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Introductory Statement  
 
Effective Date: 03-01-2015 
Revision Date:  

 
The Employee Handbook is designed to provide information about working 
conditions, employee benefits, and policies affecting employment.  These 
policies apply to all employees of the City of Texarkana unless specified 
otherwise.  It describes many of your responsibilities as an employee and 
outlines the programs developed by the City to benefit employees.  It is your 
responsibility to review the manual and comply with the policies as well as all 
other rules, guidelines and regulations implemented in accordance with these 
policies. 
 
It is important to understand that no Employee Handbook cannot anticipate every 
circumstance or question.  Due to changes in state and federal employment 
laws, portions of these policies may be superseded by such new legislation and it 
is the intent of the City to monitor and follow any such legislation.  The City 
reserves the right to revise, supplement, or rescind any policy or portion of the 
Employee Handbook from time to time as it deems appropriate, at its sole and 
absolute discretion.  When there are revisions, supplements or other changes to 
the manual, managers, supervisors and employees will be notified of such 
changes as these occur. 
 
The language used in any statement, policy or procedure herein, is not intended 
to create, nor is it to be construed to create, a contract between the City and any 
one or all our employees. 
 
Should you have any questions as to the interpretation or understanding of any 
policy, procedure or practice, please visit the Human Resources Department.  
The Human Resources Department administers the Cityôs personnel functions 
and employment policies in accordance with applicable federal and state law.  As 
a matter of policy, all personnel records and policy administration shall be the 
responsibility of the Human Resources Department.   
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Objectives of Policy  
 
Effective Date: 03-01-2015 
Revision Date:  

 
The objectives of the HR policies are as follows:  
 
(A) To promote good and uniform personnel practices and administration in 

the management of the Cityôs human resources; 
 
(B) To develop a program of recruitment, advancement and tenure, that will 

make municipal employment attractive as a career and encourage each 
employee to render the employeeôs best services to the citizens of the 
City; 

 
(C) To provide compensation based upon the relative duties and 

responsibilities of positions in the service of the City;  
 
(D) To promote high morale by the consistent administration of these policies;  
 
(E) To provide that tenure of employees covered by these policies shall be 

subject to good conduct, satisfactory performance, necessity for the 
position, and availability of funds. 

 
(F) We believe that employees are entitled to a safe and secure work 

environment where everyone treats each other with dignity, respect and 
professionalism always.  Treat all City employees, vendors, guests and 
anyone with whom you interact with respect, professionalism and civility 
always. This means exercising emotional self-control and sensitivity to the 
feelings of others. When differences arise, address them with a 
constructive, problem-solving approach, not with blame or recrimination. 

 

Amendment of Policies  
 
Effective Date: 03-01-2015 
Revision Date: 10-01-2017 

 
Amendments to the Employee Handbook must be approved by the City 
Manager.  The City Manager is responsible for the implementation of the 
personnel policies. 
 
General and final authority for personnel administration rests with the City 
Manager, except for matters reserved to the City Council by state law or the City 
Charter.  Authority may be delegated to appropriate staff members to act in the 
City Managerôs behalf in the administration of this handbook; however, the final 
authority on personnel decisions shall be reserved to the City Manager. 
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Operational changes to any policy, practice, or process will require approval by 
the City Manager.   
 
No City of Texarkana supervisor is authorized to modify this handbook for any 
employee or to enter into any agreement, oral or written.   
 

Application of Policies  
 
Effective Date: 03-01-2015 
Revision Date: 10-01-2018 

 
These policies shall apply to all City employees, provided that the provisions may 
be varied in the case of an employee with a written employment agreement 
approved by the City Council.  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 Employee Handbook. 
    
The City reserves the right to interpret, change, suspend, or cancel, with or 
without notice, all or any part of these policies, or procedures contained herein.  
 
This Handbook sets forth policies applicable to all City employees.  However, the 
Texas Local Government Code, Chapter 143, collective bargaining and the City 
Charter will supersede any provision of this manual as it relates to disciplinary 
action, dismissal, and any other personnel matters affecting Police Officers and 
Firefighters.  
 

Management Authority  
 
Effective Date: 03-01-2015 
Revision Date: 10-01-2017 
 
General and final authority for personnel administration rests with the City 
Manager, except for matters reserved to the City Council by State law or the City 
Charter. 
 
Management Authority.  The City may modify, revoke, suspend, interpret, 
terminate, or change any or all its policies and procedures, in whole or in part, at 
any time. The issuance of these policies and procedures does not constitute a 
contract between the City and its employees for any duration of employment.  
There is no specified length of employment, and either the City or the employee 
can terminate the employment relationship at any time, for any reason. 
 
Policy administration rests with City management and City management reserves 
sole authority to administer City operations.   
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Departmental Policy and Procedural Requirements.  Individual City 
departments may develop policies and procedures that are consistent with City 
policies and procedures.  Department policies and procedures that are 
operational and that do not relate to those in this handbook, or other approved 
operational manuals, do not need to be reviewed and approved by the Director of 
Human Resources or other appropriate departments.  All others, however, are 
subject to approval by the appropriate City department.  All employment related 
department policies must be reviewed by the Director of Human Resources. 
Department Directors are responsible for obtaining the necessary review and 
approval prior to issuing such departmental policies and procedures.  
Departmental policies and procedures will not become effective unless they have 
been reviewed and approved in accordance with this policy. 

Miscellaneous.  Policies and procedures apply to all employees of the City, both 
on and off duty where applicable, unless otherwise indicated, restricted by proper 
authority, or prohibited by State and/or Federal law. 

 
Only the City Manager has the authority to enter into an employment agreement, 
promise, or commitment contrary to these policies and procedures, and all such 
agreements, promises, and/or commitments entered into by the City Manager 
must be contained in an express written employment contract signed by both the 
City Manager and the affected employee.  
 
Any statement in a policy and/or procedure found to be illegal, incorrect, and/or 
not applicable will not affect the validity and intent of the remaining content of 
such policy or procedure. 

 

Titles utilized do not govern, limit, modify, or affect the scope of meaning or intent 
of any provision. 

 
Any conflicts, questions, or ambiguities in City or departmental policies and 
procedures will be decided by the City Manager.   
 
The City Manager may delegate rights and powers granted under these policies 
and procedures to the Human Resources Director or to others as deemed 
appropriate in the City Managerôs sole discretion.   
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Chapter 1: General Policy 
 
1.01 Equal Employment Opportunity  
 
Effective Date: 03/01/2015 

 

The City is an equal opportunity employer.  Discrimination against any person in 
recruitment, examination, selection, appointment, rate of pay, promotion and 
transfer, retention, daily working conditions, training, awards, compensation and 
benefits, disciplinary measures or any other aspect of employment because of 
age, race, color, religion, sex, national origin, disability, genetics, veteranôs status 
or other unlawful basis, is prohibited. 
 

1.02 Americans with Disabilities (ADAAA)  

 
Effective Date:  03/01/2015 

 
To ensure compliance with the Americans with Disabilities Act (ADA) and 
Americans with Disabilities Act as Amended (ADAAA), the City offers equal 
employment opportunity to qualified individuals and strictly prohibits 
discrimination against qualified individuals based on disability.  
 
