who use such devices in connection with their positions of employment when recording is being done as part of their employment duties. Under no circumstances shall an employee record private conversations without the consent of all parties involved, except when done as part of their employment duties. Violation of this policy or failure to permit an inspection of any device covered by this policy may result in disciplinary action.
B. Public Recordings – Persons entering municipal facilities during hours that the facility is open to the public are allowed to take videos/ photos in accordance with law or policy. However, people photographing / videoing may not impede public access to municipal facilities or interfere with employees’ abilities to perform their jobs. 
Allowed public spaces include customer service areas, entry ways, publicly accessible halls and corridors, publicly accessible streets, sidewalks, and parks, and public meetings and meeting spaces. Prohibited public spaces include staff work areas, offices, meeting rooms, and any non-publicly accessible areas, restrooms and other spaces prohibited by law, and Municipal Court, unless authorized by the Municipal Court Judge. Commercial Filming may require a permit. 
If approached by an individual taking photos or video, the employee should be professional and polite, acknowledge but do not engage or argue, concentrate on your job duties, notify your supervisor and call for assistance, if needed.

[bookmark: _Toc211242368][bookmark: _Toc211243077][bookmark: _Toc225739996]3.13	CHAIN OF COMMAND
Individual City employees are responsible to the City Manager or to a supervisor or department head designated by the City Manager. The City Manager is responsible to the City Council as a whole. Directions regarding work to be done, expected results, the adequacy of work performance and grievances will follow the chain of command.

[bookmark: _Toc211242369][bookmark: _Toc211243078][bookmark: _Toc225739997]3.14	SOLICITATION 
3.14.1 Solicitation of funds for City projects   
At times, projects may be undertaken whereby funds are solicited from private citizens, businesses, and organizations on behalf of the City. Before any solicitation of funds is begun, the department head must notify and receive the approval of the City Manager.  Participation on the part of any City employee in a fund raising effort on behalf of the City is strictly voluntary.

[bookmark: _Hlk27666228]3.14.2 Solicitation, Distribution, Notice Posting
Employees are not permitted to solicit other employees for any purpose during either employee’s work time, nor may they distribute literature during working time. The posting of any leaflets, notices, literature, or other material on City property without authorization is strictly prohibited. Employees are prohibited from making sales or possessing items for sale or profit or personal gain on City property at any time. Employees may be permitted to make sales on behalf of nonprofit organizations if no personal profit is involved, provided that it does not create a disruption as determined by a Department Director. Such sales shall take place during breaks and lunch time and must be approved prior to by Department Director. Employees are prohibited from soliciting to subordinates, using City meetings, email or phone for fundraiser announcements. Employees should not allow or welcome solicitors of any kind onto City premises.
[bookmark: _Toc211242370][bookmark: _Toc211243079][bookmark: _Toc225739998]3.15	UNIFORMS
Some employees are required to wear uniforms. For employees who are required to wear uniforms, the City furnishes appropriate uniforms and replaces them as necessary. No City employee is authorized to wear City uniforms off duty without prior approval from the department head.

[bookmark: _Toc211242371][bookmark: _Toc211243080][bookmark: _Toc225739999]3.16	USE OF CITY RESOURCES
City resources are dedicated to City business. The City Manager or designee shall have full access to both the resources and the contents thereof at all times. Employees should have no expectation of privacy when using these resources. The City Manager or designee has an unrestricted right to view or search any City resource, including City computers, without prior notice. Any identified unlawful activity will be investigated and may be reported to the appropriate law enforcement agency.

[bookmark: _Toc211242372][bookmark: _Toc211243081][bookmark: _Toc225740000][bookmark: _Toc211242373][bookmark: _Toc211243082][bookmark: _Toc220906047][bookmark: _Toc225740001]3.16.1 Use of City Property, Vehicles, Tools, and Equipment
Employees who are assigned tools, equipment, vehicles, or any other City property by their departments are responsible for them and for their proper use and maintenance. City property, materials, supplies, tools, equipment, and vehicles are intended solely for the maintenance and operations of the City. No personal or political use of any City property, materials, supplies, tools, or equipment is permitted. Vehicles owned or leased by the City are for City use only. Vehicle use by “on-call” personnel outside normal working hours is subject to authorization by the City Manager. If an employee is in doubt about a circumstance, the employee must check with the employee’s supervisor before proceeding. Violations of this policy may result in discharge and possible prosecution. All City employees using City property must sign an “Employee Acknowledgement: Personnel Policies & Return of City Property” form.  

3.16.2 [bookmark: _Toc211242374][bookmark: _Toc211243083][bookmark: _Toc225740002]Telephone Use
City telephones are to be used for City 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. City employees may not place personal long distance telephone calls on City telephone equipment unless the charges will be billed directly by the telephone company to the individual’s personal account. Personal calls on City cellular phones must be kept to a minimum. Use of personal cellular phones or communications devices should not be abused while on duty. Department heads shall have the right to limit use of personal cellular phones/communication devices in the workplace. The use of the camera function on a cellular phone will not be allowed in the workplace.

All supervisory, public safety and service personnel must furnish the City a telephone number at which they can be reached during off duty hours or have ready access to a telephone that they could use to respond to a page. Employees do not receive either additional compensation or reimbursement for maintaining this telephone service.  However, based on business needs, the City may require an employee to have cellular telephone service, which the City may provide if approved by the City Manager. 

3.16.3 [bookmark: _Toc211242375][bookmark: _Toc211243084][bookmark: _Toc225740003]Computer and Email Usage
Computers, computer files, the email system and software furnished to employees are the property of the City and are provided by the City to assist in the conduct of City business and may not be used for personal gain. Additionally, all messages composed, sent or received on the email system are and remain the property of the City. The City prohibits the use of computers and the email system in ways that are disruptive or offensive. The City may monitor, review, or access computers, computer files and emails at any time for any reason.  

The City purchases and licenses the use of computer software for business purposes. All license agreements should be strictly followed. Reproduction or unauthorized use of software is not permitted. An employee should not attempt to access any file or attempt any unauthorized use for which they are not granted permission. An employee shall not reproduce or download software programs without authorized approval from the City Manager or his designee. 
 
[bookmark: _Toc211242376][bookmark: _Toc211243085][bookmark: _Toc225740004]3.16.4   Personal Property
Employees are prohibited from bringing offensive, inappropriate or excessive personal property to the workplace as determined by the City Manager. The City will not be responsible for any loss of personal items on or in City property.  Work places and workspaces are subject to random investigative searches. The Department head or the employee’s designee as well as the employee should be present, whenever possible. A report of the search should be made and provided to the City Manager as soon as possible.  

[bookmark: _Toc211242377][bookmark: _Toc211243086][bookmark: _Toc225740005]3.16.5		Purchasing
Purchases by City employees shall be made only as authorized by the City Council, City Manager or his designee and shall be made in accordance with state purchasing laws as they apply to cities.

3.17  ETHICAL STANDARDS
All employees are expected to maintain a high level of personal and professional conduct. Employees should conduct themselves in a manner that ensure those high standards are met, avoiding even the appearance of impropriety. Actions in violation of conduct standards include, but are not limited to:
· Use of an employee’s official position to secure special privileges or exemptions, whether direct or indirect, for them self or others.
· Disclose any confidential information gained by reason of the employee’s position concerning the property, operations, policies or affairs of the City or use such confidential information to advance any personal interest, financial or otherwise, of the employee or others.
· Commit actions to be considered fraud as defined in these policies
· Provide false information and / or make false accusations.
· Participate in any improper secret agreement between two or more entities, to defraud or deprive others of their property or rightful share, or to otherwise indulge in a forbidden, illegal or illegitimate activity.
· Behave in any manner which causes discredit to the employee and / or places the City in disrepute. The commission and/ or convictions, including deferred adjudication or deferred prosecution, of any crime other than minor traffic violations will be reviewed as a possible violation of this policy based on the nature of the offence and the relativity to the employee’s job responsibilities.  
· If an employee is involved in any of the acts listed above, on or off the job, they must report it to their supervisor and/or the Human Resources Department immediately. In addition, employees required to operate a City vehicle as a part of their job should report all moving violations.
By no means is this list all-inclusive. Any conduct of an employee that disrupts the work environment or places the personal interest of the employee above those of the City or the public may be treated as a violation of the public trust.
3.18 FRAUD
All employees are expected to maintain a high level of personal and professional conduct on the job. As a public service organization and stewards of public funds, the City holds its employees to a high standard of ethical conduct relating to the use of City resources. All employees shall avoid fraud and are expected to report possible fraudulent activity or any internal and/or external practices that may allow for or facilitate fraudulent activities. Supervisors and managers have a greater responsibility to uphold this policy. They are expected to initiate appropriate preventive measures, implement the necessary controls and initiate investigations by promptly reporting allegations. Reports can be made to the City’s Finance Director, City Manager, Deputy City Manager, Assistant City Manager, or the employee’s supervisor or Department Director.
The City considers the following list of actions to be fraud
· Forgery or alteration of any document (including timesheets) or account belonging to the City
· Forgery or alteration of a check, bank draft or any other financial document representing funds belonging to the City
· Intentionally filing inaccurate reports or claims for payment for monetary gain
· Misappropriation of funds, securities, supplies or other assets of the City
· Impropriety in the handling or reporting of money or financial transactions involving the City and any other entity
· Profiteering as a result of insider knowledge of City activities
· Removal or inappropriate use of records, furniture, fixtures and equipment belonging to the City
· Embezzlement, larceny or any other misapplication of City funds.
· Any official misconduct including the misapplication or misuse of City funds or property.
The following procedures shall apply to this policy:
· An employee shall immediately report concerns of possible fraud to the employee’s supervisor for appropriate action. Immediately shall mean as soon as the employee has the means to contact the supervisor, but shall be no longer than 24 hours after the employee becomes aware of the suspected fraud. As an alternative, an employee can report suspected fraud directly to the employee’s Department Director, the Finance Director, an Assistant City Manager, the Deputy City Manager, or the City Manager. An employee who provides information in good faith will be protected from retaliation.
· An employee who is contacted by a citizen with evidence or written allegations of fraud shall immediately report it.
· Allegations of fraud shall be investigated by an “investigation committee”, a standing committee responsible for responding to fraud allegations through the coordination of necessary resources and determining a course of action regarding the investigation. 
· The investigation committee will be composed of a representative from Finance and Human Resources and a representative of the department where the suspected fraud occurred, as designated by the City Manager.
· If the committee believes that alleged conduct may be criminal in nature, then the committee will recommend that the allegation be referred to the Police Department. All findings of the committee will be communicated to the City Manager’s Office. 
· All employees are required to cooperate fully during any City review or investigation of an allegation of fraud. Anyone informed of an investigation in progress shall ensure that strict confidentiality is observed as to not prejudice the investigation or the city’s rights and integrity.
· Employees who intentionally or knowingly make false accusations and / or provide false information concerning instances of fraud will be subject to disciplinary action up to and including termination.
· An employee may not be retaliated against for reporting an alleged violation of a law to an appropriate law enforcement authority if the employee’s report is made in good faith.
3.19 WHISTLEBLOWER POLICY
The City is committed to upholding the requirements of all state and federal laws including applicable Whistleblower Act(s). The City will not suspend, terminate or otherwise discriminate against an employee who appropriately reports a violation of law to an appropriate authority if the employee report is made in good faith. Employee rights include:
· Right and / or duty to report violations of law
· Right to report unsafe act or condition
· Right to file a Worker’s Compensation claim
· Right to file a grievance and
· Right to file a complaint of alleged discrimination.

[bookmark: _Toc211242378][bookmark: _Toc211243087][bookmark: _Toc225740006][bookmark: _Hlk27666514][bookmark: _Toc220906053][bookmark: _Toc225740007]3.20	TOBACCO PRODUCTS
Smoking and use of tobacco products, including cigarettes, “spit tobacco” or e-cigarettes, is prohibited within City buildings, City vehicles, equipment or while interacting with the public. Our policy to provide a tobacco free environment for all employees and visitors was established to keep a safe and healthy workplace environment.

3.21 [bookmark: _Hlk27664741]FACILITY OPERATING POLICIES AND PROCEDURES
3.21.1 Shared Spaces – City of Taylor offices, meeting rooms and common areas are used by all. Employee behaviors and activities shall be consistent with those expected in a professional work environment. Employees shall use headphones or listen to office appropriate music at a low level provided such use does not interfere with the employee’s or other employees’ job performance and customer service responsibilities. Employees shall speak at appropriate volumes that are not disruptive to those around them, as determined by the employee’s supervisor. 
3.21.2 Common Areas - Any décor, furniture, art, wall hangings to be placed in common areas, defined as hallways, corridors, break areas, conference rooms, lobbies and areas visible to the public, must have the prior approval of the Department Director. Materials shall be appropriate for an office environment and minimize potential damage to the facility.
3.21.3 Smells – Employees shall refrain from using personal air fresheners, sprays or odors.
3.21.4 Cleanliness – Employees shall maintain a clean work environment, including maintaining neat and sanitary break rooms.
3.21.5 Safety and Security – Keys, Badges, Passwords and Code Words – City employees may be assigned keys, security access badges, passwords and codes applicable to City facilities. The employee is responsible for safeguarding these items. The City may have video and audio surveillance within facilities. Personal property should be secured in vehicles or in desks or lockers. The City is not responsible for lost or stolen items.
3.21.6 Facility Security – City employees are responsible for keeping City facilities, properties and equipment secured. Employees should ensure that all guests and visitors are escorted throughout City facilities. Employees should not permit unknown individuals from entering secured areas. Employees should not leave security doors unsecured or left open. Lost ID badges or keys should immediately be reported to the employee’s supervisor. ID badges and keys should immediately be collected from suspended or terminated employees.
3.22 [bookmark: _Hlk27666170]Children at Work
Employees are welcome to bring their children to visit their worksite, with director approval, provided that the visits are infrequent, brief and planned in a way that limits disruption to the workplace. Children in the workplace must be directly supervised by the host parent at all times. If the frequency, length or nature of visits becomes problematic, the employee will be notified and will be expected to take corrective action. 
Employees are not permitted to bring ill children to work. This policy is not to be used as a backup childcare arrangement. Employees are provided paid time off benefits which may be used for personal reasons or to care for an ill child. 



	[bookmark: _Toc148616192][bookmark: _Toc148618913][bookmark: _Toc149365553][bookmark: _Toc211242379][bookmark: _Toc211243088][bookmark: _Toc220906054][bookmark: _Toc225740008]
 City Of Taylor
[bookmark: _Toc148616193][bookmark: _Toc148618914][bookmark: _Toc149365554][bookmark: _Toc211242380][bookmark: _Toc211243089][bookmark: _Toc220906055][bookmark: _Toc225740009]Personnel Policy Manual



[bookmark: _Toc148618915][bookmark: _Toc211242381][bookmark: _Toc211243090][bookmark: _Toc225740010]4.00	EMPLOYMENT

[bookmark: _Toc211242382][bookmark: _Toc211243091][bookmark: _Toc225740011]4.1	EMPLOYMENT-AT-WILL
All employees of the City of Taylor are employed at the will of the City and shall have no property rights in the employee’s position. Employment with the City is voluntary and subject to termination by the employee or by the City at will, with or without cause, with or without notice, at any time. Nothing in these policies shall be interpreted to be in conflict with or to eliminate or modify in any way the employment-at-will status of City of Taylor employees.

[bookmark: _Toc211242383][bookmark: _Toc211243092][bookmark: _Toc225740012]4.2	PROBATIONARY PERIOD
[bookmark: _Toc220906059][bookmark: _Toc225740013]Probationary period for non-civil service employees is 6 months. 

[bookmark: _Toc211242384][bookmark: _Toc211243093][bookmark: _Toc225740014]4.3	EMPLOYEE ORIENTATION
During the orientation, employees are given a copy of the Personnel Policies Manual, are informed of its continued availability and the reference locations, and are given information about the City’s benefit programs. Employees are required to sign a statement that they have read, understood and will abide by the policies contained in the Personnel Policies Manual.

[bookmark: _Toc211242385][bookmark: _Toc211243094][bookmark: _Toc225740015]4.4	JOB DESCRIPTION
Positions in the City have a written job description. Employees shall sign a written copy of their job description acknowledging that they understand the responsibilities assigned to the position the employee will occupy. 

[bookmark: _Toc211242386][bookmark: _Toc211243095][bookmark: _Toc225740016]4.5	EMPLOYMENT OF RELATIVES (NEPOTISM)
The practice of nepotism in hiring personnel or awarding contracts is forbidden by the City.
[bookmark: _Toc211242387][bookmark: _Toc211243096][bookmark: _Toc225740017]4.5.1		Definition of Nepotism
No person may be hired who is an immediate family member to any member of the City Council or the City Manager. An immediate family member includes an individual’s:
· Parents (biological parents, adoptive parents, or persons in loco parentis to an employee when the employee was a child)
· Husband, wife, or domestic partner
· Child (biological, adopted, foster, stepchild, legal ward, or a child for whom the employee is a person standing in loco parentis)
· Sisters and brothers (biological, adopted, foster, or step sister or brother)
· Grandparents (biological, adopted, foster, or step grandparents)
· Grandchildren (biological, adopted, foster, or step grandchild)
· Parents and grandparents of an employee’s husband, wife or domestic partner
· Any relative living in the same household with an employee

[bookmark: _Toc211242388][bookmark: _Toc211243097][bookmark: _Toc225740018]4.5.2		Continuous Employment Exception
No person may be hired who is related within the second degree by affinity (marriage) or within the third degree by consanguinity (blood) to any member of the City Council, or the City Manager. An employee who is related in one of the prohibited degrees may continue in City employment if the employee has been employed continuously by the City for a period of:

1.	At least thirty (30) days if the officer or member is appointed by the City Council
2.   At least six (6) months if the officer or member is elected   

[bookmark: OLE_LINK1][bookmark: _Toc211242389][bookmark: _Toc211243098][bookmark: _Toc225740019]4.5.3		Prohibition of Specific Supervisory Relationships 
In addition, in the interest of effective management, no personnel action will be taken that would result in any employee supervising another employee who is an immediate family member as defined above.

4.5.4 	Relatives of City Employees
No employee may hold a job where the employee exercises supervisory authority over the work, assignments, working condition, and/or compensation/benefits of 
any individual who is related within the second degree of affinity or the third degree of consanguinity. If two employees in the same chain of command become related or members of the same household, then one will be transferred out of the direct reporting chain. If there is no available position in which to move one of the employees, then one must resign or be separated from employment. The two employees may have input into the decision of who will be transferred or separated. But the final decision rests with City Manager.

Relatives may not be employed in a position whereby they would share the same supervisor within the same division/department as determined by the City Manager.

“Step” relationships due to marriage will be recognized and covered by this policy.

[bookmark: _Toc211242390][bookmark: _Toc211243099][bookmark: _Toc225740020]4.6	DRIVING RECORD
Every City employee who is required to drive a vehicle or operate a piece of equipment that requires a valid driver’s license must maintain a safe driving record. For this reason, the City will check a prospective employee’s driving record prior to offering the applicant employment in a capacity that requires operating a vehicle or piece of equipment on City business. The City may recheck an employee’s driving record as needed after employment in such a capacity.  (See Appendix A - Safety Policy)

[bookmark: _Toc211242391][bookmark: _Toc211243100][bookmark: _Toc225740021]	4.6.1		Vehicle Insurance
The City maintains up-to-date insurance coverage on all vehicles owned by the City. Employees who drive a personal vehicle on City business are required to provide the Finance Director with proof of automobile liability insurance as required by the State of Texas and to maintain up-to-date insurance coverage. Failure to do so may be grounds for disciplinary action and/or dismissal.