The City will provide reasonable accommodation to the known physical or mental 
impairments of an otherwise qualified individual with a disability if such 
reasonable accommodation will enable the individual to perform the essential 
functions of the position.  The Cityôs obligation under this policy is limited to 
providing reasonable accommodations that will not result in undue hardship to 
the City.   
 
Any employee seeking a reasonable accommodation for a disability that affects 
the employeeôs ability to perform the essential functions of the position shall 
make a written application on Form 13, Request for ADAAA Accommodation 
provided by Human Resources. 
 
Employees who have a complaint involving potential violations of the Americans 
with Disabilities Act or ADAAA, including but not limited to harassment, 
discrimination, or failure to provide a reasonable accommodation, must 
immediately contact the immediate Supervisor, Human Resources, the City 
Manager or designee. 
 
However, the employer is not required to lower quality or quantity standards to 
make an accommodation. In addition, the employer is not required to provide 
personal use items such as glasses, wheel chairs or hearing aids as an 
accommodation.  The City of Texarkana will comply with all federal, state, and 
local laws relating to the employment of applicants and employees with 
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disabilities and reasonably accommodate qualified individuals with a disability so 
that they can perform the essential functions of the job in question.  

An individual, who can be reasonably accommodated for the job in question, 
without undue hardship to the City, will be given the same consideration for that 
position as any other applicant or employee.   

All employees are required to comply with safety standards. The City will 
reasonably accommodate qualified individuals with a disability so that they can 
perform the essential functions of their position unless doing so causes a direct 
threat to the individuals or others in the workplace which cannot be eliminated by 
reasonable accommodation and/or if the accommodation creates an undue 
hardship to the City.    Essential functions of the job refer to those job activities 
that are determined by the City to be essential or core to performing the job; 
these functions cannot be modified.  Any employee that poses a direct threat to 
the health or safety of the other individuals in the workplace will be placed on 
appropriate leave until an organizational decision can be made regarding the 
employeeôs qualifications for the position.  

A.  Definitions  

In implementing this policy, the City of Texarkana will be guided by the most 
recent applicable definitions stated in the ADAAA or in case law construing the 
ADAAA, and applicable state and local law.  In the event of any conflict between 
the definitions in the ADAAA and the definitions in this policy, the legal definitions 
will be prevailing.  

The following discussion is provided for general guidance of applicants and 
employees in understanding the policy of the City of Texarkana. 

1.  ñDisabilityò refers to a physical or mental impairment that substantially limits 
one or more of the major life activities of an individual. An individual who has 
such an impairment or has a record of such an impairment is also deemed a 
ñdisabled individualò. An individual may also be deemed ñdisabledò if that 
person is regarded as having such impairment. However, in the ñregarded asò 
instance, the situation is more complicated. Under amendments to the 
ADAAA in 2008, if the condition is transitory and minor, defined as having an 
actual or expected duration of 6 months or less, then the condition does not 
qualify as a disability.  

2. Generally, ameliorative measures such as medications and medical devices 
will not be considered in making a disability determination, although ordinary 
eyeglasses or contacts may be taken into consideration. So, for example, the 
mere fact that a person wears ordinary eyeglasses will not qualify that person 
as ñdisabled.ò On the other hand, the fact that a person has a hearing aid or 
takes medications to address the impairment will not disqualify that person as 
being ñdisabledò if the person otherwise meets the definition of ñdisabled.ò 
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3.  ñMajor life activityò may include things such as caring for oneself, 
performing manual tasks, seeing, hearing, eating, sleeping, walking, standing, 
lifting, bending, speaking, breathing, learning, reading, concentrating, 
thinking, communicating or working.  A ñmajor life activityò may also include 
bodily functions such as functions of the immune system, normal cell growth, 
digestive, bowel, bladder, neurological, brain, respiratory, circulatory, 
endocrine, and reproductive systems. 

4. ñDirect threat to safetyò refers to a significant risk to the health or safety of 
others that cannot be eliminated by reasonable accommodation. 

5. A ñqualified individual with a disabilityò refers to an individual with a 
disability who, with or without reasonable accommodation, can perform the 
essential functions of the employment position that the individual holds or has 
applied for.    

6. ñReasonable accommodationò refers to making existing facilities readily 
accessible to and usable by individuals with disabilities, including but not 
limited to; job restructuring, part time or modified work schedules, 
reassignment to a vacant position, acquisition or modification of equipment or 
devices, adjustment or modification of examinations, adjustment or 
modification of training materials, adjustment or modification of policies, and 
similar activities.  

7. ñUndue hardshipò refers to an action requiring significant difficulty or 
expense by the employer. The factors to be considered in determining an 
undue hardship include but not limited to: (1) the nature and cost of the 
accommodation; (2) the overall financial resources of the facility at which the 
reasonable accommodation is to be made; (3) the number of persons 
employed at that facility; (4) the effect on expenses and resources or other 
impact upon that facility; (5) the overall financial resources of the City; (6) the 
overall number of employees and facilities; (7) the operations of the particular 
facility as well as the entire City; and (8) the relationship of the particular 
facility to the City. These are not all the factors but merely examples.  

8. Essential job functionsò refer to those activities of a job that are the core to 
performing the job in question and must be performed with or without an 
accommodation; these functions cannot be modified for the job position.  
 

B. Administrative Procedures ~ How to request an accommodation 

An applicant and/or employee may request an accommodation using Form 13, 
Request for ADAAA Accommodation Form found in the back of the Personnel 
Handbook, on the HR website, or in the Human Resources department.  Any 
request for accommodation must be reasonable, not cause an undue hardship, 
not be a threat to safety, and enable the applicant or employee to perform the 
essential functions of the position.  Each request will be evaluated on the criteria. 
All requests are confidential.  The review and coordination of any request for 
accommodation for a disability will be limited to those who have a right to know.  
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The Human Resources Department is responsible for implementing this policy, 
including resolution of reasonable accommodation, safety, and undue hardship 
issues.  

The Human Resources Director is designated as the ADAAA Coordinator 
responsible for the receipt, review and response of requests for accommodation 
from the applicant or employee.  
 
The applicant or employee will be provided the status of the request within five 
(5) working days.  Extensions may be required contingent upon the complexity of 
the request.  A need for extension will be provided in writing by the ADAAA 
Coordinator to the applicant or employee. Should the applicant or employee 
disagree with the findings of the ADAAA Coordinator, the applicant or employee 
may appeal the decision of the ADAAA Coordinator within five (5) working days 
to the City Manager or designee. The request for appeal must be provided in 
writing.  The decision of the City Manager or designee will be final.   
 

1.03 At-Will Employment  
 
Effective Date:  03/01/2015 

 
Employment with the City is for no fixed or definite term.  All employment by the 
City has been and continues to be at-will, except for those positions that may 
have a written contract approved by the City Council. That means that both the 
employee and/or the City have the right to terminate employment at any time, 
with or without notice, and with or without cause. This Employee Handbook does 
not constitute a contract of employment.  Nothing in this handbook is intended to 
alter the continuing at-will status of employment with the City.  Nothing contained 
in a City Ordinance or Resolution constitutes a contract of employment, and the 
City has the right to change the content of City Ordinances or Resolutions related 
to employment matters at any time, with or without notice, and with or without 
cause.     
 
 

1.04 Conflict of Interest, Solicitation, and Acceptance of Gifts   
 
Effective Date:  03/01/2015 
Revision Date:  01/01/2019  
 
Conflict of Interests: No employee of the City may: 
 

¶ Have any financial or other interest, directly or indirectly, in any proposed or 
existing contract, purchase, work, sale or service to, for, with or by the City; 

 

¶ Use City employment, authority, or influence in any manner for personal 
betterment, financial or otherwise; 
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¶ Have any financial interest, directly or indirectly, in the sale to the City of any 
land, materials, supplies or services;  

 

¶ Have discussions or participate in decisions of any City agency, board, 
commission or instrumentality if the employee has any personal economic 
interest or is employed, directly or indirectly, by the person or entity that is the 
subject of the discussion or decision;   

 

¶ Accept other employment or engage in outside activities incompatible with the 
performance of duties and responsibilities as a City employee or that might 
impair independent judgement in the performance of duties to the City; or 

 

¶ Accept remuneration or provide services for compensation, directly or 
indirectly, to a person or organization requesting an approval, investigation, or 
determination from the City. 

Solicitation and Acceptance of Gift 

 

¶ Solicitation of funds or anything of value for any purpose whatsoever shall be 
permitted of or by City employees on the job only with the express approval of 
the City Manager.  No employee may be required to make any contribution, 
nor may an employee be penalized in any way concerning employment 
according to the employeeôs response to a solicitation. 

 

¶ If a person (outside source) presents a gift to a City employee as a reward for 
service or as an act of expressing appreciation, the gift shall not create a 
personal benefit to a specific employee. 

 
Violations of this policy may result in disciplinary action.  Employees should direct 

questions regarding the prohibitions imposed by this policy to your Department 

Director, the Director of Human Resources, or the City Managerôs office. 
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1.05 Nepotism  
 
Effective Date:  03/01/2015 
Revision Date:  01/01/2019 

 
To prevent conflicts of interest, to avoid accusations perceptions of favoritism 
and biased and to maintain the confidentiality of restricted information, it is the 
policy of the City that: 

(A) Applicants 

¶ An applicant related to the City Manager by blood or marriage within the 
second degree according to common law shall not be employed by the City. 

¶ An applicant related by blood or marriage within the second degree according 
to common law to any member of the City Council shall not be employed by 
the City. 

¶ Under no circumstances will an applicant be employed in a department in 
which the employee may directly or indirectly supervise or be supervised by a 
member of the employeeôs immediate family.  Immediate family includes 
spouse, parents, children, brother or sister. 

  
First Degree: Mother 

Father 
Sister 
Brother 
Son 
Daughter 
 

 
 
 
(or) in-law 

Second 
Degree: 

Uncle 
Aunt 
Nephew 
Niece 
Grandfather 
Grandmother 
Granddaughter 
Grandson 
1st Cousin 

 
 
 
 
(or) in-law 

 
(B) Promotion 

In the event of a proposed promotion of a current employee to a position where 
the employee would be required to directly or indirectly supervise or be 
supervised by a member of the employeeôs immediate family (see definition 
above), any employed family member of a person considered for promotion must 
agree to immediately tender written, conditional resignation before the candidate 
will be formally considered for the  
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proposed promotion.  If the candidate is selected for and chooses to accept the 
promotion, the conditional resignation becomes final. Normally, once final, any 
such resignation will not become effective until ninety (90) days after the 
promotion takes effect. 
 
(C) Reorganization 

In the event of a reorganization, or any other situation (other than a promotion) 
giving rise to a relationship prohibited by this section of the policy, the lower 
ranking employee will be required to immediately resign employment.  If both 
employees are of an equal rank, one of them will be required to immediately 
resign employment.  If the employees do not decide which will resign the 
employee with the least seniority will be deemed to have resigned. Normally, any 
such resignation will not be effective until ninety (90) days after the engagement, 
reorganization, etc., occurs. 

 
(D) Other Restrictions 

The following restrictions apply on the employment of any relative, including 
those defined as family members under this policy: 

¶ No employee in the relationship will supervise, review or process the work of 
the other; 

¶ The employeesô relationship must not create a conflict between 
employees/City interests; and 

¶ There must be no interdependence or relationship between the jobs of the 
individuals concerned which could be potentially detrimental to the interests of 
the City. 

Relatives will not normally be permitted to work in the same department with 
each other without prior written authorization from the City Manager (or 
designee).  In addition, written authorization must also be obtained from the City 
Manager (or designee) to employ any relative of a current City employee.  

 

(E) Marriage of Current Employees 

In the event of a marriage between two City employees, a promotion, 
reorganization, or any other situation giving rise to a relationship prohibited by 
Subsection B of this policy, one or both affected employees must immediately 
seek a transfer to another available position within the City for which the 
employee is qualified and that meets the requirements of Subsection B of this 
policy.  If a suitable transfer cannot be made within ninety (90) days of the event 
giving rise to a relationship prohibited by this policy, one or both affected 
employees will be required to resign from employment. 
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(F) Grandfather Clause 

The City is aware that, as of the above effective date of this policy, a few City 
employees are currently related, by blood or by marriage, to other City 
employees.  These employees will be ñgrandfatheredò under this policy, meaning 
they will be permitted to continue their employment with the City if the 
requirements set out in this policy are met. Please be informed that the above 
"grandfathered" provision is for family relationships as they exist as of the 
revision date of this policy.  Any future changes to the family relationship and/or 
the employment status of the affected employee(s) will be governed by the 
requirements of this policy. 

 

(G) Periodic Review 

Periodically, the City Manager (or designee) will review the job descriptions and 
interrelationship between the affected jobs and determine whether they are 
following this policy.  If one or more of these requirements are not met, one or 
both affected employees must immediately seek a transfer to another available 
position within the City for which he or she is qualified and that meets the 
requirements of this policy.  If a suitable transfer cannot be made within ninety 
(90) days, one or both affected employees will be required to resign from 
employment.  

 

(H) Application of Policy 

This policy applies to all full-time, part-time and temporary seasonal employees 
of the City. 

 

1.06 Valid Driverôs License  
 
Effective Date:  01/01/2019 
  

The City requires that every employee who operates a City owned or leased 
vehicle, or who drives a privately-owned vehicle while carrying out job duties for 
the City, must maintain a current valid Texas or other acceptable driver's license 
and an acceptable driving record as determined by the City.  
 
Driving records will be checked prior to employment and periodically throughout 
the course of employment.   
 
When a special classification of driver's license is required to operate City 
equipment, it is the employeeôs responsibility to maintain the required license. 

 
 



 
Employee  Handbook  

 

 Back to Table o f Contents  Page  13 

1.07 Outside Employment  
 
Effective Date:  03/01/2015 

 
Written Authorization Required.  City employees and applicants may engage 
in outside employment provided they receive prior written approval from their 
Department Director. Employee must submit a Form 18, Request for Outside 
Employment to the Department Director prior to the acceptance of outside 
employment and whenever the nature of such employment changes.  If outside 
employment is approved, the request form will be forwarded to Human 
Resources and placed in the employeeôs personnel file. 
 