[bookmark: _Toc211242392][bookmark: _Toc211243101][bookmark: _Toc225740022]4.7	PERSONNEL FILES
Personnel records, medical records, civil service “A” files are maintained in the Human Resources Director’s office. Different rules may apply to civil service employees. Medical records are kept in a confidential file maintained by the Human Resources Director.  Information in an employee’s personnel file is public information and must be disclosed upon written request unless specific items are excepted from disclosure by law. No information from any record placed in an employee’s file will be communicated to any person or organization except by the City Manager, the City Manager’s designee or the Human Resources Director. In addition, all inquiries regarding current or former employees must be directed, in writing, to the Human Resources Department. Unless the City receives a written release from the affected individual or a written open records request, only dates of employment and job title will be released to the inquirer.

Each employee may choose whether the City discloses the employee’s home address and telephone number to the public on request. If a new employee does not request confidentiality within the first fourteen (14) days of employment, the home address and telephone number on file are considered public information, with the exception of police officers, whose addresses and telephone numbers are not public information. Employees may change elections for disclosure or confidentiality at any time. A form for designating this information as confidential or public is available from the Human Resources Director. 

An employee or his or her representative designated in writing may examine the employee’s personnel file upon request during normal working hours at the City offices. The employee may request copies of items or materials in  the employee’s personnel file but may not remove anything from the file. When a supervisor or department head requires access to the official personnel file of an employee under the individual’s supervision for the handling of personnel matters, the Human Resources Director will provide access to the specific file(s).

Employees are expected to inform the employee’s supervisors of any changes in or corrections to information recorded in the individual’s personnel files such as home address, telephone number, person to be notified in case of emergency, or other pertinent information. The supervisor will notify the Human Resources Director.

[bookmark: _Toc211242393][bookmark: _Toc211243102][bookmark: _Toc225740023]4.7.1		Personnel Action Form
The Personnel Action Form is the official document for recording and transmitting to the personnel file each personnel action. This form is used to promote uniformity in matters affecting:
· [bookmark: _Toc220906070][bookmark: _Toc225740024]Employment Category,
· [bookmark: _Toc220906071][bookmark: _Toc225740025]Position Title and Classification,
· [bookmark: _Toc220906072][bookmark: _Toc225740026]Pay Group and Rate, and
· [bookmark: _Toc220906073][bookmark: _Toc225740027]Other actions affecting the employee’s status

The Personnel Action Form is completed prior to the employee’s first day of work and again when there is any change in the employee’s status, which relates to employment or benefits. Each Personnel Action Form becomes a permanent part of the employee’s personnel file, and a copy is given to the employee each time an action occurs. 

[bookmark: _Toc211242394][bookmark: _Toc211243103][bookmark: _Toc225740028]4.7.2		Contents of Personnel Files
For non-civil service employees, an official personnel file may contain the following:
· An employment record;
· A copy of the employee’s application for employment/resume;
· A copy of the conditional offer of employment letter;
· A signed copy of the employee’s acknowledgment of having reviewed a copy of the Personnel Policies Manual;
· Employee’s job description(s);
· Election to Disclose or keep confidential home address and home telephone number form;
· Personnel Action Form
· Records of any citations for excellence, awards for good performance, or job-related training/education except civil service training;
· Records of disciplinary action(s);
· Performance evaluations;
· Copies of any grievances and related materials;
· Agreements regarding compensatory time off in lieu of overtime pay;
· Any other pertinent information having a bearing on the employee’s status; and
· Any written statements from the employee explaining, rebutting, or clarifying other items in the file.

[bookmark: _Toc211242395][bookmark: _Toc211243104][bookmark: _Toc225740029]4.7.3		Leave Records
Official records of vacation leave and sick leave accrual and of leave usage are retained for each employee by payroll staff. Leave records are updated at the end of each pay period. Leave balances are shown on the official records to reflect any remaining leave to which an employee is entitled.  

[bookmark: _Toc211242396][bookmark: _Toc211243105][bookmark: _Toc225740030]4.8	CATEGORIES OF EMPLOYMENT
There are four categories of employment with the City:
  1.  REGULAR FULL-TIME.  A regular full-time employee is appointed to an authorized regular position that involves, on the average, forty (40) work hours per week. Regular full-time employees may be either hourly or salaried employees.
2. REGULAR PART-TIME.  A regular part-time employee is appointed to an authorized regular position that involves, on the average, at least twenty (20) but fewer than forty (40) work hours per week. Part-time regular employees may be either hourly or salaried employees and are categorized as either half time or three-quarters time. Half time employees work at least twenty (20) but fewer than thirty (30) hours per week, and three quarters time employees work at least thirty (30) but fewer than forty (40) hours per week.
3. TEMPORARY FULL-TIME.  A temporary full-time employee is an employee hired to work an average of forty (40) hours per week with total hours not to exceed 1,000 per calendar year. Temporary full-time employees may be either hourly or salaried employees without accrued benefits.
4. TEMPORARY PART-TIME.  A temporary part-time employee is an employee hired to work an average of fewer than forty (40) hours per week with total hours not exceed 1,000 per calendar year. Part-time temporary employees are paid on an hourly basis without accrued benefits.
See “Benefits” chapter of these policies for details of benefits available to each category of employees. Staff, who are assigned to the City but paid directly by another government or private organization, are not employees of the City. These employees’ benefits are specified in the contract for services. As a condition of their assignment, such staff are governed by all terms of these policies not in conflict with their contract for services.

[bookmark: _Toc211242397][bookmark: _Toc211243106][bookmark: _Toc225740031]4.9	OFFICIAL WORK PERIOD AND SCHEDULES FOR NON-CIVIL SERVICE EMPLOYEES
The official work period for employees in City departments for which separate work periods are not established, either elsewhere in these policies or in written memorandum form approved by the City Manager, is a seven (7)-day period beginning at 7:00 a.m. on Monday and ending at 7:00 a.m. on the following Monday. Adjustments to the normal hours of operation of City facilities or departments may be made by the City Manager in order to serve the public better. Offices may be required to remain open during the noon hour, and lunch periods for some employees may be staggered according to the requirements of the City.

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 forty (40) hours per workweek. Morning and afternoon breaks of fifteen (15) minutes each are available to each employee, but this time does not accumulate if not taken, and this time cannot be used to alter an employee’s work hours. All City employees are expected to report punctually for duty at the beginning of their assigned workdays and to work the full workdays established. Other hours of work and official work periods for individuals or groups of employees may be set by the department head with the approval of the City Manager.

[bookmark: _Toc211242398][bookmark: _Toc211243107][bookmark: _Toc225740032]4.10	OFFICIAL WORK PERIOD AND SCHEDULES - POLICE
The Police Chief sets the work schedule for police personnel and notifies them in writing of their work schedule assignments. Depending upon personnel available, the Police Chief may establish different work schedules for personnel for temporary periods of time until the personnel shortage has been eliminated. 

Through execution of a waiver executed by a majority of police officers pursuant to Chapter 142-0015(j), the work period for police officers is 14 days / 80 hours. The City has established the following work period for its police officers:

1.	The official work period for police officers consists of fourteen (14)    days/ eighty (80) hours worked per work period.  

2. For police officers, the work period begins on Monday and ends on Monday, fourteen (14) day cycles. The Chief of Police or the Chief’s designee will establish work schedules.  

[bookmark: _Toc211242399][bookmark: _Toc211243108][bookmark: _Toc225740033]4.11	OFFICIAL WORK PERIOD AND SCHEDULES - FIRE
The Fire Chief or a designee sets the work schedule for fire personnel and their assignments.
[bookmark: _Toc211242400][bookmark: _Toc211243109][bookmark: _Toc225740034]	4.11.1   Pursuant to Section 207(k) of the Fair Labor Standards Act and 29 C.F.R. Part 553, the declared work period for firefighters is 14 days, with each shift consisting of 24 hours. The work period starts on a Monday at 7:00 a.m. and ends on the following Monday 14 days later at 6:59 a.m.

[bookmark: _Toc211242401][bookmark: _Toc211243110][bookmark: _Toc225740035]4.11.2   Firefighters will be paid according to a 14 day work period. Hours worked over 106 in the 14 day work period will be considered overtime and will be paid at one and one-half times the regular rate of pay. Paid vacation, sick leave, compensatory leave, P.A.I.D leave, emergency leave, military leave, civil leave, administrative leave or any other leave of absences are not considered “time worked” for the purposes of calculating overtime in a work period. Holiday will be counted as hours worked. 

[bookmark: _Toc211242402][bookmark: _Toc211243111][bookmark: _Toc225740036]4.12	SCHEDULED ADJUSTMENTS
	Depending upon personnel available, the Police Chief and Fire Chief may establish different work schedules for their personnel for temporary periods of time until the personnel shortage has been eliminated.

[bookmark: _Toc211242403][bookmark: _Toc211243112][bookmark: _Toc225740037]4.13	NUMBER OF HOURS WORKED
[bookmark: _Toc225740038]The City Manager determines the number of hours worked by an employee for the compensation to be received, subject to laws governing pay and working hours and to the provisions of the City’s budget. 

[bookmark: _Toc211242404][bookmark: _Toc211243113][bookmark: _Toc225740039]4.14	TIME REPORTING
Employees must keep records of all hours worked and leave taken and, where appropriate, hours credited to particular projects. Forms for this purpose are provided by the City. Time records must be signed by the employee and by the employee’s immediate supervisor. It is recommended that these forms be completed after each day’s work in order to maintain an accurate and comprehensive record of the actual time spent on particular projects. Each employee is responsible for ensuring that all hours worked and leave time taken are reported on the time sheets sent to Payroll. 

[bookmark: _Hlk27663549][bookmark: _Hlk27664423]4.15	OUT OF OFFICE WORK
Any work performed out of the office such as working from home, while on vacation, while on sick leave, while on unpaid leave and so forth shall require prior approval from the immediate supervisor before performance of any such work. Work performed shall include, but not be limited to, checking and responding to e-mails, voicemails, texts, social media and the like, and answering and responding to phone calls, if such actions are part of the employee’s normal work duties.
[bookmark: _Hlk27663479]4.16 TRAVEL TIME
This policy applies to all non-exempt employees. The City will compensate travel time based on the rules outlined by the FLSA (Fair Labor Standards Act). Where previously agreed in writing, employees may be compensated beyond FLSA guidelines with supervisor approval.
For non-exempt employees, normal commuting time from home to work and from work to home is not hours of work. Any employee who is required to travel directly between home and a temporary work location outside the limits of the employee's official work location, the time the employee would have spent in normal commuting must be deducted from any hours of work outside the regularly scheduled administrative workweek (or, for non-exempt employees, outside corresponding hours on a non-work day) that may be credited for the travel time.
On one day assignments out of town (outside Taylor, Texas) where an employee does not spend the night, all travel is compensable. With travel overnight away from home, travel is only compensable to the extent that it cuts across the employee’s normal work schedule, unless the employee is engaged in travel to and from the travel destination.
Employees may be reimbursed for personal items that are stolen while they are on a City authorized trip up to a maximum total value of $500. Requests for reimbursement must be accompanied by an itemized list and official police report from the city where the theft occurred.
[bookmark: _Hlk27666420]4.17 PARTICIPATION IN SPECIAL EVENTS AND VOLUNTEERING
Attending or participating in special events or volunteering during regular work hours may be permitted with advanced approval from the Department Head and supervisor. If an employee is required by their Department Head to attend, assist with, or provide services at an event or on a committee, the City will compensate the employee for their time. Volunteers who elect to donate their time and services as a volunteer for the City may do so without any expectation of compensation for time spent. An employee should seek approval from the employee’s supervisor before committing to any City sponsored activities and/or events. If an employee attends a City sponsored event while off work, it is not work time and the time will not be compensated.

[bookmark: _Toc211242405][bookmark: _Toc211243114][bookmark: _Toc225740040]4.18	SEPARATION FROM EMPLOYMENT
[bookmark: _Toc211242406][bookmark: _Toc211243115][bookmark: _Toc225740041]
4.18.1	Resignation
An employee who gives adequate written notice (at least 10 working days) is considered to have resigned in good standing. With approval of the Department Director and City Manager or designee, the ten (10) working day requirement may be waived. In the event an employee resigns in good standing, the employee will be entitled to any accrued vacation pay within limits stated in Section 5 on Leave Time.

[bookmark: _Toc211242407][bookmark: _Toc211243116][bookmark: _Toc225740042]4.18.2	Reduction In Force
An employee may also be separated when his or her position is abolished, or when there is either a lack of funds or a lack of work, or for unsatisfactory performance, or for disciplinary reasons. When non-civil service employee reductions in force are necessary, decisions on individual separations will be made after considering (1) the relative necessity of each position to the department and the City, (2) the performance record of each employee, (3) transferability of the employee’s skills to remaining positions with the City, and (4) the employee’s length of service with the City. Civil service employee reduction in force will be in accordance with Chapter 143 of the Local Government Code and local civil service rules. Employees who have been laid off may reapply to the City for other positions. Former employees, that are otherwise equally qualified, will be given priority consideration in the event of a vacancy.

[bookmark: _Toc225740043][bookmark: _Toc211242408][bookmark: _Toc211243117][bookmark: _Toc225740044]4.18.3 	 Disability
In cases of long-term disability where an employee is unable to return to work for a period of twelve (12) months, and such absence would cause an undue hardship on the City to hold the position open, and if no position is available which the employee could perform with a reasonable accommodation, the employee will be separated from employment with the City. 

[bookmark: _Toc211242409][bookmark: _Toc211243118][bookmark: _Toc225740045]4.18.4	Death
If a City employee dies, the employee’s estate receives all pay due and any earned and payable benefits as of the date of death. Payable benefits include personal leave and sick leave accrued.
[bookmark: _Toc211242410][bookmark: _Toc211243119][bookmark: _Toc225740046]
[bookmark: _Hlk27664076]4.18.5 General Separation Procedures
On an employee’s last day of employment, the employee is required to return all City property such as cellphones, City identification cards, uniforms, all City logo clothing, keys, procurement or credit card(s), vehicles and any other City owned equipment and property to their supervisor. Failure to return City property may result in loss of benefits and potentially criminal charges.
[bookmark: _Hlk27664105]4.19 REHIRES
Former employees applying to be rehired may be considered for employment as members of the general public. However, special consideration will be given to past job performance, circumstances surrounding termination of previous employment and the former employee’s knowledge, skills and experience with City procedures and functions.
Eligibility for re-hire will be determined by the Human Resources Department.
Employees re-hired within thirty (30) consecutive calendar days after separation will have their service bridged as if no break in service. Employees rehired after a break in service of more than thirty (30) consecutive calendar days will receive a new date of hire. Employees rehired after a thirty (30) day break in service will be considered the same as new employees for all benefits, unless approved in advance by the City Manager.
[bookmark: _Hlk27664343]4.20 BREAK TIME FOR NURSING MOTHERS UNDER THE FLSA
The City of Taylor will provide break times and areas to express breast milk to employees who are nursing mothers for her nursing child for one (1) year after the birth of a nursing child. The area will be “a place, other than a bathroom, that is shielded from view and free from intrusion from coworkers and the public.”
4.21 INCLEMENT WEATHER & WEATHER EMERGENCIES PROCEDURE 

This policy applies to all City employees. The purpose of this procedure is to implement the policy on inclement weather and to provide direction and administrative guidelines to employees in the event of an inclement weather emergency. Employees customarily assigned to major weather control duties are also governed by other applicable directives. 

4.21.1 Scope In order that public services may be provided, all City offices will be open to serve the public during usual business hours. Maintaining an acceptable level of employee attendance is essential. There are certain severe inclement weather conditions which create emergency situations beyond the control of employees and which could affect attendance. Of primary concern is the provision of essential services to the public. To that end, the level of staffing required will be based on serving the public rather than accommodating employees. 

4.21.2 Definitions 
· Inclement Weather Emergency means any weather condition, such as snow and ice storms, floods, hurricanes, etc., that represents a threat or danger to the welfare of residents and/or extreme risk to property as determined by the City Manager or designee. 

· Department Level Emergency means any facility emergency or other work condition that represents a threat or danger to the welfare of residents or employees or prevents service delivery as determined by the Department Director with approval of the City Manager or designee.

· Essential Employees means the minimum number of employees designated by the Department Directors as required to operate specific City functions. Those employees are expected to report to or remain at work as notified during a weather emergency. 

· Liberal Leave - During inclement weather a liberal leave policy may be placed into effect. A liberal leave policy means that the rules governing the time frames for requesting and granting of vacation leave, compensatory leave and leave without pay are relaxed to accommodate individuals who cannot report to work on time, or at all, due to inclement weather conditions. 