Outside Jobs Coordinated Through Police Department.  Police officers 
authorized to work part-time jobs coordinated by and through the Cityôs Police 
Department must perform the outside employment in accordance with applicable 
Police Department procedures. 
 
Prohibited Activities.  Employees will not be permitted to engage in outside 
employment (including self-employment) or other activities that might discredit 
the City, result in a conflict of interest or a potential conflict of interest, or 
adversely affect the employee's job performance. Approval of outside 
employment may be withdrawn at any time. 
  
Workersô Compensation Coverage.  Employees are not covered by the City's 
workersô compensation insurance while working for another employer.  
 
Outside Employment While on Leave Prohibited.  Approval for outside 
employment as set out in this policy does not authorize an employee on Family 
Medical Leave, sick leave, disability leave, workersô compensation leave, 
administrative leave (paid or unpaid), or an unpaid leave of absence, or on 
restricted or light duty to engage in any outside employment.  Any exceptions 
must be expressly authorized in writing by the City Manager. 
 

1.08 Personal Relationships 

 
Effective Date:  03/01/2015 

 
POLICY: 
Personal relationship is defined as a relationship between individuals who have 
or have had a continuing relationship of a romantic or intimate nature. 
Supervisors are strictly prohibited from having personal relationships with 
subordinates; dating or intimate, regardless of frequency. The City reserves the 
right to take prompt action if an actual or potential conflict of interest arises 
concerning individuals who occupy positions at any level (higher or lower) in the 
same line of authority that may affect employment decisions.  If it has been 
determined that a supervisor is dating or intimate with a subordinate, the 



 
Employee  Handbook  

 

 Back to Table o f Contents  Page  14 

supervisor may be disciplined, up to and including termination.  Any employee 
who is in violation of the personal relationship policy may be subject to discipline, 
up to and including termination. 
 
Employees involved in a personal relationship with another employee may not 
occupy a position in the same department, work directly for, or supervise the 
employee with whom they are involved. The exception is for the employees who 
work in larger city departments: having different divisions or work schedules, 
and who have first disclosed that they were involved in a personal relationship.  
The employees may be separated by reassignment into a different unit, division 
or work schedule.  The alternative for any employee determined to be in a 
personal relationship is for one or both employees to leave employment of the 
department.  
 
Where a conflict or the potential for conflict arises because of a relationship 
between employees, even if there is no line of authority or reporting involved, the 
employees may be separated by reassignment or terminated from employment.  
If such a dating relationship is established after employment, it is the 
responsibility and obligation of the employees involved to disclose the existence 
of the relationship to the Department Director or Human Resources immediately. 
Failure to immediately disclose the relationship constitutes violation of the 
personal relationship policy.  Where a conflict or potential conflict arises because 
of the relationship affecting employment the individuals concerned will be given 
the opportunity to decide who is to be transferred to another position or 
terminated if no position is available.  If that decision is not made within 30 
calendar days, management will decide who is to be transferred or, if necessary, 
terminated from employment. 

 
1.09 Personnel File 
 

The City of Texarkana maintains an official personnel file in Human Resources 
on each employee including such information as the employeeôs job application, 
resume, performance evaluation forms, personnel action forms, and other 
employment records. 
 
A. Restrictions & Confidentiality of File 
 Personnel files are the property of the City, and access to the information they 

contain is restricted.  However, release of information contained in the 
personnel file is subject to the Public Information Act.  Information contained 
in the personnel file, except information deemed confidential by law or other 
information that is excepted from disclosure under the Public Information Act, 
may be released pursuant to such Act.  Additionally, direct or hiring 
supervisors and management personnel of the City who have a legitimate 
reason may review information in a file.  Medical records are maintained 
separate from the personnel file and will not be released to the public, unless 
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required by law.  An employee or former employee may choose not to allow 
public access to information that relates to the employeeôs home address, 
home telephone number, or social security number, or that reveals whether 
the employee has family members, by signing a written Form 19, Non-
Disclosure Form at the time of employment, termination, or retirement.  An 
employee or former employee may also later choose to open or close access 
to such information.   

 
B. Employee Access to File 
 Employees who wish to review their own file shall contact the Human 

Resources Department to schedule an appointment.  With reasonable notice, 
employees may review their own personnel file in the Human Resources 
Department in the presence of a Human Resources employee.  The 
employee may review the files and take notes or request copies of select 
pages but shall not add or remove anything from their personnel file at that 
time.   

 
C. Personal Data Changes 
 It is the responsibility of each employee to notify Human Resources of any 

changes in personal data, such as personal mailing addresses, telephone 
numbers, emergency contact, insurance data, etc.  
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Chapter 2: Employment 
 

2.01 Recruitment and Selection  
 
Effective Date:  01/01/2019 
 

The City hires employees based on their knowledge, skills and abilities, 
experience, and other qualifications as they relate to the duties and 
responsibilities of a position without regard to race, national origin, religion, color, 
sex, age, citizenship, political affiliation, disability, genetics, military/veteranôs 
status, sexual orientation, gender identity or any other characteristic protected by 
law.  It is the desire and intent of management to provide promotional 
opportunities for employees of the City and making applicable training and 
educational opportunities available.   
 
Recruitment Requirements:  The recruitment process is initiated by a 
Department Director or designee, submitting an electronic requisition to Human 
Resources.  Job vacancies will normally be posted internally for the benefit of 
any qualified employee.  External recruitment may also be conducted during an 
internal posting. 
 
The recruitment method for vacant director level positions may be determined by 
the City Manager on a case by case basis.  
 
Applications. Outside applicants seeking employment, promotion, transfer, or 
reemployment with the City must complete and submit an official City application 
process for the position desired.  Current City employees seeking promotion or 
transfer with the City must complete an application.  All information set forth on 
an application is subject to verification.  Applications will normally be considered 
active until the vacancy is filled or the closing date has past.   
 

Hiring Process.  Applicants for employment shall be required to submit to an 
oral interview and may be required to submit to a post-offer physical examination, 
drug and alcohol screening, and may be required to submit to pre-employment 
testing and investigation.  
 

After deciding to hire, the hiring department must submit the appropriate 
paperwork to  Human Resources, along with the applicable personnel action 
form (PAF).  Offers for City employment will be communicated through the 
Human Resources Department. 
 

Disqualification.  Applicants will be disqualified from consideration for one or 
more of the following: 
 

¶ Failure to meet the minimum qualifications necessary for performance of the 
duties for the position;  
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¶ If they previously worked for the City and were involuntarily terminated, or 
resigned in lieu of termination; 

 

¶ If employment will result in a violation of the Cityôs Nepotism Policy; 
 

¶ Failure to meet minimum age requirement of 18; or for Civil Service 
applicantôs failure to meet the local rules age requirement; 

 

¶ False statements or material omissions on the application form or during the 
application process; 

 

¶ Failing any of the Cityôs background and employment requirements including, 
but not limited to, drug/alcohol testing; 

 

¶ The applicant commits or attempts to commit a fraudulent act at any stage of 
the selection process; 

 

¶ The applicant is not legally permitted to work in the United States; 
 

¶ The applicant is unable to perform the essential functions of the job applied 
for with or without a reasonable accommodation; or 

 

¶ Any other reason deemed to be in the best interests of the City. 
 