4.21.3 Procedures

4.21.3.a Inclement Weather Emergency - In the event of inclement weather, the City Manager or designee will determine whether it is warranted to declare an inclement weather emergency and whether all employees or only essential employees are required to report to or remain at work, the following procedures will apply: 

· Essential employees will be identified and notified of such designation by their Department Director. 
· If severe inclement weather occurs or is expected before the normal workday begins, the City Manager will decide whether conditions warrant declaring an inclement weather emergency and direct that only essential employees report to work. That decision will be relayed via phone, text, email, website, or local television/radio stations. In the absence of such announcements, all employees are expected to report to work. 
· The City Manager or designee will determine the starting and ending time of an emergency whenever an "inclement weather emergency" is declared. During the period of emergency, when only essential personnel are to report to or remain at work.
· Essential employees reporting to or remaining at work will be paid regular time for their scheduled shift plus, if eligible, time-and-a-half for all hours worked beyond the 40-hour workweek. They will also accrue Administrative Leave equivalent to that given to non-essential employees during the inclement weather emergency. Such leave will be recorded by the department and available for the employee to take upon reasonable request. 
· Essential employees who do not properly notify their Supervisors of their absence will not be paid for the day and will be recorded as absent without leavev  (AWOL). The approval of such a request is at the sole discretion of the Supervisor. 
· Essential employees who are unable to report or remain at work after an inclement weather emergency has been declared may request to use vacation or compensatory time for the remainder of their shift. Such leave must be approved by the Supervisor.  
· Employees not required to report to or remain at work will be paid administrative leave for their regularly scheduled shift or for that portion of their shift covered by the period of emergency, subject to the following exceptions:
· Essential employees who are unable to report to work during an inclement weather emergency may request to use vacation leave or compensatory time provided they properly notify their Supervisors.
· Employees already out on scheduled leave on the day emergency conditions arise will be charged appropriate leave for the day; and 
· Non-essential employees who report to or remain at work during an inclement weather emergency, even though not required to do so, will receive no extra compensation.
4.21.3.b No emergency declared - In the absence of a City Manager or designee declaration that an inclement weather emergency exists and that only essential employees report to work, despite inclement weather conditions, all employees are expected to report to work. In such instances, the following procedures will apply: 
· Employees who are late in reporting to work due to inclement weather will be paid a full day's pay provided that they report within a reasonable amount of time and that the time missed from work will be charged against available appropriate accumulated vacation or compensatory time. 
· Employees who are unable to report to work due to weather conditions but who properly notify their supervisors may be charged vacation leave or compensatory time for the day. Employees unable to report to work due to illness will be placed on sick leave and may be required to provide an acceptable, verifiable note from a physician substantiating the absence. Those who do not properly notify their Supervisors will not be paid for their absences and will be recorded as absent without leave (AWOL). 
4.21.3.c Department Level Emergency – In the event that a Department Director determines that any facility or other work condition represents a threat or danger to the welfare of residents or employees, an emergency may be declared by the Director with approval of the City Manager or designee and the following procedures will apply: 

· Essential employees will be identified and notified of such designation by their Department Director. 
· If a department level emergency occurs or is expected before the normal workday begins, the Department Director will decide whether conditions warrant declaring a department level emergency and direct that only essential employees report to work. That decision will be relayed via phone, text, email, website, or local television/radio stations. In the absence of such announcements, all employees are expected to report to work. 
· The City Manager or designee will determine the starting and ending time of an emergency whenever a department level emergency is declared. During the period of emergency, when only essential personnel are to report to or remain at work.
· Essential employees reporting to or remaining at work will be paid regular time for their scheduled shift plus, if non-exempt, may be eligible for overtime pay at the rate of time-and-a-half for all hours worked beyond the regular workweek. They will also accrue personal leave time equivalent to that given to non-essential employees during the department level emergency. Such leave will be recorded by the department and available for the employee to take during the same fiscal year upon reasonable request. 
4.21.3.d Employee unable to come to work or elect to leave early
Should weather conditions become so severe that an employee is unable to report safely to their designated place of work at their normal reporting time, then the employee must notify their Supervisor as soon as possible. Employees who are unable to report to work can request to use whatever paid leave they have available, excluding sick leave, or the absence will be unpaid time off for the time they are not at work. 
Non-essential employees who elect to leave early because of weather conditions and are granted to use vacation leave or compensatory time prior to an announced period of emergency will be charged this time.
4.21.3.e Department Director Responsibilities
1. Determining the level of staffing within their respective departments and the notification procedures necessary to implement this policy. 
1. Establishing procedures and work records as necessary in order to ensure uniform administration and accountability of work activity to include accurate recording of overtime and leave records; 
1. Developing and maintaining up-to-date notification lists so that Supervisors can notify employees of decisions affecting them during inclement weather emergencies; 
1. Assuring that Supervisory personnel are available to employees by telephone to respond to any questions or concerns on the nature of the inclement weather emergencies; 
1. Posting names of designated essential employees so that they understand the department plans and they are able to perform the essential services required; and 
1. Assuring that all employees are aware of their assignments and responsibilities in inclement weather emergencies and department level emergencies. 



	[bookmark: _Toc148616224][bookmark: _Toc148618945][bookmark: _Toc149365585][bookmark: _Toc211242411][bookmark: _Toc211243120][bookmark: _Toc220906091][bookmark: _Toc225740047] City Of Taylor
[bookmark: _Toc148616225][bookmark: _Toc148618946][bookmark: _Toc149365586][bookmark: _Toc211242412][bookmark: _Toc211243121][bookmark: _Toc220906092][bookmark: _Toc225740048]Personnel Policy Manual




[bookmark: _Toc148618947][bookmark: _Toc211242413][bookmark: _Toc211243122][bookmark: _Toc225740049][bookmark: _Hlk27663847]5.00	LEAVE TIME

[bookmark: _Toc211242414][bookmark: _Toc211243123][bookmark: _Toc225740050]5.1	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.

Holidays.	Holidays are days designated by the City when City offices are closed on what otherwise would be regular business days.
 
[bookmark: _Toc211242415][bookmark: _Toc211243124][bookmark: _Toc225740051]5.2	PERSONAL LEAVE (Vacation)
All regular full-time and regular part-time City employees who work at least twenty (20) hours per week are eligible to accrue paid personal leave for time off from the job for personal reasons. Personal leave is not sick leave. Sick leave cannot be used for personal leave purposes. Employees are encouraged to use personal leave at least annually. Paid personal leave is accrued on the last day of the month in which it was earned at the following rates:

	Length of Service
	[bookmark: _Toc148616229][bookmark: _Toc148618950][bookmark: _Toc149365590][bookmark: _Toc211242416][bookmark: _Toc211243125][bookmark: _Toc220906096][bookmark: _Toc225740052]Personal Leave Earned


	Regular, full-time, non-firefighting employees earn personal leave as follows:

	One year but less than 5 years
	96 hours per year (8 hours per month)

	Five years but less than 10 years
	120 hours per year (10 hours per month)

	Ten years of service and longer
	160 hours per year (13.333 hours per month)

	Regular Police Officers and Recruits earn personal (vacation) leave as follows:

	Probationary Period
	96 hours per year (8 hours per month)

	Civil Service
	160 hours per year (13.333 hours per month)

	Regular full-time firefighters earn personal (vacation) leave as follows:

	One month but less than 12 months
	9 hours per month

	One year but less than 5 years
	180 hours per year (15 hours per month)

	Five years but less than 10 years
	204 hours per year (17 hours per month)

	Ten years of service and longer
	228 hours per year (19 hours per month)



Regular part-time employees with work schedules less than forty (40) but at least twenty (20) hours per week earn personal leave at either one-half or three-quarters of the regular, full-time accrual rate (see Policy 3.00 Employment: Categories of Employees). The same restrictions apply during the first six months of employment.
Temporary employees (full-time or part-time) and regular part-time employees who work fewer than twenty (20) hours per week do not earn personal leave.
A break in continuous service with the City, however, forfeits leave benefits accrued prior to the break, and accrual rates for leave purposes are the same as for new employees.
City Manager may grant additional personal leave for the recruitment, retention and hiring of executive level staff. 
[bookmark: _Toc225740053]5.3	SICK LEAVE
Regular full-time and regular part-time employees who work at least twenty (20) hours per week are entitled to accrue paid sick leave. Full-time, non-civil service employees accrue 80 hours of sick leave each year. Full-time, non-civil service employees earn sick leave at the rate of 6.66 hours per month.  
Part-time employees earn sick leave in an amount proportional to their regularly-scheduled hours.  
Firefighters earn sick leave at the rate of 9.0 hours per month for the first eleven (11) months of service and fifteen (15) hours per month after twelve (12) months of service. Probationary Police Officer or Police Recruit employees accrue 6.66 hours per month. Civil Service Police employees accrue ten (10) hours per month.
Sick leave hours are credited to the employee’s account on the last day of the month in which it was earned.
An employee with accrued sick leave may use it if the 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
4.	Illness of a member of the employee’s immediate family who requires the employee’s personal care and attention. For this purpose, immediate family is defined as the employee’s spouse, child(ren), or any relative of the employee who resides in the employee’s household.
Sick leave can be used only after its accrual. An employee who has exhausted accrued sick leave benefits may request to use accumulated vacation or other paid leave or must take a leave of absence without pay. No advance of unearned sick leave benefits will be made for any reason. Excessive use of sick leave without adequate justification may result in disciplinary action, including dismissal.  
5.4 [bookmark: _Toc211242417][bookmark: _Toc211243126][bookmark: _Toc225740054][bookmark: _Toc211242418][bookmark: _Toc211243127][bookmark: _Toc220906099][bookmark: _Toc225740055]  ACCUMULATION AND PAYOUT OF PERSONAL AND SICK LEAVE
Employees are encouraged to use their accrued personal leave (vacation) each fiscal year as it is earned.  
Employees may carry over accumulated leave as follows:


	Employee Category
	Personal Leave that may be carried over to next fiscal year
	Sick Leave  -  Maximum allowable accumulation

	Non-Civil Service 
	Equivalent to 2 x annual earnings
	240 hours /
30 days

	Civil Service police and fire employees
	Equivalent to 2 x annual earnings 

	In compliance with Chapter 143 of the Local Government Code

	Probationary fire employees
	9 days / 
108 hours
	240 hours /
30 days



On September 30th of each year, any personal leave (vacation) and sick leave balance in excess of these maximums is reduced to the maximums without compensation to the employee.

Payout of Personal and Sick Leave
Employees leaving the service of the City will be paid unused personal leave according to Section 7.10.6. The rate of pay will be determined by the salary in effect at the time of termination. Unused sick leave is canceled upon termination of employment without compensation to the employee, except Fire and Police civil service employees will be paid according to Chapter 143, Sections 143.045 and 143.046.
[bookmark: _Toc211242419][bookmark: _Toc211243128][bookmark: _Toc225740056]5.5	SICK LEAVE POOL
If an employee has used all of their  available leave, the department head, with the approval of the City Manager, may establish a “Sick Leave Pool” whereby other employees may donate up to twenty-five (25%) of their available sick leave to be credited to the employee’s sick leave account. This shall be a temporary pool that will be terminated when the employee returns to the job or after 90 calendar days of absence, whichever comes first. Any leave remaining in the pool will be returned to the employees who donated to the pool. Participation in this program is strictly voluntary and no employee or department head shall solicit donations to the pool.
[bookmark: _Toc211242420][bookmark: _Toc211243129][bookmark: _Toc225740057]5.6	COMPENSATORY LEAVE
Compensatory time in lieu of overtime pay is offered by the City. Compensatory time shall be granted at the discretion of the department head. The department head shall tell the employee if overtime will be paid in cash or compensatory time before the work is started. Any compensatory time earned must be used or paid within the fiscal year in which the overtime was worked.  As a general rule, no more than thirty-six (36) hours of compensatory time (representing twenty-four (24) overtime hours worked) should be allowed to accumulate for non-civil service employees and no more than sixty (60) hours (representing approximately forty (40) hours worked) for civil service employees. 
If compensatory time is not used during the fiscal year in which it is earned, the compensatory time (which was entered and carried on the employee’s records at one and one-half times the number of hours worked) will be paid at the employee’s regular, straight-time rate of pay for the total number of hours on the employee’s compensatory time record at the end of the fiscal year.  
[bookmark: _Toc211242421][bookmark: _Toc211243130][bookmark: _Toc225740058]5.7	PERFECT ATTENDANCE INCENTIVE LEAVE
For the purpose of this leave, each year is divided into two six-month segments: October 1 through March 31 and April 1 through September 30. An employee who works the entire six-month segment without using sick leave and without absence without leave earns eight (8) additional hours (12 hours for firefighters) of personal leave, which is accrued on October 1 and April 1. These hours must be taken within the current fiscal year and will not carry over if not taken.
[bookmark: _Toc211242422][bookmark: _Toc211243131][bookmark: _Toc225740059]5.8	MILITARY LEAVE
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 15 work days of paid leave of absence from their duties, without loss of time, seniority, or personal leave (vacation) on all days during which they are engaged in authorized training or duty ordered by proper authority. Military leave in excess of fifteen (15) work days will be charged to personal leave (vacation) or leave without pay. Employees ordered to active duty with the state or federal military forces are entitled to all of the reemployment rights and benefits provided by federal and state law upon their release from active duty. Requests for approval of military leave must have copies of the relevant military orders attached.
[bookmark: _Toc225740060]5.8.1	    Military Leave Time Accounts
In accordance with Texas Local Government Code, Section 143.075, this policy establishes “Military Leave Time Accounts.” The City shall maintain two separate military leave time accounts; one for eligible Civil Service fire department personnel and one account for eligible Civil Service police department personnel. Inter-departmental commingling of these two separate accounts in regards to donations and usage is not permitted.
[bookmark: _Toc220906105][bookmark: _Toc225740061]Eligibility:
To be eligible to use leave hours from the military leave time account, a firefighter or police officer must meet the following criteria:
1. Must not be in a probationary period in the fire or police department as a firefighter, police officer or academy trainee;
2. Is a member of the Texas National Guard or the Armed Forces Reserves of the United States;
3. Was called to active federal military duty while serving as a firefighter or police officer for the City of Taylor;
4. Has served on active duty for a period of 12 continuous months or longer; and
5. Has exhausted the balance of the person’s vacation, holiday, and compensatory leave time accumulations.
[bookmark: _Toc220906106][bookmark: _Toc225740062]Guidelines:
Civil Service employees who would like to donate leave time hours (vacation, holiday, civil service sick or compensatory leave time) to the military leave time account must complete the “Authorization to Transfer Annual Leave/ Compensatory Time Form”.
Hours must be donated in increments of not less than 15 minutes. Any combination of accumulated vacation, holiday, civil service sick or compensatory leave time may be donated to the military leave time account.
Probationary Fire and Police department employees are not eligible to donate hours to the military leave time accounts. 
Leave time (vacation, holiday, civil service sick or compensatory leave time) donated to a military leave time account will not, under any circumstances, be returned to the donating employee.
Distribution of accumulated hours in the military leave time account will be divided equally among all eligible firefighters or police officer beneficiaries of that account at the end of the departments’ regular scheduled pay period. Donations and disbursements to the military leave account are made on an hourly basis regardless of the cash value of the time donated or used.
The Human Resources Department is responsible for receiving requests for donations of hours, maintaining account balances and ensuring distribution of paid hours is in compliance with this policy.   
[bookmark: _Toc220906107][bookmark: _Toc225740063]5.8.2 Procedures:
A.  Civil Service Fire Department Employees
1. Fire Civil Service employees may donate vacation, holiday, civil service sick, or compensatory leave time hours to the fire department military leave time account by completing the “Authorization to Transfer Annual Leave/Compensatory Time Form” and submitting the form to Human Resources.
2. Eligible Fire Civil Service employees may use the military leave time account only after they have exhausted all of their own vacation, holiday and compensatory leave time and been on continuous active military duty of 12 continuous months or longer. A “Request to Use Hours from the Military Leave Time Account form” must be completed. Hours will be used in increments of not less than 15 minutes.
3. At the end of each pay period, the Human Resources Department will divide the hours in the account equally among all eligible fire department employees; the maximum hours used to authorize pay to each eligible person is 96 or 120 hours per pay period depending upon which shift they would have worked.
B. Civil Service Police Department Employees
1. Police Civil Service employees may donate vacation, holiday, civil service sick, or compensatory leave time hours to the police department military leave time account by completing the “Authorization to Transfer Annual Leave/Compensatory Time form” and submitting the form to Human Resources.
2. Eligible Police Civil Service employees may use the military leave time account only after they have exhausted all of their own vacation, holiday and compensatory leave time and been on continuous active military duty of 12 continuous months or longer. A “Request to Use Hours from the Military Leave Time Account form” must be completed. Hours will be used in increments of not less than 15 minutes.
3. At the end of each pay period, the Human Resources Department will divide the hours in the account equally among all eligible police department employees; the maximum hours used to authorize pay to each eligible person is 80 hours per pay period.



5.8.3 Military Leave Account Forms
[bookmark: _Toc225740064][bookmark: _Toc220906108][bookmark: _Toc225740065]Authorization to Transfer Leave/ Compensatory Time to
Military Leave Account
[bookmark: _Toc220906109][bookmark: _Toc225740066]I, _____________________,  Employee ID# _______, Department __________
Name (Please print)
Hereby voluntarily authorize the transfer of hours of my accumulated:
	___________ vacation leave time	___________ holiday leave time
	___________ CS sick leave time	___________ compensatory time
[bookmark: _Toc220906110][bookmark: _Toc225740067]to the Military Leave Time Account for my department effective: __________________
[bookmark: _Toc220906111][bookmark: _Toc225740068]						MM/DD/YYYY   (Beginning date of pay period)
I understand and agree that I release all my rights to any monetary compensation or time off for hours transferred. I understand, under any circumstances, my donated leave time will not be returned back to me.
I have not been coerced, threatened, harassed, or compensated for authorizing the transfer and release of accumulated leave time hours. No excess paid leave transferred in this manner will be paid to the receiving employee upon termination.
Requested by:
			_____________________________		______________
			Employee Signature				Date
Approved by:
			_____________________________		_______________
			Department Head				Date
			_____________________________		_______________
			Human Resources Director			Date

[bookmark: _Toc220906112][bookmark: _Toc225740069]Request to Use Hours from Military Leave Time Account

I, __________________, Employee ID#________, Department ____________
   Name (Please Print)
Hereby request to use leave hours from the military leave time account and meet all the following criteria:
1. Not a probationary firefighter, police officer or academy trainee;
2. Am a member of the Texas National Guard or the Armed Forces Reserves of the United States;
3. Called to active federal military duty while serving as a firefighter or police officer for the City of Taylor;
4. Served on active duty for a period of 12 continuous months or longer; and
5. Exhausted the balance of my vacation, holiday and compensatory leave time accumulations.
_________________________		______________
     	 Employee Signature				Date

Approved by:  
_________________________		_______________
Department Head				Date
_________________________		_______________
[bookmark: _Toc211242423][bookmark: _Toc211243132][bookmark: _Toc225740070]Human Resources Director			Date

5.9	CIVIL LEAVE
Employees are entitled to civil leave with pay for jury duty, for serving as a subpoenaed witness in an official proceeding, and up to two (2) hours for the purpose of voting.  When an employee has completed civil leave, they must report to the City for duty for the remainder of the workday. If the employee will be absent from work for more than one workday on civil leave, they must notify the appropriate supervisor daily at the beginning of the workday.

[bookmark: _Toc211242424][bookmark: _Toc211243133][bookmark: _Toc225740071]5.10	EMERGENCY LEAVE
No more than three (3) days (24 hours for all full-time, regular employees) per fiscal year of emergency leave with pay may be granted to regular employees by the City Manager or designee in the event of a death in an employee’s family or serious illness of a family member. In the event of serious illness of a member of the employee’s family, who requires the employee’s personal care and attention, emergency leave may be granted if all other accrued paid leave is exhausted. The length of time granted (number of hours or days) for a specific emergency leave must be approved by the City Manager or designee in advance and will depend on the circumstances. The terms of, reasons, and length of leave time approved for the leave must be documented and filed with the employee’s time card.
For purposes of emergency leave, “family” includes spouse, child, parent, brother, sister, grandparents, grandchild of an employee or employee’s spouse, or any relative living in the employee’s household.
[bookmark: _Toc211242425][bookmark: _Toc211243134][bookmark: _Toc225740072]5.11	ADMINISTRATIVE LEAVE
The City Manager may authorize administrative leave, with or without pay, when not otherwise provided for in these policies.
[bookmark: _Toc211242426][bookmark: _Toc211243135][bookmark: _Toc225740073]5.12	INJURY LEAVE
For information on occupational disability or injury leave for bona fide, on-the-job, work-related injuries, see section 6.0, Employee Health and Safety.
[bookmark: _Toc211242427][bookmark: _Toc211243136][bookmark: _Toc225740074]5.13	HOLIDAY LEAVE
The following are observed as paid holidays for regular full time and regular part-time employees who work at least twenty (20) hours per week: Personal Day (accrues on October 1st of each fiscal year except new hires shall accrue on the first day of employment) (Firefighter observed as September 11th Holiday).
New Year’s Day
Martin Luther King, Jr. Day (third Monday in January)
Presidents’ Day 
Good Friday 
Memorial Day
Independence Day
Labor Day
Veterans Day 
Thanksgiving Day 
Friday following Thanksgiving
Christmas Eve 
Christmas Day
Regular part-time employees who work at least twenty (20) hours per week are paid for holidays based on the number of hours they would have worked if the holiday had been a regular scheduled workday. Temporary employees (either full-time or part-time) or employees who work fewer than twenty (20) hours per week are not paid for holidays except for holiday hours actually worked.
It is not always feasible to grant holidays off at the scheduled time, especially for employees who are assigned shifts on an “around-the-clock” operation. With the approval of the City Manager, a department head may direct some or all employees of the department to work on a holiday. For nonexempt, regular, non-civil service employees, holiday time off counts as hours worked for the purposes of determining when overtime compensation is applicable. Employees required to work on a holiday may be granted an alternate day off within the same official work period without overtime compensation.
If a nonexempt, non-civil service employee is scheduled to work on a holiday and receive an alternate day off for the holiday, but the employee is sick on the holiday, theywill be charged for sick leave for the number of hours that were scheduled to be worked on the holiday. The employee will then be granted holiday time on the alternate holiday off.  
The City Manager may designate other holidays in accordance with directions from the City Council. Whenever an approved holiday falls on a Saturday or Sunday, it will be observed on the Friday preceding or the Monday following, as determined by the City Manager. An employee who is absent without written approved leave on the workday immediately preceding and/or following a holiday will not be paid for the holiday.
Holiday leave time for non-police and fire employees can be carried forward until September 30 of the current fiscal year. On October 1st, any holiday leave not taken is reduced to zero without compensation to the employee. 
[bookmark: _Toc211242428][bookmark: _Toc211243137][bookmark: _Toc225740075]5.13.1	Holidays Falling On Non-Workdays
Whenever a holiday, on the current year’s list of approved holidays, falls on a regular, non-civil service employee’s regular day off and the employee does not work that day, the employee will receive an additional day off for the holiday (not to exceed eight hours and not to be taken within same pay period).  
[bookmark: _Toc211242429][bookmark: _Toc211243138][bookmark: _Toc225740076]5.13.2	Holidays During Scheduled Vacation
If an official holiday falls within a regular, non-police, non-firefighting employee’s vacation, the employee will be granted the holiday and not charged for a day of vacation.
[bookmark: _Toc211242430][bookmark: _Toc211243139][bookmark: _Toc225740077]5.13.3	 Holidays for Police Officers and Firefighters
Since police and fire protection must be provided around-the-clock and year-round, those City departments cannot close on holidays. To provide equivalent holiday leave time to these employees, the City has established policies for holiday leave accrual and usage for these departments much like the City’s personal leave (vacation) policy. Police officers earn holiday leave credits at the rate of 8.0 hours per holiday, the same amount of holiday time off as provided to other City employees. This leave can be used in one-day or multiple-day increments with the approval of the employee’s supervisor and department head.  Firefighters earn holiday leave credits at the rate of 12.0 hours per holiday. Holiday time cannot be taken until it is accrued.

Holiday leave time for police, fire and communications officers can be carried forward until October 31st of the next fiscal year. On November 1st, any holiday leave not taken is reduced to zero without compensation to the employee. 

[bookmark: _Toc211242431][bookmark: _Toc211243140]5.14	    FAMILY AND MEDICAL LEAVE (FMLA)
[bookmark: OLE_LINK3][bookmark: OLE_LINK4]All employees who have worked for the City for at least 12 months and for at least 1,250 hours during the year preceding the start of the FMLA leave are eligible for up to 12 weeks (26 weeks for the care for a covered service member) of FMLA leave during a 12-month period as defined by this policy.  
5.14.1 	  Reasons for Leave
Eligible employees may request and/or be placed on FMLA leave for any of the following reasons:
1. Birth of a son or daughter of the employee, and in order to care for the newborn child;  
2. or placement with the employee of a son or daughter for adoption or foster care;  
3. To care for the employee's spouse, son, daughter, or parent with a serious health condition; 
4. For the employee’s own serious health condition which renders the employee unable to perform the essential functions of their job. 
5. To address certain qualifying exigencies arising out of the fact that the spouse, or a son, daughter, or parent of the employee is on active duty[footnoteRef:2] (or has been notified of an impending call or order to active duty) in the National Guard or Reserves in support of a contingency operation; or,  [2:  “Active duty” means duty under a call or order to active duty under a provision of law referred to in section 101(a)(13)(B) of title 10, United States Code. §825.126(b)(2). ] 

6. To care for a covered service member with a serious injury or illness if the employee is the spouse, son, daughter, parent, or next of kin of the service member.
5.14.2	FMLA Leave Runs Concurrently With Other Types of Leave.  
FMLA leave is typically unpaid unless the absence also qualifies for paid leave under another City policy.  
a.	Sick Leave.  If an employee has any available accrued sick leave, it must be used concurrently with any available FMLA leave, provided the employee's absence is covered by the City's sick leave policy and the employee satisfies that policy’s procedural requirements.  
b.	Vacation, Comp Time, Personal Leave & Holiday.  If an FMLA-qualifying absence is not covered by the City's sick leave policy, the following leave time will be applied and will run concurrently with any remaining FMLA leave: accrued vacation, comp time, personal leave and then holiday leave.  
c.	Disability & Workers’ Comp Leave.  If the employee is approved for workers’ comp or short-term or long-term disability, the employee’s absence from work is automatically approved for FMLA, provided the employee has met the FMLA’s eligibility requirements.  This means that workers’ comp and short- and long-term disability absences will run concurrently with FMLA leave. Employees being paid either workers’ comp salary benefits or short- or long-term disability benefits while on leave are not required to use accrued sick, personal, holiday, comp time or vacation leave while collecting workers’ comp or disability benefits.
5.14.3	Employee Eligibility  
To be eligible for FMLA leave, an employee must:
· Have worked for the City for at least 12 months (need not necessarily be consecutive 12 months);
· Have worked for the City at least 1,250 hours during the 12 months before the start of the leave; and
· Work within 75 miles of a City worksite employing 50 or more employees.
5.14.4	The City has posted a summary of the Family and Medical Leave Act (FMLA), on its central bulletin board for employees’ information.  
5.14.5	All documentation regarding family leave will be filed in the employee’s confidential medical file, which is maintained separate from the personnel files and is accessible to a limited number of persons only on a “need-to-know” basis. 

5.14.2   Intermittent Leave & Reduced Schedule Leave
An eligible employee may take FMLA leave on an intermittent or reduced schedule basis only if medically necessary, because of a qualifying exigency, for planned medical treatment, or as otherwise approved by the Department Director.
2.1       	Notice 
The employee must inform the City of the reasons why the intermittent or reduced leave schedule is necessary and of the schedule for treatment if necessary.  
2.2	Scheduling Planned Medical Treatment 
When an employee intends to take leave for planned medical treatment for him/herself or for the employee’s spouse, child or parent, the employee is ordinarily expected to consult with the employee’s supervisor and try to schedule the treatment so as not to disrupt unduly the City’s operations, subject to the approval of the treating health care provider. This should be done prior in order to work out a treatment schedule which best suits the needs of both the employee and the City.
2.3	Temporary Transfer 
The City may temporarily transfer the employee to an alternative position (with equivalent pay and benefits, but not necessarily equivalent duties) in order to better accommodate an employee's intermittent or reduced leave schedule.  
2.4	Minimum Increments 
Intermittent leave will be counted in increments no greater than the shortest period of time used by the City to account for use of other types of leave, up to a maximum increment of one hour. 
2.5	Exempt Employees
Exempt employees using unpaid intermittent or reduced schedule FMLA leave may be docked for absences of less than a day without jeopardizing their exempt status under the Fair Labor Standards Act (FLSA). This special exception to the “salary basis” requirement for the FLSA’s exemptions extends only to an eligible employee’s use of leave required by the FMLA.
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Other Employment During FMLA Prohibited 
Under no circumstances may an employee on FMLA leave, sick leave, disability leave, or workers’ compensation leave engage in outside employment unless expressly authorized in writing in advance by the Department Director and City Manager.

Fraud 
An employee who fraudulently obtains FMLA leave is not protected by the FMLA’s job restoration or maintenance of health benefits provisions. Further, an employee who commits fraud will likely be terminated from City employment.

FMLA Statute and DOL Regulations  
More detailed provisions and definitions of some of the terms used in this policy are set out in the Act and in the DOL’s regulations. This policy is intended to explain benefits available to eligible employees under the FMLA. It is not intended to create any rights to leave beyond those created by the FMLA. If additional information is needed on the FMLA, please contact the Human Resources Department. The City will refer to the Act and the applicable DOL regulations in carrying out this policy, as well as any relevant court interpretations and decisions. This policy does not affect any federal or state law prohibiting discrimination or supersede any state or local law or collective bargaining agreement, which provides greater family or medical leave rights. When an employee gives notice of the need for FMLA leave, the employee will be given additional information as to his or her rights and responsibilities under the FMLA. In addition, employees may contact the nearest office of the U.S. Department of Labor’s Wage & Hour Division or the Department of Labor’s website for more information.

Mandatory Reporting of Improper Handling of FMLA  
Employees must immediately report, in writing, to their Department Director or the Director of Human Resources, the following so that the City can investigate and respond appropriately:
· Any interference with, restraint or denial of the employee’s right to take FMLA or any rights protected by the FMLA or this policy.
· Any discrimination or perceived acts of discrimination against the employee for any right protected by the FMLA or this policy.
· Any refusal by a supervisor to authorize FMLA leave or attempt to discourage an employee from taking FMLA leave.
· Any attempt to avoid the City’s FMLA responsibilities.
· Discrimination or retaliation against an employee for exercising or attempting to exercise FMLA rights.
· Discrimination or retaliation against an employee for opposing or complaining about any unlawful practice under the Act or this policy
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4.1	Twelve Weeks of Leave 
Eligible employees may take up to 12 weeks of FMLA leave in a single 12-month period (the City uses a rolling 12-month period measured backward) for one or more of the following reasons: 
· When the employee is unable to perform the functions of the employee’s job because of the employee’s own serious health condition;
· For the birth or placement of a child for adoption or foster care.  FMLA leave for birth or placement for adoption or foster care must conclude within 12 months of the birth or placement. In addition, if an employee and the employee's spouse are both employed by the City, both are jointly entitled to a combined total of 12 work weeks of family leave for the birth or placement of a child for adoption or foster care, or to care for a parent (but not a parent-in-law) who has a serious health condition; 
· To care for a spouse, child, or parent with a serious health condition; or
· A qualifying exigency arising out of the fact that the employee’s spouse, child, or parent is a covered military member on active duty (or has been notified of an impending call or order to active duty) in support of a contingency operation.
5.2	Twenty-Six Weeks of Leave 
Eligible employees may take up to 26 weeks of FMLA leave in a single 12-month period to care for a covered service member (i.e., the employee’s spouse, child, parent, or next of kin) with a serious injury or illness incurred in the line of duty while on active duty in the Armed Forces. If an employee and the employee's spouse are both employed by the City, both are jointly entitled to a combined total of 26 work weeks of leave during a single 12-month period.

5.3	Maximum Amount of Leave 
The maximum amount of FMLA leave available is 12 weeks during a 12-month period or 26 weeks in a single 12-month period to care for an injured or ill service member even if there are multiple FMLA qualifying events. 
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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. Part-time employees must still meet all eligibility requirements prior to receipt of FMLA.
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6A.		Employee’s Notification Responsibilities  
Employees must give the City sufficient information so that it can make a determination as to whether the employee’s absence is FMLA-qualifying. If an employee fails to explain the reasons, leave may be denied. Employees must also indicate on their time records when an absence or tardy is or may be covered by FMLA. Any absence or illness that results in more than three days’ absence must be reported to the FMLA Coordinator in the City’s Human Resources Department.

6A.1	At Least 30 Days’ Notice Required for Forseeable Leave 
Employees must provide their Department Director or the Human Resources Department with at least 30 days’ advance notice when the need for FMLA leave is foreseeable.  

6A.2	Notice as Soon as Practicable for Unforeseeable or Emergency Leave 
If the need for FMLA leave is not foreseeable, employees must provide their Department Director or the Human Resources Department with as much advance notice as practicable, in accordance with their Department’s normal call-in procedures.  The employee must also provide an explanation as to why the employee was unable to provide at least 30 days’ advance notice of the need for leave.  
6A.3	Content of Notice  
Employees must provide the City with at least verbal notice and explain the reasons for the needed leave sufficient to allow the City to determine if the absence is FMLA-qualifying, and the anticipated timing and duration of the leave, if known. If the employee has previously taken FMLA leave for the same reason, he/she must specifically reference the qualifying reason for leave or the need for FMLA leave. The City may seek additional information from the employee, and the employee is obligated to respond to the City’s questions so the City can determine if an absence is potentially FMLA-qualifying. The employee must notify the City as soon as practicable if the dates of the employee’s scheduled leave change or are extended, or where initially unknown.
6A.4	Compliance With City’s Call-In Procedures  
Employees must comply with their Department’s normal call-in procedures for reporting absences, tardies and requesting leave, e.g., contacting a specific supervisor by a certain time. Notice may be given by the employee’s spokesperson only if the employee is physically unable to do so personally. Where an employee does not comply with the City’s and Department’s normal call-in procedures and no unusual circumstances justify the failure to comply, FMLA-protected leave may be delayed or denied.

6A.5	Consequences for Failing to Provide Required Notice  
If the employee fails to timely explain the reasons for the employee’s need for leave, FMLA leave may be denied or delayed for up to 30 days. The employee may also be subject to disciplinary action in accordance with City policy. Likewise, if an employee fails to respond to the City’s reasonable inquiries regarding a leave request, the employee may not be granted FMLA leave protection.  
6A.6	Scheduling Planned Medical Treatment 
When an employee intends to take leave for planned medical treatment for the employee or for the employee’s spouse, child or parent, the employee is ordinarily expected to consult with the employee’s supervisor and try to schedule the treatment so as not to disrupt unduly the City’s operations, subject to the approval of the treating health care provider. This should be done prior to the scheduling of treatment in order to work out a treatment schedule which best suits the needs of both the employee and the City.
6A.7	Periodic Check-In While on FMLA
Employees must check in periodically with their supervisor and with the Human Resources Department regarding their status and intent to return to work. If the employee discovers that the amount of leave originally anticipated is no longer necessary, the employee must provide the City with reasonable notice (i.e., within two business days) of the changed circumstances if foreseeable.
6B.	City’s Responsibilities
6B.1		Human Resources Department.  
The Human Resources Department is responsible for the verification, approval and notification of FMLA leave. The Human Resources Department may place an employee on FMLA leave if it determines that a qualifying event has occurred.
a. Eligibility Notice  
The Human Resources Department will notify an employee of the employee’s eligibility to take FMLA within five (5) business days (absent extenuating circumstances) of its receipt of the employee’s request for FMLA leave (or from when the City otherwise determines that an employee’s absence may be FMLA-qualifying). Employee eligibility is determined (and notice will be provided) at the commencement of the first instance of leave for each FMLA-qualifying reason in the applicable 12-month period. Notification may be oral or in writing, but the City will normally use FMLA Form #1 to provide the employee with Eligibility Notice. If an employee’s eligibility status changes, the Human Resources Department will so notify the employee within five business days, absent extenuating circumstances.  
b. Rights & Responsibilities Notice
The Human Resources Department will provide employees with a notice (FMLA Form #1) detailing the City’s specific expectations, the employee’s obligations, and consequences to the employee of not meeting the employee’s obligations. The Human Resources Department will provide this notice each time it provides the Eligibility Notice described above. The required certification form will accompany this notice. If any of the specific information in the Rights & Responsibilities Notice changes, the Human Resources Department will notify the employee within five (5) business days of its receipt of the employee’s first notice of need for leave subsequent to any change.
c. Designation Notice  
When the Human Resources Department has enough information to determine if an absence is FMLA-qualifying (e.g., after receiving the employee’s fully completed Certification), the Human Resources Department will notify the employee in writing (FMLA Form #2) as to whether the leave will or will not be designated as FMLA. This Designation Notice will be given to the employee within five business days, absent extenuating circumstances. If the information in the Designation Notice changes, the Human Resources Department will notify the employee within five (5) business days of the City’s receipt of the employee’s first notice of need for leave subsequent to any change.
d. Certification Forms & Other Required Documentation
The Human Resources Department is responsible for determining the completeness and authenticity of certification forms, fitness-for-duty/return to work certifications, and for review and coordination of all other FMLA documentation required by this policy.  
6B.2	Supervisors & Department Directors  
So that the Human Resources Department can meet the notice deadlines required by the FMLA, supervisors must immediately notify both their Department Director and the Human Resources Department if they have reason to believe an employee’s absence is due to an FMLA-covered reason. Supervisors must make this report even if the employee is using paid time off to cover the absence, e.g., sick leave, comp time, vacation, holiday, workers’ comp, short- or long-term disability, or a trade with another employee.  Supervisors and Department Directors must report to Human Resources any time an employee misses work for more than three days because of the employee’s own illness or injury or that of a spouse, child or parent. Supervisors, it is important to remember that under the FMLA, an employee requesting paid or unpaid leave for an absence covered by the FMLA is not required to expressly mention FMLA. If the employee states a reason that qualifies for FMLA leave, the employee will likely have met the FMLA’s notice requirements. When an employee submits a leave/absence form indicating an FMLA absence, the form must be sent to the Human Resources Department immediately. 
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7A.	Medical Certifications and Other Required Documentation  
In all instances in which the City requests a certification from an employee, it is the employee’s responsibility to provide the Human Resources Department with a complete and sufficient certification; failure to do so may result in the denial or delay of FMLA leave.  
7A.1	Certification 
An employee must provide the Human Resources Department with a complete and sufficient medical certification supporting the need for FMLA leave due to a serious health condition affecting the employee (FMLA Form #3), the employee’s spouse, child or parent (FMLA Form #4), or due to the serious injury or illness of a covered service member (FMLA Form #5). The required medical certification forms are available from the Human Resources Department. The certification must set forth the beginning and expected ending dates of the leave. In the case of intermittent leave, the certification must also provide the dates and duration of the treatments necessitating the intermittent leave. The employee is responsible for any expenses associated with providing the City with a required certification. The employee must turn in the required certification to the Human Resources Department within 15 days after it is requested, unless not practicable under the circumstances. 
7A.2	Second & Third Opinions  
In some cases, the City may require a second or third medical opinion (at the City’s expense). The City will not require second or third opinions in the case of leave to care for a covered service member.  
7A.3	Recertifications  
Employees may be asked to periodically recertify the need for FMLA. The City will not, however, require second or third opinions in the case of leave to care for a covered service member. The recertification must be provided within 15 days or as soon as practicable under the particular facts and circumstances. The employee is responsible for any expenses associated with providing the City with any required recertifications.
a. 30-day rule 
The City will request recertification no more than every 30 days and only in connection with an absence by the employee unless paragraphs b or c below applies.  
b. More than 30 days 
If the certification indicates that the minimum duration of the condition is more than 30 days, the City will wait until that minimum duration expires before requiring a recertification, unless paragraph c below applies. If the minimum duration of a serious health condition extends beyond six months, the City may nevertheless request a recertification every six months in connection with an employee’s absence.
c. Less than 30 days  
The City may request recertification in less than 30 days if the employee requests an extension of leave, circumstances described by the previous certification have changed significantly (e.g., the duration or frequency of the absence, the nature or severity of the illness, complications, a pattern of unscheduled absences), or the City receives information that casts doubt upon the employee’s stated reason for the absence or the continuing validity of the certification.
d. Annual Medical Certifications  
If a serious health condition lasts beyond a single leave year, the City may require the employee to provide a new medical certification in each subsequent leave year.  
7A.4	Fitness-for-Duty/Return to Work Certification
Employees must submit a "fitness-for-duty" certification before they can return to work if FMLA leave is a result of the employee’s own serious health condition.  (The City may provide an FMLA form for this purpose.) The fitness for duty/return to work certification must specifically address the employee’s ability to perform the employee’s essential job functions set out in the City’s Designation Notice, but is limited to the particular health condition that caused the employee’s need for FMLA leave. 
The employee is responsible for any expenses associated with providing the City with a required fitness for duty/return to work certification and is not entitled to be paid for the time or travel costs spent in acquiring the certification. The Human Resources Department (or other DOL authorized person) may contact the employee’s health care provider for purposes of clarifying and authenticating the fitness-for-duty/return to work certification; the City will not delay the employee’s return to work while such contact with the health care provider is being made. The City will not require second or third opinions of FMLA fitness-for-duty certifications.  An employee who fails to timely provide the City with this certification will not be allowed to return to work; an employee who does not provide the required fitness-for-duty certification or request additional FMLA leave is no longer entitled to reinstatement and may be terminated.  
While the City will not require a fitness-for-duty certification to return to duty for each absence taken on intermittent or reduced leave schedule, it will require such a certification up to once every 30 days if reasonable safety concerns (i.e., a reasonable belief of significant risk of harm to the employee or others) exist as to the employee’s ability to perform the employee’s duties, based on the serious health condition for which the employee took leave.  
7A.5	Failure to Provide Certifications & Deficient Certifications 
If an employee fails to provide a required certification within 15 days after the City requests it, the City may deny leave until the certification is provided. If the employee never produces the certification or recertification, the employee is not eligible for FMLA protections. If the certification is incomplete or insufficient, the Human Resources Department will notify the employee, in writing, and advise the employee what additional information is required. The City will provide the employee with seven additional days to cure any deficiency. If the deficiencies are not cured with the seven-day deadline, the City may deny the taking of FMLA leave. The Human Resources Department (or other DOL authorized person) may contact the health care provider for purposes of clarification and authentication after giving the employee the opportunity to cure any deficiencies.    