¶ Any other reason prescribed by the Civil Service Commission, in the Local 
Civil Service Rules or Departmental Rules, Orders, and Directives.  

 

2.02 Promotions  
 
Effective Date:  03/01/2015 

 
(A) Current City employees will receive consideration for open positions if 

qualified. The City may recruit candidates both internally and externally 
simultaneously to hire the best qualified person.  

 
(B) Promotions shall be made upon the recommendation of the Department 

Directors with the approval of the City Manager. 
 
(C) Promotions shall be based on qualifications, proven performance, merit, 

and the ability to perform the duties and responsibilities of the position. 
 
(D) A promotion should not be deemed completed until an orientation period 

of six months shall have elapsed.  Should a promoted employee not 
successfully complete the orientation period, the employee is eligible to 
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return to the previous position held, if available.  If no position is available 
for which the employee is qualified, the employee will be terminated. 

 
2.03 Attendance and Work Hours  
 
Effective Date: 03/01/2015  
Revision Date: 01/01/2019 

 
Regular Work Hours.  Nonexempt employees of the City, except for Police and 
Fire Department personnel, normally work 40 hours in a seven-day workweek.  
Exempt employees may be required to work more than 40 hours in certain 
weeks.  The work week begins at 12:00 A.M. on Monday and ends at 12:00 
midnight on Sunday.  The regular workday normally begins at 8:00 a.m. and 
ends at 5:00 p.m., although employees in some departments may have different 
work hours.  For example, most nonexempt Fire Department personnel work a 
24-hour shift every third day, based on a 56-hour work cycle.  In times of disaster 
or emergency, working hours shall be determined by the City Manager. 
 
Adjustment to Work Hours.  To assure the continuity of City services, it may be 
necessary for Department Directors to establish other operating hours for their 
departments.  Work hours and work shifts must be arranged to provide 
continuous service to the public.  Employees are expected to cooperate when 
asked to work overtime or a different schedule.  Acceptance of work with the City 
includes the employeeôs acknowledgement that changing shifts or work 
schedules may be required and indicates that the employee will be available to 
do such work.   
 
Attendance Records.  Employees are expected to be at their work stations and 
ready to work at their scheduled start time.  Nonexempt employees are required 
to record the number of hours worked each day. 
 
Attendance and Punctuality.  To maintain a safe and productive work 
environment, the City expects employees to be reliable and punctual in reporting 
to work.  Absenteeism and tardiness are disruptive and place a burden on the 
City and on co-workers.  Either may lead to disciplinary action, up to and 
including termination of employment.  In the rare instance when an employee 
cannot avoid being late to work or is unable to work as scheduled, the employee 
must personally notify the supervisor by telephone.  Text messaging is 
considered proper notification with prior supervisor or department director 
approval, as soon as possible in advance of the anticipated tardiness or absence 
in accordance with departmental procedures CONFIRMATION REQUIRED.  The 
employee must personally notify the supervisor on each day of absence for 
absences of a day or more unless the supervisor expressly waives this 
requirement.  An employee who does not personally reach the supervisor by 
phone must leave a detailed text message with the information described above.  
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In most instances, an employee who fails to properly notify the supervisor in 
advance of an absence or tardiness will be subject to disciplinary action up to 
and including termination.   

 
2.04 Breaks  

 
Effective Date:  03/01/2015 

 
Rest Breaks:  Full-time employees may, depending on individual departmental 
work schedules and the discretion of their supervisor, take up to two fifteen-
minute, paid breaks each day, one during the first part of the work day and the 
other during the latter part of the work day.  Breaks may not be combined.  Time 
spent on rest breaks will be compensated as hours worked.  An employee is 
expected to be punctual in starting and ending breaks and will be subject to 
disciplinary action for tardiness.  
Civil Service employees do not have designated breaks. 
 
Meal Periods: Full-time employees (excluding most Police and Fire Department 
employees) are normally provided a one-hour unpaid meal break near the middle 
of the workday.  Meal periods may be staggered by the Department Director to 
minimize departmental interruption.  Supervisors will provide employees with the 
starting and ending times for their specific meal periods.  Employees will be 
relieved from work responsibilities during unpaid meal breaks.  Employees may 
not extend meal breaks beyond their assigned period.  Employees may not add 
rest breaks to the beginning or end of their meal periods. 
 
Lactation Break: Nursing mothers will be provided with reasonable unpaid break 
time to express breast milk for up to one year after the birth of a child in 
accordance with applicable law. If an employee needs time beyond the usual 
lunch and break times, the employee may use vacation or make up time as 
approved by supervisor.  Employees and supervisors are expected to agree, in 
advance, upon a break schedule and how the time will be counted or made up. A 
private room will be provided for nursing mothers to use.  Employees who have a 
private office may use it if they prefer.  
 
Supervisor Responsibility:  Supervisors are responsible for scheduling the time 
for employee rest and lactation breaks and should take into consideration the 
work load and nature of the job performed.  Whenever necessary, the supervisor 
may change the frequency and length of rest breaks. 
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Practices Not Permitted:  The following practices are not permitted uses of rest 
breaks: 
 

¶ combining two daily breaks into one thirty (30) minute rest break; 

¶ "banking" rest period time from day to day; 

¶ saving rest period time to extend lunch periods or shorten the scheduled work 
day; or requesting compensatory time off or overtime pay; no work is to be 
performed during rest period time. 

 

2.05 Orientation Period General Fund Employees  

 
Effective Date:  01/01/2019 

 
All new employees hired to fill regular full-time or part-time positions must 
satisfactorily complete an initial performance orientation period of 12 months.  

Employees covered by Chapter 143 of the Texas Local Government Code and/or 
a collective bargaining agreement shall serve a probationary period as contained 
in Chapter 143, Local Civil Service Rules, and/or the collective bargaining 
agreement.  

Additionally, all current employees who are transferred, promoted, demoted, or 
reclassified to a supervisory position, must satisfactorily complete a performance 
orientation period of six months.  The orientation period assists the City in 
maintaining an effective, productive, and efficient workforce to provide quality 
services to the citizens.  Only those employees who meet acceptable 
performance and other standards during their orientation period will be retained 
as employees.  

Each employee serving in the orientation period is responsible for knowing, 
understanding, and meeting the expectations and standards for the position.  In 
addition, each employee is also responsible for performing the job in a safe, 
productive, and effective manner within the instructions and established 
standards for the position.  Furthermore, employees are expected to maintain 
acceptable standards of conduct in their employment.  During the orientation 
period, it is the responsibility of the employee to correct any deficiencies or 
inadequacies in job performance, or conduct.   
 
Seasonal/Temporary Employees.  Seasonal and temporary full and part-time 
employees do not serve a performance orientation period and have no right of 
appeal when terminated at any time.   
 
Change in Assignment of Employee serving in the Initial Orientation 
Period.  Employees serving in the orientation period may not request or make 
application for reassignment, promotion, or voluntary transfer during the 
orientation period without written approval from the City Manager, or if requested 
by their Department Director.  If the reassignment, promotion, or transfer is 
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approved, the employee will serve a minimum of 6 months or the balance of the 
previous orientation period, whichever is greater, performance orientation period 
in the new position beginning with the date of the position change. 
 
Absences During Orientation Period. During the orientation period and with 
Department Director approval, an employee is eligible to use sick leave for 
qualifying absences and may use vacation leave for an absence due to illness or 
injury only if all sick leave has been exhausted.  Compensatory time off or 
recognized holidays during the orientation period may be used as approved per 
established departmental policy or practice.  Transferred or promoted employees 
serving in the orientation period retain eligibility for all types of leave established 
by City policy.  
 
Orientation Coaching Reviews.  All employees serving in the orientation period 
shall be constantly coached and reviewed in accordance with the policy.   
 
Extensions to Orientation Period.  At the end of the initial period, the 
performance orientation period may be extended for up to an additional 90 days 
when an employeeôs performance has been marginal due to extenuating 
circumstances, additional training is warranted, or an employeeôs absence from 
work for an extended period did not permit an opportunity for adequate 
assessment of performance.  The decision to extend or not to extend an 
employeeôs orientation period may not be appealed.  If an extension is granted, 
the employee will be advised in writing and given the date on which the extended 
orientation period will be completed.  Such extension will be at the sole discretion 
of the Department Director and the Director of Human Resources.  
 
Successful Completion of Orientation Period/Regular Status Granted.  
Employees have no guarantee of employment either during or after their 
orientation period.  Only employees who meet acceptable performance, conduct, 
attendance, and other standards during the orientation period will be retained as 
regular employees. An employee is granted ñregularò status in the new position if 
the employee satisfactorily completes the performance orientation period. 
 
Failure of Orientation Period.   An employee is considered to have failed the 
orientation period when it is determined that the employeeôs fitness, job 
performance, quality or quantity of work, attendance, or combination thereof, 
does not meet minimum job performance standards and expectations for the 
position.  Failure of orientation period may occur at any time within the orientation 
period.  An employee who does not successfully complete the orientation period 
will normally be terminated from the Cityôs employment.  If desirable and feasible, 
the employee may be administratively transferred to a more suitable position at 
the sole discretion of the City. A transferred or promoted employee who fails the 
orientation period may, at the sole discretion of the City, be reinstated to the 
former position provided there is a vacancy and if approved by the affected 
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Department Director(s).  Department Directors are responsible for ensuring the 
timely written documentation of all cases of failure of the orientation 
period, including documentation of counseling, training, and other efforts 
to help employees during their orientation period.  All such documentation 
must be reviewed by the Director of Human Resources before an employee 
serving in the orientation period can be terminated. 
 
Termination of Employees Serving in the Orientation Period.  All employees 
of the City including those serving in the initial orientation period are at-will 
employees and may be terminated at any time during the orientation period, with 
or without notice or cause.  An employee serving in the initial orientation period 
who is terminated has no right of appeal.  Employees serving in the initial 
orientation period are subject to all policies and procedures of the City except for 
appeal rights.   
 

2.06 Coaching Reviews  
 
Effective Date:  01/01/2019 
  

Coaching reviews assist supervisors in communicating job expectations, 
measuring the employee's level of performance, recognizing employee 
achievements and exemplary performance, and strengthening the supervisor-
employee relationship.  The coaching reviews system provides necessary 
information for management decisions including career development and 
training, assignments, advancements, performance corrections, retention, 
compensation, etc.  The purpose of the coaching reviews as outlined herein is to 
achieve optimum employee performance resulting in outstanding citizen service. 

Schedule.  Regular full and part-time employees are eligible for: 

 

¶ A coaching review before completing their orientation period; and 

¶ On-going annual coaching reviews shall be scheduled by the HR Director  
 
Newly transferred or promoted employees who are serving their initial orientation 
period shall also receive a coaching review before completing their orientation 
period. 
 
Department Directors are not governed by the above schedule; the City 
Managerôs office may establish a coaching review system for Director-level 
positions. 
 
Supervisory Responsibilities.  All coaching review processes and 
documentation must be completed where required. A review is considered 
complete at the time the employee signs the document, or the supervisor and/or 
Department Director has a witness acknowledge the employee's refusal to sign 
the document. Supervisors will strive to listen and make sure employees 
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feel heard with the use of the Check-In steps of the coaching review.  
Enabling their team should be their #1 priority.  Ask employees whatôs 
working and what could be done differently.  Feedback should be frequent.  
Let employees know what they did well and where they could improve.    
Provide clarity on roles and department goals. 
 

Department Directors are expected to ensure compliance with this policy 
and ensure that supervisors and managers under their direction are 
adequately trained in the coaching review process. Department Directors, 
supervisors, and/or managers are responsible for the comments contained 
within the coaching review and to correct any obvious errors or rating bias. 

Human Resources Responsibilities.  Human Resources will review all 
coaching reviews for obvious errors and return reviews to the Department 
Directors, supervisors and/or managers for any clarifications or procedural 
corrections.   

Employee Responsibilities.  Employees are expected to be knowledgeable of 
their essential job functions and core competencies and maintain established 
performance standards and requirements as outlined in the coaching review.  
Employees are encouraged to discuss issues and concerns throughout the 
coaching review process during the check-in steps with their supervisor.  If the 
employee is unable to resolve an issue or concern with their supervisor, the 
employee may address them with the Department Director; if the Department 
Director is their direct supervisor, the employee may go to the Human Resources 
to address their concerns.   

 
2.07 Classification Plan  
 
Effective Date:  01/01/2019 
 

All full-time positions authorized by the City Council shall be included in a 
position classification plan. 
 
Each position classification shall include jobs based on similar or comparable 
responsibilities, duties, type of work, and required qualifications. 
 
The Classification Plan may be revised from time to time as changing 
circumstances and market conditions require and upon recommendation by the 
Director of Human Resources and approved by the City Manager.  Such 
revisions may consist of the addition, deletion, abolishment, consolidation, 
division or amendment of existing position classifications. 
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2.08 Exit Interviews  
 
Effective Date:  01/10/2019 
  
The City usually provides separating employees with an exit interview prior to 
their last day of work.  The purpose of the exit interview is to finalize all 
compensation due, return City equipment, provide explanation of any continuing 
benefits, review employment history, discuss the reason(s) for the separation, 
and solicit constructive feedback to improve the City. Exit interviews are 
conducted confidentially by Human Resources.  Information discussed during the 
exit interview may be shared with the department director and acted upon as 
deemed appropriate.  

The Department Director (or designee) is responsible for promptly notifying 
Human Resources of all separations and providing documentation of receipt of 
all departmental and/or City property from the exiting employee. 

Final payment of compensation may be withheld pending return of City property, 
completion of necessary paperwork, and other requirements of separation.  
 

2.09 Separations  
 
Effective Date:  03/01/2015 
Revision Date:  01/01/2019 
 

The City designates all employee separations as one of the following types: 
 
Resignation.  An employee who intends to resign is requested to notify the 
supervisor and/or the Director of Human Resources in writing at least two weeks 
prior to the last day of work. Employees who fail to give a two-week notice are 
typically not eligible for rehire.  The supervisor is responsible for immediately 
notifying the Director of Human Resources. 
 
Retirement.  An employee who intends to retire is requested to notify the 
Department Director, supervisor and the Director of Human Resources, in writing 
at least one month prior to the date of retirement. The TMRS application for 
retirement must be in the TMRS office the day of intended retirement date to lock 
in the in-service-date.  