7A.6	Documenting Family Relationships
If an employee elects to take FMLA leave in order to care for a qualifying family member or to care for a covered service member, the employee may be required to provide reasonable documentation confirming the family relationship.	

7B.	Certifications for Qualified Exigency Leave

7B.1	Active Duty Orders  
The first time an employee requests leave because of a qualifying exigency arising out of the active duty[footnoteRef:3] or call to active duty status of a covered military member, the employee must provide a copy of the covered military member’s active duty orders or other documentation issued by the military which indicates that the covered military member is on active duty or call to active duty status in support of a contingency operation, and the dates of the active duty service. [3:  “Active duty” means duty under a call or order to active duty under a provision of law referred to in section 101(a)(13)(B) of title 10, United States Code. §825.126(b)(2). ] 

7B.2	Certification Form  
The employee must complete and submit to Human Resources the appropriate certification form (FMLA Form #6) in support of the employee’s need for leave. This form must usually be turned in within 15 days after the City requests it.  
7B.3	Verification 
If the qualifying exigency involves meeting with a third party, the Human Resources Department (or other DOL authorized person) may contact the individual or entity with whom the employee is meeting for purposes of verifying a meeting or appointment, and the nature of the meeting. The City may also contact an appropriate unit of the Department of Defense to request verification of active duty or call to active duty status.   
7B.4	Denial or Delay of Leave
Exigency leave may be delayed or denied if the employee fails to turn in the required certification within 15 days. If the certification is incomplete or insufficient, the Human Resources Department will notify the employee, in writing, and advise the employee what additional information is required. The City will provide the employee with seven additional days to cure any deficiency. If deficiencies are not cured with the seven-day deadline, the City may deny the taking of FMLA leave.  
5.14.8.	Job Restoration After FMLA Leave  
Upon return from FMLA leave, an employee will normally be restored to the employee’s original job or to an equivalent job with equivalent pay, benefits, and other terms and conditions. An employee, however, has no greater right to reinstatement than if he/she had been continuously employed during the period of FMLA leave. Further, the City may delay restoration to employees who fail to timely provide a fitness-for-duty certification to return to work.
8.1	Key Employees   
Under certain circumstances the City is not required to reinstate "key" employees. Certain highly compensated key employees may be denied reinstatement when necessary to prevent “substantial and grievous economic injury” to the City’s operations. A “key” employee is a salaried eligible employee who is among the highest paid 10 percent of employees within 75 miles of the worksite. An employee will be notified of the employee’s status as a key employee, when applicable, after requesting FMLA leave.
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9.1	Group Health Insurance
During any period of FMLA leave, the City will continue to pay its portion, if any, of any group health insurance coverage for the employee on the same terms as if the employee had continued to work. Where applicable, the employee must timely pay his or her share of health insurance premiums while on FMLA leave. The City will advise the employee of the terms and conditions for making such payments. Failure to pay premiums in a timely manner will result in cancellation of group health coverage. The City may recover premiums it paid to maintain health coverage for an employee who fails to return to work from FMLA leave, unless the employee is unable to return due to a serious health condition, the serious injury or illness of a covered service member, or another reason beyond the employee's control. Medical certification is required under such circumstances. After FMLA leave has been exhausted, an employee who goes on Leave without Pay must go on COBRA and cannot continue on the City health plan.
9.2	Other Benefits
The employee’s use of FMLA leave will not result in the loss of any employment benefit that accrued prior to the start of the employee’s leave, and seniority will not be affected. However, benefit accruals, such as vacation and sick leave, will be suspended during any unpaid leave.
9.3	Holidays
When an employee takes a full work week of FMLA leave and a holiday occurs within the week, the week is counted as a full week of FMLA leave. If, however, an employee uses FMLA in increments of less than a week, the intervening holiday does not count against the employee’s FMLA entitlement unless the employee was otherwise scheduled and expected to work on the holiday. Employees on FMLA leave are not normally paid for holidays.
9.4	Texas Municipal Retirement System (TMRS)
Employee contributions to TMRS may be made on a voluntary basis through a special arrangement with the City while an employee is in a leave without pay status. It is the employee’s responsibility to initiate such an arrangement by timely contacting the City’s Human Resources Department and completing the necessary paperwork.
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.  
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If an employee requests additional unpaid leave beyond the 12-week maximum allowable under the family and medical leave provisions of these policies, any extension granted will be under the terms set out in the section 5.15, Other Leaves of Absence Without Pay. Employees should read the referenced section carefully to understand the differences between these two types of leaves before requesting an extension.
5.14.11	Definitions  
More detailed definitions of some of the terms used in this policy are set out in the Act and in the DOL’s regulations.
11.1	12-Month Period for Covered Service Members 
The 12-month leave period for calculating leave to care for a covered service member with a serious injury or illness is the 12-month period measured forward from the date an employee’s first FMLA leave to care for the covered service member begins. During this 12-month period, the maximum FMLA leave an employee may take – for any qualifying reason – is limited to a combined total of 26 weeks. 
11.2	12-Month Period for All Other FMLA Leave 
To determine eligibility for all other leave, the City uses a rolling 12-month period measured backward from the date of any FMLA leave.  
11.3	Health Care Provider (HCP) 
Means a doctor of medicine or osteopathy who is authorized to practice medicine or surgery (as appropriate) by the State in which the doctor practices; or any other person determined by the Secretary of Labor to be capable of providing health care services.
11.4	Next of Kin of a Covered Service Member 
Means the nearest blood relative other than the covered service member’s spouse, parent, or child in the priority established by the DOL. 
11.5	Incapacity 
Means the inability to work, attend school or perform other regular daily activities.
11.6	Serious Health Condition 
For purposes of this policy, a "serious health condition" means an illness, injury, impairment, or physical or mental condition that involves:
11.6.1 Inpatient care 
An overnight stay in a hospital, hospice, or residential medical care facility, including any period of incapacity or any subsequent treatment in connection with such inpatient care; or
11.6.2. Continuing treatment by a health care provider (HCP) - Includes one or more of the following:
a. Incapacity & Treatment 
A period of incapacity of more than three consecutive, full calendar days, and any subsequent treatment or period of incapacity relating to the same condition that also involves treatment: (i) two or more times (within 30 days of the first day of incapacity, unless extenuating circumstances exist), by a HCP or under direct supervision of, under orders of, or on referral by, a HCP, or (ii) by a HCP on at least one occasion which results in a regimen of continuing treatment under supervision of the HCP. The first (or only) in-person treatment visit must take place within seven (7) days of the first day of incapacity.
b.	Pregnancy & Prenatal care 
Any period of incapacity due to pregnancy, or for prenatal care;
c.	Chronic Conditions 
Any period of incapacity or treatment for such incapacity due to a chronic serious health condition which (i) requires periodic visits (at least twice a year) for treatment by, or under the direct supervision of a HCP, or (ii) continues over an extended period of time (including recurring episodes of a single underlying condition); and (iii) may cause episodic rather than a continuing period of incapacity (e.g., asthma, diabetes, epilepsy, etc.);
d.	Permanent or Long-Term Conditions 
A period of incapacity which is permanent or long-term due to a condition for which treatment may not be effective (e.g., Alzheimer's, a severe stroke, or the terminal stages of a disease);
e.	Conditions Requiring Multiple Treatments 
Any period of absence to receive multiple treatments (including any period of recovery therefrom) by, or under the supervision of, under orders of, or on referral by, a HCP either for restorative surgery after an accident or other injury, or for a condition that would likely result in a period of incapacity of more than three consecutive, full calendar days in the absence of medical intervention or treatment (e.g., chemo or radiation for cancer, physical therapy for severe arthritis, or dialysis for kidney disease).
Unless complications arise, the common cold, the flu, earaches, upset stomach, minor ulcers, headaches (other than migraines), routine dental or orthodontia problems, and periodontal disease are not serious health conditions. 
In addition, routine physicals, eye examinations, and dental examinations are not considered treatment.

11.7	Qualifying Exigency
This term includes issues arising from short-term deployments of seven or less calendar days prior to the date of the deployment; military events and related activities such as official ceremonies and programs sponsored by the military and to attend family support or assistance programs and informational briefings; childcare and school activities; financial and legal arrangements; counseling; rest and recuperations; post-deployment activities; and additional activities arising out of the covered military member’s active duty or call to active duty status if the employee and the City agree that such leave qualifies as an exigency, and agree to both the timing and duration of the leave. 
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Leave of absence without pay is an approved absence from duty in a non-pay status for not more than twelve (12) months unless an extension is approved by the City Manager. Using this type of leave to extend family and medical leave beyond the 12-week limit may be authorized by the City Manager in no more than one-month intervals, and a careful review shall be conducted by the City Manager prior to authorizing any extension.

Granting a leave of absence without pay is at the sole discretion of the City Manager. Such leave is not authorized unless all applicable accrued paid leave has been exhausted and there is a reasonable expectation that the employee will return to employment with the City at the end of the approved period. Approval of the leave must be documented with a copy of the documentation to be placed in the employee’s confidential medical file, 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 of the benefit programs. Medical insurance can be continued if the employee pays the premiums (including the City’s portion) in full in a timely manner. The City’s insurer may limit this length of time that the medical benefits may be continued.

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.
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A leave of absence without pay may be appropriate for the following reasons:
1.	Recovery from extended illness, injury or temporary disability beyond the twelve (12) weeks allowable under the family leave section of these policies (see also the section on “Family and Medical Leave”);
2.	Educational purposes when successful completion will benefit the City;
3.	Public service assignments;
4.	Personnel exchange programs which emphasize intergovernmental relations; or
5.	Any other reason that, in the judgment of the City Manager, merits a leave of absence without pay.
[bookmark: _Toc211242446][bookmark: _Toc211243155][bookmark: _Toc225740081]5.15.2		Conditions for Granting Leave Without Pay
An employee requesting an unpaid leave of absence must provide the City Manager with a statement from the employee and/or an appropriate third party as to the date upon which the employee is no longer able to perform  their duties, the expected length of time needed and the employee’s intentions about returning to work at the City. In determining whether or not to approve the request for leave without pay, the City Manager may consider the employee’s length of service with the City and past performance, the department’s needs, and the prospect for temporary replacement of the employee or reassignment of the employee’s duties.
[bookmark: _Toc211242447][bookmark: _Toc211243156][bookmark: _Toc225740082]5.15.3		Reporting Requirements
An employee on extended leave must contact the appropriate City supervisor at least once each pay period to report on the employee’s status. Failure to provide required medical status reports or to contact the office on the schedule required by the City may result in the revocation of the leave and taking disciplinary action. The decision to grant an unpaid leave of absence and the terms of the leave will be prepared by the City Manager or designee and placed in the employee’s personnel or medical file, as appropriate.
[bookmark: _Toc211242448][bookmark: _Toc211243157][bookmark: _Toc225740083]5.15.4		Other Employment During Leave
Under no circumstances may an employee on an authorized leave of absence without pay work another job, whether for pay, as a volunteer or as self -employment, unless expressly authorized in writing by the City Manager or designee.

[bookmark: _Toc211242449][bookmark: _Toc211243158][bookmark: _Toc225740084]5.15.5		Benefit / Premium Payments
All leaves of absence are unpaid. Personal leave (vacation), sick leave, holiday pay, and other benefits do not accrue during an unpaid leave of absence. Any benefit continuation during a leave of absence must be approved in advance by the City Manager or designee.
Any insurance premiums, or partial premiums, normally paid on behalf of the employee by the City will not be paid by the City beginning the first day of the month following the starting date of a leave of absence. Employees who have group health or any other kind of insurance through the City continue to be responsible for paying their portion of the premiums while on a leave of absence. An employee’s failure to pay either their, or the City’s portion of insurance premiums during leave of absence may result in cancellation of coverage.	
[bookmark: _Toc211242450][bookmark: _Toc211243159][bookmark: _Toc225740085]5.15.6 	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 reflect the period of time that the employee used for leave of absence. This adjusted date will be used for the purpose of calculating personal leave (vacation) 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 a 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.
[bookmark: _Toc211242451][bookmark: _Toc211243160][bookmark: _Toc225740086]5.15.7	Revocation
The City Manager may revoke authorized leave without pay at any time. Failure to return to work after the expiration of an authorized leave of absence or failure to provide required medical status reports, physician’s statements, or to contact the City per the required schedule will likely result in revocation of the leave of absence and/or disciplinary action up to and including dismissal.
[bookmark: _Toc211242452][bookmark: _Toc211243161][bookmark: _Toc225740087]5.16	APPROVAL OF LEAVE
All leave taken by City employees must be approved by the employee’s department head. Supervisors should encourage their employees to schedule and request leave well in advance to accommodate the City’s work schedule. When departmental workloads permit, employees should be allowed to select their desired schedules for personal leave. A leave request in excess of ten (10) working days must be submitted by the employee at least two (2) weeks in advance and must be approved by the City Manager. An employee may take earned personal leave (vacation) in increments of one hour or more.
The employee is responsible for determining that leave has been accrued and is available for use in the amounts requested. Department heads are responsible for ensuring that all personal and sick leave usage is recorded and sent to the payroll office. 
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, the employee must notify their supervisor or department head not less than thirty (30) minutes before the beginning of the scheduled work time on the first day of absence, 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 the employee will be out on sick leave unless other arrangements are made.
Failure to provide the required notice may result in the employee being placed on leave-without-pay status and may result in disciplinary action against the employee. Employees are expected to return to work as soon as their leave time expires or they no longer need to take sick leave. Immediately upon returning to work, employees who have been absent on sick leave must complete the required form for sick leave approval. A department head or the City Manager may request an employee to furnish, and the employee must provide upon request, written verification by a third party (approved by the City Manager) supporting the request for sick leave benefits. If an employee is absent three (3) consecutive days due to an illness, the employee must provide the Human Resources Department with a doctor’s statement attesting to the illness.
[bookmark: _Toc211242453][bookmark: _Toc211243162][bookmark: _Toc225740088]5.17		USE OF LEAVE 
Regular, full-time, non-firefighting employees are charged with eight (8) hours of leave for each full day they are absent on approved leave. Regular, full-time, firefighting employees are charged with twenty-four (24) hours of leave for each full day they are absent on approved leave. Use of leave for less than a full day is recorded in increments of one hour or more.
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 proportionately. Application for such substitution must be supported by a medical statement or other acceptable evidence if requested.
When an employee is on sick leave and has exhausted his or her accrued sick leave, the employee will automatically be placed on personal leave (vacation) if (1) the employee has accrued personal leave (vacation) available, and (2) the employee has not requested a temporary leave of absence without pay. With the approval of the employee’s department head and the City Manager, other types of leave may be used in combination or coupled with holidays.
[bookmark: _Toc211242454][bookmark: _Toc211243163][bookmark: _Toc225740089]5.18	UNAUTHORIZED ABSENCE
An unauthorized absence is one in which the employee is absent from regular duty without permission of the department head or designee or under circumstances where leave request has been granted and it is determined, at any time, to have been misrepresented or fraudulent. Employees are not paid for unauthorized absences and such absences are subject to disciplinary action. Unauthorized absence from work for three days may be considered by the City Manager as a voluntary resignation. Unless the City Manager determines otherwise, the resignation is not in good standing, and the employee is not eligible for reemployment.
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[bookmark: _Toc148616269][bookmark: _Toc211242457][bookmark: _Toc211243166][bookmark: _Toc225740092]
6.00 EMPLOYEE HEALTH AND SAFETY

It is the policy of the City to make every effort to provide healthful and safe working conditions for all of its employees. 
6.1 RESPONSIBILITIES 
Within the limits of the job, the actions of each Department Director, supervisor and employee must reflect a commitment to safety. All employees are expected to act to prevent, correct, or report any unsafe condition or practice. Employees are responsible for their own safety as well as the safety of those around them.
The Safety Officer is responsible for developing and implementing safety programs and procedures, service as a resource for departments, coordinate safety training and managing the citywide Safety Committee and Accident Prevention Program.
Department Directors are responsible for supporting safety programs, procedures, training and hazard elimination and ensure that safety is not compromised for the sake of time or urgency.
Supervisors are expected to integrate safety into work assignments and take immediate corrective measures to eliminate unsafe conditions, equipment, facilities or practices.
Employees must report all work related accidents or injuries to their supervisor. The Supervisor will investigate all accidents and document and report as required.
6.2 ON THE JOB INJURIES
An employee who sustains an on-the-job, work related injury may seek medical attention from the medical facility or professional according to choices provided by the Political Subdivision Worker’s Compensation Alliance. The City encourages employees to return to work as soon as they are able to do so. An employee returning to work must submit a physician’s statement of medical condition and release to return to work. As determined by the City Manager, at the City’s expense, an employee may be required to submit to examination by an independent physician.
The City provides workers’ compensation insurance for all of its employees.  This insurance provides medical expenses and a weekly payment if an employee is absent from work because of an on-the-job, work-related injury for more than one week. All workers’ compensation insurance claim forms must be submitted to the Human Resources Director immediately for appropriate action to be taken. 
At the time of final release or settlement of a workers’ compensation claim, the employee must furnish the City with a certificate from the employee’s physician stating the status of the employee’s physical condition and an anticipated return to work date.