Dismissal/Termination.  The City may terminate an employeeôs employment 
because of unsatisfactory performance or conduct and/or violation of City policies 
or procedures, including a new hire who fails the orientation period or for Civil 
Service, the probation period.  City employees who are terminated, or who resign 
in lieu of termination, due to unsatisfactory performance, pending results of an 
investigation, or conduct and /or violation of City policies or procedures, are not 
eligible for rehire.  
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Dismissal may also occur for the following: 
  
Job Abandonment.  If an employee fails to properly notify the City of an 
absence from work or if an employee is absent without authorization and/or 
notification for three or more consecutive days, the City will normally consider the 
employee to have abandoned employment, and the employee will be terminated. 
 
Long-Term Absence.  Leave of absence beyond 12 weeks may be granted if it 
is a reasonable accommodation justified by medical necessity. This policy will be 
administered consistently with the Cityôs obligations under the Americans with 
Disabilities Act.    
 
Incapacity. An employee may be terminated for incapacity when the employee 
no longer meets the physical or mental requirement of the job with or without 
accommodations. A termination for incapacity is not considered a disciplinary 
action. The employee may receive accrued vacation and sick leave benefits if 
provided by policy, if any, payable upon termination. 
 
Reductions-in-Force/Reorganization.  An employee may be separated from 
City service when it is deemed necessary by reason of shortage of funds or work, 
the abolition of the position, or other material change in the duties of the 
organization, or for other reasons which are outside the employeeôs control and 
which do not reflect discredit upon the service of the employee. 
 
Death.  If a City employee dies, the designated beneficiary or estate will be paid 
all earned pay and payable benefits. 
 
Upon separation from service with the City, any time after five years of 
continuous service, regular, full-time and regular, part-time employees and 
certified police officers shall receive pay for vacation leave accumulated up to 
120 hours x their current hourly pay rate.  Certified firefighters can receive up to 
168 hours.   
 
Certified police officers receive up to 720 hours of sick leave pay at separation.  
Certified firefighters (24/48) receive up to 1008 hours of sick leave pay at 
separation. 
 
Employees who retire, resign, or otherwise terminate their employment with the 
City while under investigation for policy violations that may result in the 
employeeôs involuntary separation from service, absent extenuating 
circumstances approved by the City Manager, are not eligible to receive any 
compensation for unused vacation leave. 
 
If the employee is terminated or resigns without a two (2) week notice or fails to 
work the final full two (2) weeks after notice, no payment for accrued vacation 
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leave shall be made, unless the two (2) week notice is waived by the Department 
Directors and the Director of Human Resources. 
 
Except in extraordinary situations, separating employees will not be allowed to 
use a holiday as their final day of employment.  Exceptions must be scheduled 
and authorized in advance by the Department Director. 
 

2.10 Retirement  
 
Effective Date: 03/01/2015  
 

The City participates in the Texas Municipal Retirement System (TMRS), which 
provides retirement benefits to eligible employees. Employees covered under 
TMRS are required to contribute 7% of the employeeôs pay to be deposited into 
the memberôs account.  The City of Texarkana currently contributes matching 
funds (2:1) pursuant to actuarial assumptions.   Participation by every full-time 
regular employee is a condition of employment.  All amendments and additions 
to such system enacted by the City Council are continued in full force and effect 
and are incorporated herein by reference. Employees are provided retirement 
benefits upon meeting TMRS eligibility and plan requirements. Specific TMRS 
plan requirements and provisions can be obtained from Human Resources or 
TMRS.   Members of the Fire Department may be members of the Cityôs 
Firemenôs Relief and Retirement Fund.  
 
LEAVE BUYOUT RETIREMENT BENEFIT:  

 
Employees hired before January 1, 2010 shall be eligible to receive payment 
for up to 240 vacation hours and 720 sick leave hours.  Fire Operations equals 
336 hours vacation and 1008 sick leave.  These employees shall also receive an 
amount equal to up to an additional 720 sick leave hours deposited into an 
account for health and/or dental coverage premium payments. (Fire 
336V/1008S) Such premium payment shall be made only to the insurance 
coverage provided by the City.  The benefits of this retirement program shall be 
effective immediately upon retirement and shall not be deferred for any reason.  
All age and tenure requirements must comply with TMRS guidelines at the time 
of retirement to qualify for this program. 
 
Employees hired on or after January 1, 2010 shall be eligible to receive 
payment for up to 240 vacation hours and 720 sick leave hours.  For sick leave 
they must choose between a lump sum payment or depositing the funds into an 
account for health and/or dental coverage premium payments.  All other 
conditions above apply. 
 
Participation in the Cityôs health and dental insurance program shall cease upon 
the date of eligibility for Medicare for the Retiree and dependents.   
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Eligibility for participation in the Cityôs group medical and dental insurance plan 
will cease if the retiree becomes eligible for another employerôs group plan.  The 
retiree is required to notify the City of medical insurance benefits provided by 
another group insurance.  If a retiree fails to disclose evidence of medical 
insurance benefits provided by another group plan, the retireeôs eligibility and 
enrollment shall be terminated immediately.   

 
To be eligible for retiree health coverage the employee must inform Human 
Resources, no later than the day on which the person retires from the City that 
continued coverage is elected.  
 
Dependents that are on the Cityôs medical plan at the time of retirement may be 
maintained on the retiree medical plan.  Retirees may not add dependents to 
insurance after retiring.   
 
After SICK LEAVE BUYOUT funding has been exhausted, retiree may continue 
to be eligible to participate in employerôs group plan at the fully funded retiree 
rates until they reach Medicare eligibility age.  The retiree is responsible for 
remitting the amount of the premium at the time specified to the city.  If the retiree 
fails to remit the required premium amount to the CITY at the time required, the 
coverage will terminate, and medical/dental insurance coverage will cease. 
 
The City reserves the right to change this benefit and/or eligibility criteria at any 
time at the Cityôs discretion.  The policy is not intended to be a contract.  Benefit 
changes to the Cityôs group medical plan shall apply to retirees enrolled in the 
group plan.  
 
Once participation in the Cityôs retiree insurance plan has been terminated for 
any reason, it shall not be reinstated. 
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Chapter 3:  Leave 
 

3.01 Holiday Leave 
 
Effective Date: 03/01/2015  
Revision Date:  01/01/2019 
 

The City provides paid holidays to employees serving in the initial orientation 
period, regular full-time.  Every other employee is extended the official holiday, 
but without pay.  The following official holidays will be observed: 
 
A. All City regular, full-time and part-time City employees are entitled to the 

following holidays:  
 

1.  New Year's Day   January 1st 
2.  Martin Luther King's Holiday Third Monday in January 
3.  Good Friday    Friday before Easter Sunday 
4.  Memorial Day   Last Monday in May 
5.  Independence Day   July 4th  
6.  Labor Day    First Monday in September 
7.  Veteranôs Day   November 11th 
8.  Thanksgiving Day   Fourth Thursday in November 
9. Friday after Thanksgiving  Fourth Friday in November 
10. Christmas Eve December 24th 
11.  Christmas Day   December 25th 
12.  Day after Christmas   December 26th 

 
In compliance with the Texas Local Government Code section 142.0013, 
covered fire- fighters shall receive a holiday designated as September 11 in lieu 
of Labor Day. 