[bookmark: _Toc211242461][bookmark: _Toc211243170][bookmark: _Toc225740096]6.3	RETURN TO WORK   
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 the employee is capable of performing, as well as any limitation(s), must be received by the City before an employee may return to work. All employees on injury leave must return to work after approval of the employee’s attending physician. Failure to return to work when directed may result in appropriate disciplinary action.

[bookmark: _Toc211242462][bookmark: _Toc211243171][bookmark: _Toc225740097]6.4	LIMITED DUTY STATUS  
During the course of an injury or illness leave of absence, if a non-civil service employee is released by the employee’s physician for limited duty, the employee’s job or alternative job assignment(s) will be evaluated to determine whether an open position is available into which the City can assign the employee for a short period of time upon approval of the City Manager. If no acceptable limited duty assignment is available, the employee will be placed on inactive status until fully released by the physician to return to the employee’s previous job. 
An employee who is able to return to work on limited duty status may be required to work in a different department and perform duties different from his or her current job duties.  .  The employee will receive workers’ compensation payments in a reduced amount.  
A limited duty assignment will not exceed 90 days and must be reviewed every 30 days by the department head and City Manager. Limited duty assignments may be terminated at any time by the City Manager.  

[bookmark: _Toc211242463][bookmark: _Toc211243172][bookmark: _Toc225740098]6.5 POLICY ON ALCOHOL AND DRUG-FREE WORKPLACE
The City’s policy is to maintain a workplace that is free of drugs and alcohol. This is essential to ensuring a productive work environment, the safety of persons and property, and compliance with federal laws and regulations. It is the policy of the City to comply with all applicable regulations and drug and alcohol testing requirements, including the U.S. Department of Transportation (DOT) regulations, the Drug Free Workplace Act and the Americans with Disabilities Act (ADA). Unless otherwise specified, the City has adopted the DOT drug and alcohol testing procedures and guidelines.
This policy applies to all City employees. The purpose of this policy is to notify all employees and job applicants of regulations of conduct related to drugs and alcohol and establish procedures by which drug and alcohol tests are administered.
[bookmark: _Hlk28857548]It is the employee’s responsibility to know and understand any medication they are taking, prescribed or non-prescribed, as well as its contents and its residuals. Employees use of substances not regulated by the Federal Drug Administration and have no meaningful guarantee of what is in those substances, utilize them at their own risk. A positive test for drugs and/or alcohol may result in disciplinary action up to and including termination of employment.  
6.6  DRUG AND ALCOHOL TESTING
6.6.1 Definitions
	Term
	Definition

	Alcohol
	Ethyl alcohol and includes any beverage, mixture or preparation containing ethyl alcohol.

	CDL
	Commercial Driver’s License

	City property or City premises
	Includes all property, facilities, buildings, structures, parking areas, and vehicles owned, operated or leased by the City and personal vehicles used during City business.

	DOT Regulations
	The United States Department of Transportation Procedures for Transportation Workplace Drug and Alcohol Testing programs, 49 CFR 40.

	Illegal drug
	A controlled substance, controlled substance analogue, narcotic drug or opiate as defined in Schedules I-V of the Federal Controlled Substances Act, or the Texas Controlled Substance Act, Texas Health and Safety Code, Chapter 481, if obtained or used without a valid prescription for the user or possessor. This definition includes, but is not limited to, marijuana, hashish, cocaine, heroin, morphine, codeine, amphetamines, barbiturates, hallucinogens, inhalants producing mood and mind-altering vapors, and substances chemically similar to these drugs. Prescription medication used by a person for whom it has not been prescribed or prescription medication used in excess of prescribed dosages are also included in this definition.

	Impair, impaired or impairment
	An employee’s diminished capacity to perform duties of the job as determined by a supervisor and/or physician.

	MRO
	Medical Review Officer designated by the City Manager or designee.

	Over-the-counter medication
	Any medication that does not require a physician’s prescription for dispensing and use.

	Prescription medication
	Any medication that requires a physician’s prescription for dispensing and use.

	Random testing
	The process of testing that assures that each employee in a safety sensitive position has an equal chance of being tested each time covered employees are selected for testing. All test results and selected employee names are confidential and records are maintained separate from employee personnel files.

	Reasonable suspicion
	A suspicion based on objective facts and circumstances that an employee may be under the influence of alcohol or prohibited substance while on duty.

	Safety sensitive position
	A position where an employee’s impairment due to use of drugs or alcohol could create a significant threat to the safety of the employee, other persons or property. Examples of safety sensitive positions include, but are not limited to, positions involving operating a vehicle, positions involving use of a weapon or other use of force, positions with access to controlled substances, public safety positions, and persons performing safety-sensitive functions. The Human Resources Director shall determine which positions are safety sensitive positions.


6.6.2 Expectations of Conduct
The following rules apply to all employees:
· Employees are prohibited from performing their job duties while under the influence of alcohol or illegal drugs or prescription medication or over-the-counter medication if the medication impairs the employee’s performance. 
· Employees are prohibited from using or possessing alcohol or illegal drugs during work hours. 
· Employees shall not use or possess alcohol or illegal drugs outside of work hours on City property when the use or possession is prohibited by this policy or by state or local law.
· Employees shall not use or possess alcohol or illegal drugs during any lunch or rest break if the employee is required to return to work immediately after the break.
· An employee in a safety sensitive or CDL position is prohibited from using alcohol during the 4 hour period before reporting to duty.
· The use, sale, offer to sell, purchase, transfer, distribution or possession of drug paraphernalia or any detectable amount of illegal drug or alcohol by an employee while on City premises or while performing City business is strictly prohibited.
· No employee shall be on duty if the employee uses any controlled substances or alcohol or test positive for the use of controlled substances or alcohol, except in the case of legally prescribed medications.
The following rules apply to On Call duty:
· An employee who is not scheduled for On Call Duty outside the employee’s normal work hours must declare to the employee’s supervisor, at the time of a call back, the use of alcohol, illegal drugs, prescription medication or over the counter medication that might affect the employee’s ability to perform work duties. The supervisor will determine if the employee is fit to work and in what capacity.
· An employee who is scheduled for On Call Duty is prohibited from using alcohol, illegal drugs, prescription medication or over the counter medication that might affect the employee’s ability to perform work duties. If an employee is taking prescription medication or over-the-counter medication that may cause impairment, the employee must notify the employee’s supervisor before the scheduled On Call period begins. The supervisor will determine if the employee is fit for On Call duty and in what capacity.
The following rules apply to prescription medication and/or over-the-counter medication:
· A prescription medication must be prescribed by a licensed physician and provided by a registered / licensed pharmacist within the last 12 months for the person possessing the medication. 
· A prescription medication in an employee’s possession while on duty must be in the original prescription container in the case of possession. 
· A medication must be ingested or administered only in the prescribed or recommended therapeutic dosages.
· If a medication may cause impairment of the employee, the employee must inform the employee’s supervisor prior to taking the medication.
· The City reserves the right at all times to judge the effect that a legal drug may have upon an employee’s work performance and to restrict the employee’s work activity or presence at the workplace accordingly. The City reserves the right to have a physician of the City’s choice determine if the medical at the prescribed dosage might affect the employee’s ability to perform work duties.

6.6.3 Reasons for Drug and / or Alcohol Testing
Employees are responsible for cooperating throughout the alcohol and/or drug testing procedure, including following all directions received from personnel at the testing site. An appropriate chain of custody procedure will be followed at the collection site to ensure the accuracy and integrity of the testing procedure and test results.
The following testing will be a basis for requiring an employee or job applicant to submit to a test for the presence of a drug or alcohol in the bloodstream, urine and or/or breath of the person being tested:
· Post Job Offer (Pre-employment) testing is required of Job Applicants or of employees changing jobs to work in a position requiring a CDL license. Upon a conditional offer of employment or transfer, all applicants or employees are required to pass a drug test prior to starting the job.
· Reasonable Suspicion testing requires an employee to submit to a drug and/or alcohol test when there is reasonable suspicion that the employee has used or is under the influence of alcohol or an illegal drug while on duty. A reasonable suspicion determination must be supported by specific evidence observed by a supervisor trained in detecting drug and alcohol symptoms. Criteria which may be used by a supervisor to determine if testing is necessary includes, but is not limited to, the following:;
· Observed alcohol or drug use during working hours
· Objective evidence of alcohol or drug use during working hours, including, without limitation, possession of prohibited items such as alcohol containers, illegal drugs or drug paraphernalia;
· Apparent intoxication or impairment caused by drug or alcohol use, including, but not limited to, the following:
· Incoherent or irrational mental state
· Marked changes in behavior or attitude not attributable to other factors
· Information received from appropriately trained sources in determine reasonable suspicion that indicates the employee has used drugs or alcohol
· The presence of physical symptoms such as glassy or blood-shot eyes, alcohol odor or breath, slurred speech, poor coordination or reflexes, unsteady gait, mood changes (such as inappropriate gaiety or lethargic behavior) or inappropriate responses to ordinary requests.
· Post-accident  -  In the case of a qualifying accident, the following rules will apply to post accident testing:
· It is the employee’s responsibility to contact the employee’s supervisor immediately, unless incapacitated, after a vehicular accident has occurred so that appropriate action can be determined and taken. 
· Both a drug test and alcohol test must be conducted for a qualifying accident as described in this policy. Post-accident alcohol testing must be performed within 8 hours
· Post-accident drug testing must be performed within 32 hours
· If an alcohol test required under this section is not administered within two (2) hours following the accident, the supervisor must provide a written explanation on the reasons the test was not administered promptly and continue attempts to have an alcohol test administered. If an alcohol test required by this section is not administered within eight (8) hours following the accident, the supervisor shall cease attempts to have an alcohol test administered and provide a written explanation on the reasons the test was not administered. If a drug test required by this section is not administered within thirty two (32) hours following the accident, the supervisor shall cease attempts to have a drug test administered and provide a written explanation on the reasons the test was not administered.
· An employee subject to post accident testing is prohibited from using alcohol for eight hours following any accident until the required post-accident testing is administered, whichever occurs first.
· An employee involved in an accident and subject to post-accident testing must remain readily available for testing and will be considered to have refused to submit to testing if the employee fails to do so. This requirement will not require an employee to delay any necessary medical attention for injured people following an accident or to remain at the scene of an accident when the employee’s absence is necessary to obtain assistance in responding to the accident or to obtain necessary emergency medical care.
· The results of any breath or blood test for the use of alcohol or a urine test for the use of controlled substances, conducted by federal, state or local officials having independent authority for the test, will be considered to meet the requirements of this section, provided such tests conform to applicable federal, state or local requirements and the results of the test are obtained by the City.
Vehicular Accidents – The following apply to a City employee involved as a driver in a vehicular accident on a public roadway (includes City vehicles, leased vehicles, personal vehicles, rental vehicles, or borrowed vehicles) in the course and scope of employment:
· An employee shall always be tested for alcohol and drugs if any one or more of the following apply:
· The accident results in death of any person
· The employee gets a ticket and a vehicle is towed away; or
· The employee gets a ticket and there is an injury treated away from the scene of an accident
Accidents Not Involving a Vehicle – A post-accident drug and/or alcohol test must be performed on an employee who is involved in a work related accident if the accident involves injury to any person that requires that an injury be treated away from the scene of an accident and if there is reasonable suspicion that the employee was under the influence of alcohol or an illegal drug.	
· Random - All safety sensitive positions, including all CDL drivers, utility employees, firefighters and commissioned police officers, will be required to submit to random drug and alcohol testing. The City will conduct tests in compliance with Federal Highway Administration requirements for CDL drivers as follows:
· Conduct alcohol tests at a minimum annual percentage rate of 10% of the average number of employees subject to random testing
· Conduct drug tests at a minimum annual percentage rate of 50% of the average number of CDL drivers subject to random testing and 25% of all other safety-sensitive positions.
· The random selection process will be completely objective and anonymous and will use a scientifically valid method. Testing will be unannounced and the dates for testing reasonably spread throughout the course of the year.
· Any employee notified of selection for random alcohol and/or controlled substances testing will be expected to proceed to the test site immediately. If an employee is performing a safety-sensitive function at the time of notification, the employee will be required to cease performing the safety-sensitive function and proceed to the testing site as soon as possible. However, an employee will only be required to submit to a random alcohol test if the employee is currently performing is about to perform, just ceased performing or is immediately available to perform a safety-sensitive function.
· Return to Duty – A covered employee who has engaged in any prohibited conduct will be allowed to return to duty to perform safety-sensitive functions will be required to undergo Return to Duty alcohol and/or controlled substance tests, with results indicating an alcohol concentration of less than 0.02 and/or verified negative test result for controlled substances, respectively.  
· Follow Up Testing – An employee determined by a Substance Abuse Professional (SAP) or Medical Review Officer (MRO) to be in need of assistance in resolving problems associated with alcohol and/or controlled substances misuse will be subject to follow up testing as directed by the SAP or MRO. However, any recommended follow up testing for alcohol will only be required just before, during, or just after performing or is immediately available to perform a safety-sensitive function.
6.6.4 Refusal to Submit to Test
· Applicants: A job applicant who refuses to consent to a drug test will be denied employment with the City for a period of one year.
· Employees: An employee who refuses to take a drug and/or alcohol test when ordered, as required by this policy, will be considered to have voluntarily resigned from employment with the City with all employees subject to this section having equal chance of being tested at any time. 
6.6.5 U.S. Department of Transportation (DOT) regulations
The U.S. Department of Transportation (DOT) has established relations for the drug and alcohol testing of employees designated as safety-sensitive and who are required to have a CDL. Further information on DOT regulations are available at 49CFR 40.
6.6.6 Supervisory Procedures
A supervisor should follow these steps when an employee may be required to undergo drug and / or alcohol testing after an accident or if a supervisor has reasonable suspicion.
6.6.6.a Determine Need for Testing
· Post-Accident Testing: A Supervisor will review an accident to determine if Post-Accident Testing is required, based on this policy and document in writing the need for testing. The supervisor(s) will contact Human Resources Department to review documentation and Human Resources or the Supervisor will make arrangements for testing.

· Reasonable Suspicion Testing: An employee may be required to undergo drug and / or alcohol testing if a supervisor has reasonable suspicion that the employee is under the influence of drugs and/or alcohol during work hours based on the following requirements:
· Two trained supervisors are required to complete a “Observation Checklist” and document the symptoms or observations which formed the basis for determining reasonable suspicion.
· The supervisor(s) will contact Human Resources Department to review documentation and Human Resources or the Supervisor will make arrangements for testing.
6.6.6.b Notify Employee
Once a need to test has been established by the supervisor, in consultation with Human Resources, an employee must be notified of the reason(s) and direct the employee to submit to alcohol and/or drug screening with the warning that refusal to comply will result in termination. For post-accident testing, the Supervisor will notify the employee of the requirements for testing under this policy. The employee will receive notification of the symptoms and observations underlying the determination of reasonable suspicion. 
6.6.6.c Testing and After Testing Procedures
The employee must be escorted to the collection site by the supervisor or designee and remain with the employee until testing is complete. The employee must not be permitted to operate a motor vehicle. The employee must submit to an alcohol and/or drug test immediately as directed. After testing, the supervisor will ensure that the employee has a ride home from the testing site, if applicable.
When testing is completed, employees tested for post-accident will be placed in a non-safety sensitive position, if available, pending the results of the test. Employees tested for reasonable suspicion will be placed on paid Administrative Leave pending the results of the test and are not to return to work until authorized.
6.6.6.d Refusal to Consent to Testing
If an employee refuses to consent to testing when directed to do so, the refusal will be grounds for discipline, up to and including termination of employment for insubordination. Refusal to submit to a test will include the following:
· Refusal to take a required test;
· Inability to provide sufficient quantities of breath, urine or blood to be tested and it has been determined by the MRO through a required medical evaluation that there was no adequate medical explanation for the failure; or
· Tampering or attempting to adulterate a specimen or connection procedure.

6.6.6.e Consequences of Positive Test Result
· Applicants – A job applicant will be denied employment with the City if the applicant’s drug test results have been confirmed positive. Applicants who are denied employment due to a positive drug test result must wait one year before being considered eligible for employment with the City.
· Employees – If an employee’s drug test result is confirmed positive, the employee may be referred or disciplined or both, as provided by policy. If an employee’s confirmed Blood Alcohol Content (BAC) test result is positive, the employee will be removed from duty for a minimum of 24 hours and may be subject to discipline up to and including termination. 
The City reserves the right to mandate participation in a substance abuse or rehabilitation program before considering whether to return the employee to work. An employee who has completed a substance abuse or rehabilitation treatment will be required to pass drug and/or alcohol testing prior to returning to duty.
6.6.7 Employee Self-Identification
Any employee who believes that they have an alcohol or illegal drug problem is strongly encouraged to be proactive and take the initiative to resolve the problem. An employee who discloses alcohol or drug use which is in violation of this policy must successfully complete a substance abuse or rehabilitation program approved the City including return to duty and follow up testing as defined in this policy. 
Employees who have been identified for testing or disciplinary action may not self-identify to avoid a drug test, an alcohol test, or disciplinary action, including termination.
Employees who initiate self-disclosure to the City will not be disciplined for the disclosure or for obtaining counselling and rehabilitation through a program approved by the City. The City will not pay or reimburse for any treatment or facility expenses related to counseling or rehabilitation programs. If the employee holds a safety-sensitive position or is required to have a CDL for work, however, it may be necessary to transfer the employee or place the employee on a leave of absence. The City reserves the right to determine the reasonable timeframe for rehabilitation.
The City will endeavor to accommodate the employee’s request for time off as required for counseling and rehabilitation. To the extent that safety considerations allow, all such requests for assistance will be kept confidential and only communicated on a “need to know” basis.
6.6.8 Rehabilitation Resources
The City provides employees with benefits that may assist in drug and alcohol assessment and rehabilitation. Employees are encouraged to contact Human Resources for additional information.
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[bookmark: _Toc148616279][bookmark: _Toc211242466][bookmark: _Toc211243175][bookmark: _Toc225740101]7.00	PAY ADMINISTRATION

[bookmark: _Toc211242467][bookmark: _Toc211243176][bookmark: _Toc225740102]7.1	PAY PLAN
A pay plan covering all City positions is established each year by the City Council in the City’s adopted operating budget. The pay plan includes the basic pay schedule and subsequent amendments as adopted by Council. The pay plan assigns dollar values to each job classification. Rules governing pay increases are established by the City Council. The City Manager determines the number of hours to be worked by an employee for the compensation to be received subject to laws governing pay and working hours and to the provisions of the City’s budget.

[bookmark: _Toc211242468][bookmark: _Toc211243177][bookmark: _Toc225740103]7.2	PAY PERIODS
The pay period for the City is biweekly. Checks are issued every two (2) weeks on Friday for each 14-day period ending at 7:00 a.m. on the Monday preceding the pay date for all non-civil service employees. For civil service employees, pay periods will be established by the City Manager. If the payday falls on a holiday or weekend, checks will be issued on the last working day preceding the holiday or weekend. Only the employee or someone with a bona fide written power of attorney for the employee may receive an employee’s paycheck in person. No salary advances or loans against future salary will be made to any employee for any reason. An employee must bring any discrepancy in a paycheck (such as overpayment, underpayment, or incorrect payroll deductions) to the Human Resources Director's or Payroll Department’s attention immediately. If there is a change in the employee’s family status, address, or any other factor affecting the employee’s payroll withholding or benefits status, the employee is responsible for obtaining, completing, and returning to the Human Resources Director the appropriate forms for communicating these changes.

[bookmark: _Toc225740104][bookmark: _Toc211242469][bookmark: _Toc211243178][bookmark: _Toc225740105]7.3	PAYROLL DEDUCTIONS
Deductions will be made from each employee’s pay for the following:
1.	Federal Social Security and Medicaid;
2.	Federal income taxes;
3.	Court ordered child support;
4.	Texas Municipal Retirement System contributions (for regular full-time employees and covered part-time employees);
5.	Any deductions authorized by employee and approved by the City Manager; and
6. Any other deductions required by law.

In accordance with the Fair Labor Standards Act, exempt employees who are required to be paid on a salary basis may not have their pay reduced for variations in the quantity or quality of work performed, unless a specific exemption is applicable. Employees who feel their pay has been improperly reduced should report this immediately following the procedures specified below.

1. Exempt employees normally must receive their full salary for any week in which they perform any work, without regard to the number of days or hours worked. However, exempt employees need not be paid for any workweek in which they perform NO work at all for the organization.

2. Deductions from an exempt employee’s pay cannot be made as a result of absences due to jury duty, attendance as a witness, temporary military leave, absences caused by the employer or by the operating requirements of the City, and partial day amounts other than those specifically listed below. Such improper pay deductions are therefore specifically prohibited by the City of Taylor, regardless of the circumstances.  

3. The following exceptions to the requirement not to reduce the pay of exempt employees may be permissible as long as they are consistently applied to all other exempt employees in the City and the employee does not use available paid leave:

a. Absences of one or more full days for personal reasons, other than sickness or disability 
b. Absences of one or more days due to sickness or disability
c. Fees received by the employee for jury or witness duty or military leave may be applied to offset the pay otherwise due to the employee for the week. No deductions can be made for failure to work for these reasons, however.
d. Penalties imposed by infractions of safety rules of major significance.
e. Unpaid disciplinary suspensions of one or more full days for violations of workplace conduct rules.
f. Deductions for the first and last week of employment, when only part of the week is worked by the employee.
g. Deductions for unpaid leave taken in accordance with a legitimate absence under the Family Medical Leave Act.
Employees who believe their pay has been improperly reduced should contact the Human Resources Director immediately to request an investigation. The employee should specify in writing the circumstances of the pay deduction and whether it has occurred on other occasions. The City will investigate the complaint to determine if the allegation is correct and if the deduction was improper, reimburse the employee as promptly as possible. The reason for the error will be investigated further and appropriate corrective action will be taken. Documentation of the complaint and its resolution will be placed in the employee’s pay records.  
[bookmark: _Toc211242470][bookmark: _Toc211243179][bookmark: _Toc225740106]	7.3.1   If a separating City employee fails to return City-owned equipment or property before the employee’s final paycheck is issued, either the final check will be held until the equipment or property is returned or the value of the property or equipment will be deducted from the final check. The deducted amount will be paid to the employee after they return the City equipment or property provided it is returned in the condition under which it was issued.
[bookmark: _Toc211242471][bookmark: _Toc211243180][bookmark: _Toc225740107]	7.3.2   In accordance with policies and general procedures approved by the City Council, deductions from an employee’s pay may be authorized in writing by the employee for:

The portion not paid by the City of group health/medical, dental and life insurance premiums for employees or dependents;
[bookmark: _Toc220906149][bookmark: _Toc225740108]Supplemental deferred compensation;
Such other deductions as may be authorized by law or by the City Manager.
[bookmark: _Toc211242472][bookmark: _Toc211243181][bookmark: _Toc225740109]7.4	CLASSIFICATION PLAN
The City maintains a classification plan, which assigns each class of positions to a pay group based on market and the principle of equity among positions requiring similar knowledge, skills, and abilities and having similar levels of responsibility.
[bookmark: _Toc211242473][bookmark: _Toc211243182][bookmark: _Toc225740110]7.4.1		Pay Groups 
Within the general guidelines of the pay plan and the budget, the City Manager is authorized to 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 exempt from the pay plan is paid in an amount not exceeding maximums set in a budget approved by the City Council.
[bookmark: _Toc211242474][bookmark: _Toc211243183][bookmark: _Toc225740111]7.5	COST-OF-LIVING ADJUSTMENTS
When cost-of-living or across the board pay adjustments are approved by the City Council, the increase will apply to eligible employees. Eligible employees include all regular employees, not including temporary employees, who have six (6) months of service, with no break in service.  
[bookmark: _Toc225740112][bookmark: _Toc211242475][bookmark: _Toc211243184][bookmark: _Toc225740113]7.6	MERIT INCREASES
A merit increase is advancement to a higher step in the same pay group. A merit increase cannot increase an employee’s salary beyond the maximum for the pay group of the position and normally can be granted only when funds are budgeted by the City Council for this purpose.
Merit increases are not used to recognize increased duties and responsibilities (a promotion) and are granted without regard to cost-of-living factors or longevity. Merit increases recognize outstanding performance over a sustained period of time and thus are granted in conjunction with the supervisor’s recommendation and a performance evaluation of the employee, the results of which are one factor used in merit pay decisions. Merit increases may only be authorized by the City Manager. This section does not apply to civil service employees.
[bookmark: _Toc211242476][bookmark: _Toc211243185][bookmark: _Toc225740114]7.7	LONGEVITY PAY
[bookmark: _Toc211242477][bookmark: _Toc211243186][bookmark: _Toc225740115]7.7.1		Full-time Employees
The City will pay each regular full-time employee longevity pay in the amount of $4.00 per month for each full year of service with the City, with accrual beginning at the end of the first full year and up to a maximum of twenty-five (25) years of service.
Employees rehired to fill regular full-time positions with the City will receive credit for their prior length of service as regular full-time employees for longevity pay purposes beginning at the end of the first full year of employment after the rehire date.  
[bookmark: _Toc211242478][bookmark: _Toc211243187][bookmark: _Toc225740116]7.7.2		Part-time Employees
Longevity pay for regular part-time employees will be paid at a rate of $2.00 per
month for half-time employees for each full year of service with the City, and at $3.00 per month for three-quarters time employees for each full year of service with the City, with accrual beginning at the end of the first full year and up to a maximum of twenty-five (25) years of service.

[bookmark: _Toc211242479][bookmark: _Toc211243188][bookmark: _Toc225740117]7.7.3		Disbursement
Longevity pay will be accumulated by the City and paid to each employee on the payroll once a year, in December. An employee, not on the payroll on this date, will not receive longevity pay, except that police officers and firefighters separated from City employment prior to the last payday of the calendar year will be paid for their accrued longevity to the time of separation in their final paycheck.  
[bookmark: _Toc225740118][bookmark: _Toc211242480][bookmark: _Toc211243189][bookmark: _Toc225740119]7.8	OVERTIME COMPENSATION
Nonexempt employees are compensated for overtime worked by being given (listed in order of the City’s policy preference):
1.	Equal amount of time off within the same work period; or
2.	Compensatory leave may be taken, as addressed in Section 4.5, provided that the supervisor and employee have agreed in advance of the overtime being worked and that compensatory time off is acceptable to both in lieu of overtime pay; or
3.	If specifically authorized by the department head, after consultation with the City Manager, payment at the rate of one and one-half times the employee’s regular hourly rate. When police officers work overtime at an official civic or public special event for which the City is compensated by an outside organization, the officers will be paid for the special event overtime hours actually worked at the time and one-half hourly rate, regardless of whether they had used vacation or sick leave during the official work period in which the overtime occurred.
Overtime shall not be worked without authorization by the department head or City Manager and may be worked only if adequate funds are available in the department’s budget and the City Council has granted authority to pay overtime. The preferable method for overtime compensation is to schedule equal time off for the affected employee during the same work period in which he/she worked the overtime.
[bookmark: _Toc211242481][bookmark: _Toc211243190][bookmark: _Toc225740120]7.8.1		Seasonal Employees
Employees engaged in seasonal activities (such as recreational activities which do not operate for more than seven (7) months in any calendar year) are exempted from the minimum wage and overtime provisions of the FLSA as recreational, seasonal employees.  Each City job description designates whether persons hired in that classification are exempt from or covered by (nonexempt) the overtime provisions of the FLSA.
[bookmark: _Toc211242482][bookmark: _Toc211243191][bookmark: _Toc225740122]7.8.2		Exempt Employees
Department heads, and other executive, administrative, and professional employees are exempt from the overtime provisions of the 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. Extra hours worked by executive, administrative, and professional employees may be used as a factor in granting or denying paid leave other than personal leave (vacation) or sick leave, subject to City Manager approval. If an employee thinks they have been inappropriately designated as an exempt employee, the employee should request a review of their exemption status from the Human Resources Director.
[bookmark: _Toc211242483][bookmark: _Toc211243192][bookmark: _Toc225740123]7.8.3		Leave Taken and Overtime
If a non-exempt full-time employee is required to work extra hours during a workweek in which the employee has used personal leave (vacation), compensatory time, sick leave or any other type of released time, not including holiday, the employee will be given either hour-for-hour time off or pay for the extra hours at the employee’s regular straight-time rate of pay for up to forty (40) hours of work during that workweek. Stated another way, paid leave will not count towards the overtime threshold.
For any work week wherein the non-exempt employee actually works more than fourty (40) hours (80 for police officers and 106 for firefighters during a 14-day work period), the non-exempt employee will be paid overtime or earn compensatory time (if mutually agreed upon in advance) at one and one-half times the regular rate of pay. Holiday leave counts toward “hours worked” for purposes of overtime and compensatory time. (See “Holidays” chapter of these policies for additional information regarding holiday leave usage.) (Revised 5-11-17).
[bookmark: _Toc211242484][bookmark: _Toc211243193][bookmark: _Toc225740124]7.9	PAY FOR HOLIDAYS WORKED
If a regular employee is required to work on a scheduled holiday, the employee will be given an alternate day off, preferably within the same workweek or work period. (See “Work During Holidays” section for a more detailed discussion of this policy.) An employee, subject to the overtime provisions of FLSA, required to work a full fourty (40)-hour week during a week in which the employee also takes a paid holiday will receive extra time and one-half pay or, if mutually agreeable, will earn time and one-half compensatory leave for the over-time hours worked. Holiday time is considered as time worked for the purposes of determining when an employee has reached their threshold for earning overtime (40 per week for non-law enforcement personnel; 160 hours per 28-day work period for police officers and 212 hours per 28-day work period for firefighters). See the “Leaves” chapter of these policies for details as to how holiday time is accrued and used by police officers and firefighters.  
[bookmark: _Toc211242485][bookmark: _Toc211243194][bookmark: _Toc225740125]7.10	PAY DURING PERSONNEL ACTIONS
[bookmark: _Toc211242486][bookmark: _Toc211243195][bookmark: _Toc225740126]7.10.1	Hiring Rates
Upon initial employment in any position, an employee shall be paid the entrance rate of the pay range for the position, except when qualifications, internal equity market conditions or City Ordinance support a hiring rate above the minimum when approved by the City Manager. Funds must be available to cover the costs, and the hiring rate should not disrupt the internal equity with other positions.
When an individual who was previously employed by the City and left to enter the active service of the Armed Forces of the United States and has subsequently returned to the same position or to an equivalent position of the classification previously held, the individual shall be entitled to receive the rate of pay to which the employee would normally have been entitled had the employee’s service with the City not been interrupted by the military service.
[bookmark: _Toc211242487][bookmark: _Toc211243196][bookmark: _Toc225740127]7.10.2	Promotions
A promotion is a change in the duty assignment of an employee that results in advancement to a position in a higher pay group requiring higher qualifications and involving greater responsibility. 
Except for civil service employees, upon promotion, an employee serves a probationary period of one hundred and eighty (180) days in the new position and may be returned to a position in a lower pay group at any time during the probationary period if performance is inadequate when documented by the department head and approved by the City Manager.
Except for civil service employees, promotions are approved by the City Manager within the staffing pattern and budget limits approved by the City Council. Employees who are able to perform the essential functions of the position, with or without reasonable accommodation, may be eligible for consideration for a promotion if and when a vacancy occurs.
[bookmark: _Toc211242488][bookmark: _Toc211243197][bookmark: _Toc225740129]	7.10.3	Reclassifications
If a position is reclassified, but remains assigned to the same pay group, no pay adjustment will take place.  If a position is reclassified and assigned to a higher pay group, the employee may receive a pay increase. If a position is reclassified and assigned to a lower pay group, pay may be frozen if it is above the maximum rate of the new pay group.
[bookmark: _Toc211242489][bookmark: _Toc211243198][bookmark: _Toc225740130]7.10.4	Transfers
A transfer is the movement of an employee between positions within the City. Transfers may be made within the same department or between departments if a vacant position is available and the employee can perform the essential functions of the position, with or without reasonable accommodation. An employee who is transferred is subject to the one hundred and eighty (180) day probationary period and may be returned to the employee’s former position, if available, at any time during the probationary period.
[bookmark: _Toc211242490][bookmark: _Toc211243199][bookmark: _Toc225740131]7.10.5	Demotions
A demotion is a change in duty assignment of an employee to a position in a lower pay group. Demotions may be made for the purpose of voluntary assumption of a less responsible position, as a reasonable accommodation for an employee with a disability, as a result of a reclassification of the employee’s position, as a disciplinary measure because of unsatisfactory performance in a higher position or budgetary constraints. A reduction in pay may occur with a demotion. Demotions of civil service employees are covered under Chapter 143 of the Texas Local Govt. Code.
[bookmark: _Toc211242491][bookmark: _Toc211243200][bookmark: _Toc225740132]7.10.6	Separations
Upon separation from City employment, a regular, full-time, non-probationary employee will be paid for accrued and unused personal leave (vacation) up to a maximum of 80 hours or 120 hours for fire civil service employees. Payment for such leave balances will be included in the employee’s final paycheck and will be calculated in the following manner:
1.	The total work time and allowable personal (see section on “Personal Leave” to determine allowable vacation) and compensatory leave time for non-exempt employees will be calculated as a total number of hours for which compensation is due. For most full-time employees, the regular hourly rate will be determined by dividing the employee’s regular annual salary by 2080 working hours per year. Part-time regular employees will be compensated on a proportionate basis based on actual hours worked and leave time accrued. Any amount paid for unused personal leave will be based on the salary rate in effect for the employee at the time of termination. For fire civil service employees see section 3.11. 
2.	For employees who are subject to the Fair Labor Standards Act, any overtime hours worked during the employee’s final pay period, which have not been compensated through any of the time-off methods described under the “Overtime Compensation” section in these policies, will be paid in the final paycheck at a rate of one and one-half times the employee’s regular hourly rate for each overtime hour worked.
3.	Compensatory time for non-exempt employees, which has been entered on the employee’s records at one and one-half time the number of hours worked, will be paid at the employee’s regular straight-time rate for the total number of hours on the employee’s compensatory time record. Since the compensatory time was recorded at one and one-half time the number of hours worked, the payment for these hours is equivalent to time and one-half pay for the hours actually worked.
Unused sick leave will be canceled upon termination of employment, and the employee will not be compensated for it. See Civil Service Chapter 143 section 143.045(c) for Police and Fire civil service employees.
[bookmark: _Toc211242492][bookmark: _Toc211243201][bookmark: _Toc225740133]7.10.7	Pay Reductions for Disciplinary Reasons
Except for civil service employees, an employee’s pay may be reduced, as a disciplinary measure, to a lower rate. The period covered by this type of disciplinary action may not exceed sixty (60) days.  
[bookmark: _Toc211242493][bookmark: _Toc211243202][bookmark: _Toc225740134]7.11	APPROVING AUTHORITY
The City Manager is the approving authority for all payrolls, payroll transfers, and merit increases consistent with (1) these policies, (2) the classification and pay plans, and (3) the annual budget. The City Manager may approve merit pay increases provided that funds have been specifically set aside for that purpose by the City Council.
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[bookmark: _Toc211242496][bookmark: _Toc211243205][bookmark: _Toc225740137]8.00	EMPLOYEE BENEFITS

[bookmark: _Toc211242497][bookmark: _Toc211243206][bookmark: _Toc225740138]8.1	EMPLOYEE MEDICAL, DENTAL, AND LIFE INSURANCE 
Regular full-time and regular part-time (at least thirty (30) hours per week) employees of the City are eligible for medical, dental and life insurance coverage as negotiated by the City with its insurance carrier. Eligible employees may add dependent coverage at the employee’s expense. If an employee can verify enrollment as a dependent under their spouse’s group plan or can provide proof of equivalent or better coverage under an individual insurance policy, the employee can waive enrollment in the City’s plan by signing a Waiver of Participation. Should the City employee’s coverage terminate the employee must notify the Human Resources Director within thirty (30) days of termination. 
The Federal Consolidated Omnibus Reconciliation Act of 1985 (COBRA) provides individuals with the option of continuing medical and dental insurance coverage, under specified conditions and at the individual’s full expense, beyond the date, which the insurance would otherwise terminate. The City’s Human Resources Department has information regarding the continuation of these benefits. 
[bookmark: _Toc211242498][bookmark: _Toc211243207][bookmark: _Toc225740139]8.2	RETIREE INSURANCE COVERAGE
Full-time employees retiring from the City under the Texas Municipal Retirement System (TMRS) on or after January 1, 2000 and are covered by the City's medical insurance at the time of retirement may be eligible to receive insurance coverage. Contingent upon funding availability, all or a portion of premiums for the retiree may be paid by the City for five (5) years unless any one of the following conditions occur:
1. the retiree attains the age 65, or
2. the retiree becomes eligible for hospitalization and medical insurance coverage by virtue of other employment, or
3. the retiree becomes eligible for disability retirement provided by the Federal Government.
In the event any of the conditions set forth in 1, 2 or 3 above occurs, the City shall have and reserves the right to immediately terminate both the coverage and premium payment for City group hospitalization and medical insurance that would otherwise be provided for the retiree. 
[bookmark: _Toc211242499][bookmark: _Toc211243208][bookmark: _Toc225740140]8.3 SOCIAL SECURITY
All employees of the City are covered by Social Security. The City contributes to the Social Security system for each employee.
[bookmark: _Toc211242500][bookmark: _Toc211243209][bookmark: _Toc225740141]8.4: RETIREMENT 
The City of Taylor is a member of the Texas Municipal Retirement System, a cooperative organization of Texas cities and towns formed and operating under the provisions of state law. TMRS membership is a condition of employment for all employees who work at least 1000 hours per year.
The plan requires a contribution be made by the City and the employee. The employee’s contribution rate is 7% and is made through a tax deferred payroll deduction. The City matches the employee’s contribution based on requirements set out by the plan on an annual basis. Vesting occurs when an employee has made deposits into TMRS for five (5) years. Employees may retire with TMRS benefits after five (5) years of service at age 60 or at any age if the employee has twenty (20) or more years of service.
TMRS provides an Occupational Disability benefit (see Chapter 7). If the employee  become disabled in a manner likely to be permanent and that prevents the employee from performing their  job with the city, the employee may be eligible to retire immediately. The employee’s benefit will be based on their member deposits and interest, the city’s matching funds, and any other credits the employee  has earned.
TMRS provides a supplemental death benefit which, in the event of the employee’s death, is paid to the beneficiary. This Supplemental Death Benefit is one year salary for an employee and $7,500 for a Retiree. The employee is responsible for designating a beneficiary.
[bookmark: _Toc211242501][bookmark: _Toc211243210][bookmark: _Toc225740142]8.5 	SUPPLEMENTAL DEFERRED COMPENSATION
The City offers employees a supplemental deferred compensation program that allows employees to defer a portion of their gross salaries up to an established maximum per year. Under this plan, the amount of salary that is deferred is not taxed in the current year. Both the salary deferred and the earnings it generates are permitted to accumulate without being subject to taxes until the employee receives payments from the employee’s account. Further details of this voluntary program are available at the Human Resources Department.
8.6 	EMPLOYEE ASSISTANCE PROGRAM
An employee assistance program (EAP) is a work based intervention program designed to identify and assist employees in resolving personal problems (e.g. marital, family issues financial or emotional problems, substance / alcohol abuse) that may be adversely affecting the employee’s performance and ability to work. Employees who feel they may have an issue or concern are encouraged to use the program’s resources before the problem adversely affects their job performance or employment status. Participation in this program is typically voluntary and confidential. However, the City may make a mandatory referral when some aspect of an employee’s life negatively affects performance on the job.

[bookmark: _Toc211242502][bookmark: _Toc211243211][bookmark: _Toc225740143]8.7	WORKERS’ COMPENSATION
All employees of the City are covered by the workers’ compensation insurance program. Detailed information about workers’ compensation benefits is found in the sections of this manual under the main heading “Health and Safety”. 

[bookmark: _Toc211242503][bookmark: _Toc211243212][bookmark: _Toc225740144]8.8	UNEMPLOYMENT INSURANCE
All employees of the City are covered under the Texas Unemployment Compensation Insurance program.  
[bookmark: _Toc225740145][bookmark: _Toc211242504][bookmark: _Toc211243213][bookmark: _Toc225740146]
8.9	TUITION REIMBURSEMENT
An employee considering requesting reimbursement for tuition must notify the employee’s department head of intent by March 31st. Tuition reimbursement is subject to City Manager approval and availability of funds. Tuition reimbursement is available to a full time employee successfully completing a course directly related to the employee’s work with the City from an accredited college or university. The employee must furnish satisfactory evidence of course completion with a grade of C or better. The City’s maximum reimbursement rate will be no greater than the rate per credit hour at Texas State University System.  

[bookmark: _Toc211242505][bookmark: _Toc211243214][bookmark: _Toc225740147]8.10	ATTENDANCE AT SEMINARS AND CONFERENCES
An employee required by the City to attend any educational or training course, conference, or seminar, will be provided time off with pay and will be reimbursed as specified in the City’s “Travel Policy”.  
[bookmark: _Toc211242506][bookmark: _Toc211243215][bookmark: _Toc225740148]8.11	PROFESSIONAL MEMBERSHIPS AND SEMINARS
With prior approval of the City Manager, an employee may receive reimbursement for professional association dues and training provided the association is related to the employee’s City employment. 

[bookmark: _Toc211242507][bookmark: _Toc211243216][bookmark: _Toc225740149]8.12	CITY TRAVEL 
Employees may be reimbursed for necessary and reasonable expenses incurred while on authorized City related travel. Employees must complete a “Request for Travel” form before travel occurs and should include an estimate of costs to be incurred.  All travel expenses are subject to requirements of documentation, properly authorized available funds and expenses are incurred in the most economically feasible manner. Costs of personal entertainment, spouse’s expenses, amusements, social activities, alcoholic beverages, traffic citations, or illegal activities are not allowable for reimbursement.

[bookmark: _Toc225740150][bookmark: _Toc211242508][bookmark: _Toc211243217][bookmark: _Toc225740151]8.13    MILEAGE REIMBURSEMENT
When private automobiles are used to conduct City business, with prior approval of the City Manager, reimbursement is provided on the basis of the shortest distance between points of departure and destinations for all travel after submission of required reports and request forms. The City Manager will establish a rate for mileage reimbursement the beginning of each fiscal year. Travel between an employee’s residence and the City office is not eligible for reimbursement.  

[bookmark: _Toc211242509][bookmark: _Toc211243218][bookmark: _Toc225740152]8.14	USE OF CITY VEHICLE
Some employees may be assigned the use of a City vehicle.  City vehicles are to be used for official City business only. Only City employees may drive or be a passenger in a City vehicle, except for official police business. No other personal use is permitted. An employee responsible for a take-home vehicle or other City vehicle used for commuting transportation should ensure the vehicle is safely parked in a location out of the path of passing vehicles, i.e., not on a street.  The personal use of a municipally owned vehicle is considered by the IRS to be a taxable fringe benefit. “Personal use” includes the value of commuting to and from work in a municipal vehicle, even if the vehicle is taken home for the convenience of the employer. The City of Taylor has implemented the Commuting Rule as described in IRS Publication 15-B “Employer’s Tax Guide to Fringe Benefits”, or as amended. An amount will be computed for each day that the employee takes the City vehicle home and that amount will be added to the employee’s gross income and therefore will be subject to income and employment taxes.

[bookmark: _Toc211242510][bookmark: _Toc211243219][bookmark: _Toc225740153]8.15 	OTHER EXPENSES
Business expenses incurred by employees within the City are reimbursed only with prior approval of the City Manager.     

[bookmark: _Toc211242511][bookmark: _Toc211243220][bookmark: _Toc225740154]8.16	MOVING EXPENSES
Travel and/or moving expenses for new employees may be reimbursed with prior approval of the City Manager.
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[bookmark: _Toc148616327][bookmark: _Toc211242514][bookmark: _Toc211243223][bookmark: _Toc225740157]9.00	PERFORMANCE MANAGEMENT

[bookmark: _Toc211242515][bookmark: _Toc211243224][bookmark: _Toc225740158]9.1	PERFORMANCE PLANS AND EVALUATIONS
The City of Taylor may develop an employee performance plan and may conduct a written performance evaluation of each employee annually. The City of Taylor reserves the right to conduct evaluations of employees at any time. The supervisor will provide a copy and review the evaluation with the employee. The completed evaluation shall be forwarded to the Human Resources Department.

[bookmark: _Toc211242516][bookmark: _Toc211243225][bookmark: _Toc225740159]9.2	EMPLOYEE GRIEVANCES
A grievance may be filed by an employee on one or more of the following grounds: improper application of rules, regulations, and procedures (but not the rules, regulations, and procedures themselves); discrimination based on race, religion, color, sex, age, disability, or national origin; improper application of fringe benefits; unsafe working conditions.

This section shall not apply to circumstances or conditions that may be addressed by appeals under Civil Service.

Supervisors and Managers have a responsibility to respond to work-related complaints.  An employee may appeal the decision of a supervisor to a department head and, through the chain of command, to the City Manager, whose decision is final.

[bookmark: _Toc211242517][bookmark: _Toc211243226][bookmark: _Toc225740160]9.2.1		Informal Grievances
The first step in the grievance procedure is for the employee to attempt to resolve the grievance by informal conference with the employee’s supervisor. If this informal conference does not result in a resolution of the problem(s) that is satisfactory to the employee, the employee may file a formal, written grievance.

[bookmark: _Toc211242518][bookmark: _Toc211243227][bookmark: _Toc225740161]9.2.2		Formal Grievances
Formal grievances must be in writing, signed by the employee, and presented to the employee’s supervisor within ten (10) working days after the alleged grievance occurred. A statement of the specific remedial action requested by the employee must be included in the written grievance. An employee may be represented throughout the grievance process by a representative of the individual’s choosing, including another City employee.

The department head shall notify the City Manager’s office immediately upon learning that a grievance has been filed. After being presented with a written and signed grievance, the supervisor will (1) consult with the employee’s supervisor and/or department head; (2) meet with the employee and such other persons as may be necessary to gather the facts; (3) attempt to resolve the grievance with the employee and, if requested by the employee, with the employee’s representative; and (4) communicate the decision to the employee in writing within ten (10) working days after receipt of the grievance, sending a copy of the decision to the offices of the City Manager and department head. 

If an employee whose supervisor is someone other than the City Manager either receives no written decision from the supervisor within ten (10) working days from the date the written grievance was filed, or the employee is not satisfied with the decision, the employee must file a written appeal with the department head within ten (10) working days from the date the grievance decision was received or, if no written decision is received, within fifteen (15) working days after the employee filed the formal, written grievance. The department head will (1) review the facts of the grievance; (2) meet with the grievant, grievant’s supervisor, and such other persons as may be necessary; (3) attempt to resolve the grievance within five (5) working days after receipt of the grievance; and (4) respond in writing to the employee by the close of the tenth working day following the date the written appeal was received, sending a copy to the City Manager.
If the employee either receives no written decision from the department head within ten (10) working days from the date the appeal was filed, or the employee is not satisfied with the proposed resolution, the employee must file a written appeal with the City Manager within ten (10) working days. The City Manager will review the facts and the file, meet with the parties involved, and respond in writing to the employee within ten (10) working days of the date the appeal was received in the City Manager’s office. The decision of the City Manager is final, except in those cases where the City Manager is the subject of the grievance related to sexual harassment or discrimination. 
At each stage of the grievance process, the time periods specified are maximums. Grievances should be dealt with promptly and written responses provided as quickly as possible.
Copies of all documentation relating to a grievance will be forwarded to the City Manager’s office immediately upon conclusion of each step in the grievance process to be placed in the employee’s personnel file.
If the employee is dissatisfied with any decision during the grievance process, he or she must appeal to the next step within the established time period. Failure to appeal is a determination that the employee is satisfied with the last decision.
[bookmark: _Toc211242519][bookmark: _Toc211243228][bookmark: _Toc225740162]9.3	DISCIPLINE
Employees of the City serve “at will” and, within provisions of state and federal law applying to public employment, may be dismissed at any time, with or without notice, for any reason.  
[bookmark: _Toc211242520][bookmark: _Toc211243229][bookmark: _Toc225740163]9.3.1		Progressive Discipline
The City Manager may take disciplinary action, including dismissal, against an employee at any time. The severity of the discipline depends upon the nature of the infraction. The City may, but not necessarily will, use a progressive discipline system. The progressive discipline system is as follows:
· Step 1 - Verbal warnings or written warnings with records of each warning placed in the employee’s personnel file;
· Step 2 - Conference with department head, employee, and supervisor, with a written summary of the conference to be prepared by the supervisor, with one copy to the employee and one copy to the employee’s personnel file;
· Step 3 – Subject to approval by the City Manager, written reprimands must in all cases be placed in the employee’s personnel file;
· Step 4 - Probation (not to exceed ninety (90) days) during which time the employee’s performance and behavior will be monitored very closely by the supervisor and may be accompanied by a reduction in pay without demotion;
· Step 5 - Suspension from duty, with or without pay, for up to thirty (30) days and may be extended for an additional thirty (30) days after review;
· Step 6 - Demotion and/or Dismissal.
Disciplinary action by supervisors other than verbal or written warnings, conference with department heads, and written reprimands, require the advance approval of the department head unless an emergency situation exists. Supervisors should keep notes of verbal warnings and will place the notes in the employee’s personnel file. For Civil Service employees see Chapter 143.051, 143.052 and 143.053 of the Local Government Code.
[bookmark: _Toc211242521][bookmark: _Toc211243230][bookmark: _Toc225740164]9.3.2		Misconduct
 Any conduct potentially having an adverse affect on the City or on the confidence of the public in the integrity of the City, may be subject to disciplinary action. Conduct, which has a negative impact on the City, individual employees, or customers, constitutes serious misconduct and may be grounds for immediate removal from the workplace and/or separation from employment. Some of the actions that may result in immediate disciplinary actions up to and including termination include, but are not limited to, the following:

· Insubordination;
· Endangering the safety of the employee and/or other persons through negligent or willful acts;
· Use of alcohol or drugs while on duty or in a City vehicle, or reporting to work under the influence of drugs and/or alcohol;
· Involvement with alcohol or drugs in the workplace in violation of the City’s drug-free workplace policy;
· Unauthorized use or theft of public funds or property;
· Conviction of an offense above a Class C misdemeanor;
· Conviction of official misconduct, oppression, or perjury;
· Possession of unauthorized firearms or lethal weapons on their persons or in City vehicles;
· Falsification of documents or records;
· Unauthorized use of official information or unauthorized disclosure of confidential information;
· Unauthorized or abusive use of official authority;
· Violation of the City’s sexual harassment policy;
· Failure to observe the City’s policies regarding communications with the public; 
· Incompetence or neglect of duty;
· Use of vulgar, slanderous or racial comments;
· Threatening or Disruptive behavior which impairs the performance of others; or
· [bookmark: _Toc225740165]Other violation of any of the requirements of Civil Service Rules and Regulations or Chapter 143, of these Personnel Policies or any departmental policies not in conflict with these policies.
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10.00 INFORMATION TECHNOLOGY  
[bookmark: _bookmark77]
The City provides access to communication and technology systems including but not limited to the internet, computers, tablets, phones, email, and other hardware and software (collectively referred to in this policy as “Information Technology Systems” or “Systems”) for use by City employees in the performance of their job duties.

Management reserves the right to access and review any user’s information maintained on the Information Technology Systems without prior notice, including internet browser histories, emails, messages, and any other data files.

Employees shall exercise care in personal use of any Information Technology Systems and should not expect their personal information stored in these systems to be kept private. All information, personal or business, loaded, stored, or transferred using the City systems and computers becomes a public record and must be maintained in accordance with the City’s Records Management Policy. The City strongly discourages storage of personal information and data on the City’s Information and Technology Systems.

Employees are responsible for electronic equipment, passwords, and other systems that are assigned to the employee for the performance of their job duties.

Any violation of this policy may result in disciplinary action up to and including termination.

10.1 USES
Acceptable Uses
Acceptable uses of the Information Technology Systems are limited to those activities that support the user’s ability to perform their job responsibilities. Incidental, occasional, or infrequent use of the City’s communication and information systems for personal use is permitted as long as such use does not interfere with the employee’s work or the work of any other employee or with the equipment operations. However, no matter how minimal, any information transmitted using City equipment may subject the information to public disclosure pursuant to Texas law.

Unacceptable Uses
The Information Technology Systems may not be used for any illegal, unethical, destructive or wasteful purpose. Other unacceptable uses include:
· Using or accessing profanity, obscenity, or other language and materials which may be offensive or harassing to others;
· Accessing or sharing information that is derogatory, inflammatory, or otherwise unwelcome remarks or content regarding race, religion, color, sex, national origin, age, disability, physical attributes, or sexual orientation;
· Accessing, displaying, downloading, or distributing sexually explicit material (the Chief of Police may authorize an exception to this as part of an official police criminal investigation);
· Copying, downloading, or using any software beyond the allowed licenses and agreements;
· Accessing, displaying, downloading, or distributing copyrighted or unauthorized copies of music, movies, or other digital materials;
· Gambling;
· Accessing files or using passwords without granted permission;
· Using the systems in such a manner as to create a security breach of the City’s Information Technology Systems; and
· Using the systems for financial gain or for any commercial activity unrelated to city business.
10.2 	SYSTEMS
1) Phones – Telephone systems including landlines, City-provided mobile phones, and voicemail, are the property of the City and provided for business purposes. The City may monitor the use of these systems. No personal long distance or international calls are allowed.
2) Mobile communication devices – The City provides mobile communication devices to employees for business use when the use of such devices will increase the level of service provided to the citizens of Taylor, increase the level of safety for the City employee, and/or satisfy legal requirements. The City may purchase or provide under a lease contract mobile communication devices for staff as deemed necessary. 
It is the responsibility of the employee to properly use, maintain and secure their mobile communication device. All incidents of mobile communication device damage or loss must be reported immediately to the employee’s supervisor. Mobile communication devices may only be used for appropriate business purposes. Use of devices in connection with working extended hours is considered business-related. The City will not reimburse business use on personal mobile devices.
The Texas Public Information Act defines public information subject to the Act to include “electronic communication created, transmitted, received, or maintained on any device if the communication is in connection with the transaction of official business, including e-mail, internet posting, text message, instant message, [or] other electronic communication” (Tex. Gov’t Code 551.006). Employees should be mindful of all communications regarding City business, even those made via mobile devices. All records generated on City- issued equipment is subject to the Texas Public Information Act and audit by the City.

3) Hardware – The City provides hardware Information Technology Systems including but not limited to computers, laptops, tablets, monitors, and other audio/visual equipment to assist employees with the performance of job functions. Hardware systems are the responsibility of the employee to which they are assigned. The employee may be held financially responsible for the replacement of Information Technology Systems if damaged, stolen, or lost if it is found that the employee was negligent.
4) Personal Devices - With prior approval of the IT Administrator and the employee’s supervisor, employees may bring personal systems such as laptops, tablets, and phones to support the performance of their job functions. Only items approved by the IT Administrator shall be allowed to connect to the City’s network. Employees shall have no expectation for compensation for use of personal devices except where otherwise noted.
5) Email – The City’s email system and other person-to-person communications systems are designed to improve service to our customers and enhance communication.
· All information created, sent, or received via the City’s electronic systems become a public record.
· Personal email accounts shall not be used for City business.
· Local government records created or received by an official or employee in their official capacity are declared to be the City’s public property pursuant to Texas law. No City official or employee has, by virtue of the employee’s position, any personal or property right to such records even though the official or employee’s may have developed or compiled them. The unauthorized destruction, removal from files, or unauthorized use of such records is prohibited. These rules apply even if information is sent or received on personal electronic devices not owned by the City, if the information is sent or received in the official or employee’s official capacity or in the transaction of governmental business.
· An official or employee of the City who possesses information defined as public information pursuant to the Texas Public Information Act or information defined as a Local Government Record, as defined by the Texas Local Government Records Act, not otherwise in the custody of, or accessible to the governing body, shall deliver custody of the record or information to the governing body within 72 hours of creation or receipt, or immediately upon demand by a Records Custodian of the governing body.
· The City Manager may take whatever legal action necessary to collect any City records in its possession.
· Care should be taken in sending confidential information. This includes the transmission of customer financial information, Social Security numbers, employee health records, or other confidential material.
· The City Manager or designee is authorized access into another person’s City email without the consent of the employee, official, or volunteer.

6) Software 
The City and its employees will respect all computer software copyright laws and adhere to the terms of all software licenses. Employees are to use software strictly in accordance with its license agreement.
· Unless otherwise provided in the license, the duplication of copyrighted software is a violation of this policy.
· Employees illegally reproducing software may be subject to civil and criminal penalties including fines and imprisonment.
· Any employee who knowingly makes, acquires, or uses unauthorized copies of computer software licensed to the City, or who places or uses unauthorized software on the City’s equipment shall be subject to disciplinary action up to and including termination.
· Employees are not permitted to knowingly install personal software onto the City’s Information and Technology Systems.
· All software installed on the City’s Information and Technology Systems shall be approved by the City’s IT Administrator.
· Employees are not permitted to copy software for installation and use on home or other computers without prior authorization from the IT Administrator.
· Freeware and open source software may be downloaded and used with the approval of the IT Administrator.
· Employees shall exercise caution when opening unknown emails and when connecting external storage devices to City systems as this creates an opportunity to compromise the systems.

7) Passwords
In the performance of job duties, employees may be provided a variety of passwords for computer access, email, and the private internet network. Employees are responsible for activities that occur with their assigned log-in credentials and shall safeguard this information.
The IT Administrator shall establish password policies to protect the integrity of the Information Technology Systems.
Violation of any of these policies will subject an employee to disciplinary action up to and including termination.
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