 
Explanation for Christmas Holidays:  City offices will be closed on Christmas Eve, 
Christmas Day, and the day following Christmas as adjusted for weekend dates 
and Christmas Wednesdays.  Christmas closure schedule will be based on what 
day of the week Christmas occurs. 
 
EXAMPLES:  When these two days fall on Thursday/Friday, Friday/Saturday, 
Saturday/Sunday, Sunday/Monday or Monday/Tuesday employees enjoy a four 
(4) day weekend.  Being closed for three days the schedule can be adjusted to 
always permit a five (5) day weekend.  When Christmas occurs on Wednesday 
the adjustment will be to close on December 23 and open on December 26 thus 
maintaining the five (5) day weekend but requiring employees to work on the day 
following Christmas. 
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B. Taking a Holiday 

 
1. A holiday is a period of eight (8) hours for a total of 96 hours in a calendar 

year, paid at the employeesô regular rate.  Except in the case of 24-hour Fire 
Department shift employees where the holiday is equal to 12 each, half 
regular shifts or 6 full regular shifts in a calendar year. All specially declared 
holidays shall be taken or accrued in accordance with the provisions of this 
section. 
 

2. Holidays occurring on Saturday normally will be observed on the preceding 
Friday and holidays occurring on Sunday will normally be observed on the 
following Monday.   
 

3. Police and General Fund employees who are required to work on a 
designated holiday and are unable to schedule a subsequent day off 
convenient to their Department Head shall be paid their regular pay (1x) for 
that day, and be paid overtime pay (1.5x) for the holiday time worked, or at 
the Directorôs option, be entitled to receive compensatory time off for actual 
holiday hours worked.   

 
4. Employees Scheduled ñOff Dutyò on a Holiday.  When a holiday and an 
employeeôs regularly scheduled day off occur on the same day, the employee 
will accrue 8 hours of holiday leave (half shift for Fire Department shift 
personnel) to be taken later.  

 
5. Ineligibility for Holiday Pay.  Employees on unpaid leave the day before 

and/or the day after the holiday are not eligible for holiday pay.  Likewise, 
nonexempt employees who are absent without authorized leave on the day 
immediately preceding or following a scheduled holiday will not be paid for the 
holiday.  

 
6. Paid Leave Status.  An employee on a paid leave status will normally be 

paid holiday pay in lieu of the leave status pay they would ordinarily receive at 
the time of the holiday. 

 
7. Other Religious Holidays.  Employees may request an approved absence to 

celebrate a religious holiday that is not a scheduled City holiday.  If approved, 
the employee must charge the time to vacation, compensatory time, or an 
excused absence without pay. 

 
8. Holidays shall be observed as they occur except in the Police Department, 

Fire Department, TWU operations and the Bi-State Central Records and 
Communications Center.  
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9. All employees are required to use any available holiday time prior to using 
vacation time. 
 

10. Employees who have a balance of holiday time will be paid for their holiday 
time at the end of the fiscal year at straight time for a maximum of 40 hours or 
the equivalent.   
 

11. All holiday time balances will be set to zero out at the end of each fiscal year. 
 

12. Personnel working 8, 10 or 12-hour shifts are only granted 8 paid hours of 
time for each holiday.    
 

13. Employees must work the last scheduled day immediately preceding and the 
first scheduled day immediately following the holiday unless leave has been 
previously approved by the Department Director or designee.     
 

C. Holidays on a Day Off    
 

1. On the Weekend: A recognized holiday that falls on a Saturday will be 
observed on the preceding Friday or earlier if Friday is also a holiday.  A 
recognized holiday that falls on a Sunday will be observed on the following 
Monday. 

2. During Vacation Leave: Holidays that occur during a scheduled paid vacation 
time will be paid as holidays and will not be charged as vacation.   

3. During Sick Leave:  An employee who is on FMLA approved leave will 
receive holiday pay. 

4. Due to Suspension: If an employee is suspended without pay on the day 
previous, day of, or day after the observed holiday, the employee is not 
eligible for a paid holiday.  
 

Holiday Pay During Workersô Compensation Leave.  An employee on 
worker's compensation leave will receive holiday pay.  
 
Separating Employees.  Except in extraordinary situations, separating 
employees will not be allowed to use a holiday as their final day of employment.  
Exceptions must be scheduled and authorized in advance by the Department 
Director. 
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3.02 Vacation Leave  
Effective Date: 03/01/2015  
Revision Date:  10/01/2018 

 
A. Accumulation of Vacation Leave 
 

1. Full-time, regular employees shall accumulate vacation leave at a rate of 
120 hours per year.   

 
2. Part-time, regular employees who work at least 1,040 hours and less than 

2,080 hours per year shall earn vacation leave benefits at one-half (1/2) 
the rate of full-time, regular employees. 

 
3. Fire Department Operations Division personnel working a 56 hour per 

week schedule receive 168 hours per year. 
 

 Vacation Accrual Rate 

General Fund 4.62      (per pay period) 

Police    4.62      (per pay period) 

Fire 6.4615  (per pay period) 

 
4. Vacation leave may be accumulated above 200 hours, however only 200 

hours may be carried over into a new fiscal year unless otherwise 
approved by the City Manager.  On October 1st of each year vacation 
leave exceeding of 200 hours will be deleted from the employeeôs leave 
balance.  Fire Department Operations Division personnel working a 56 
hour per week may accumulate and carry over up to 280 hours. 

 
5. Full-time employees who are in their initial orientation period may use 

accrued vacation leave only if approved by their Department Director. 
Employees who resign or who are dismissed prior to completing their 
training periods shall forfeit all accumulated leave. 

 
6. Emergency, seasonal, temporary, and other irregular scheduled 

employees shall not earn vacation leave. 
 

B. Use of Vacation Leave Time 
 
1. Employees must submit a written request and receive supervisor 

approval. 
 
2. All employees must use accumulated holiday time prior to using vacation 

time. 
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3. Department Directors shall schedule employees' vacations giving due 

consideration to the wishes of the employee and balancing the need for 
responsible and efficient operation of the City. Department Directors must 
be certain that vacations do not interfere with the normal functions and 
activities of department operations.  Whenever possible, employees are 
encouraged to submit their preferred vacation schedule to the appropriate 
supervisor as far in advance as possible to relieve any scheduling 
problems that may develop.   

 
4. Employees who become ill while off work on vacation leave may request 

that their vacation time be converted to sick leave.  A statement from the 
employeeôs physician is required to convert the time to sick leave. 

 
5. Minimum Increments.  Vacation leave must be taken in minimum 

increments of .25 hours.   
 

3.03 Sick Leave  
 
Effective Date: 03/01/2015  
Revision Date:  01/01/2019 

 
Accumulation of Sick Leave: 

 
Sick leave is paid time away from work due to a bona fide illness or injury that 
prevents the employee from working, for visits to the doctor or dentist, or to care 
for certain family members who are ill or injured. Employees who are unable to 
work due to illness or injury or other situations covered by this policy must 
immediately notify the appropriate supervisor prior to start time or in accordance 
with the procedures adopted by their Department. 
 
An employee who is on FMLA approved sick leave will receive holiday pay in lieu 
of using sick leave.  
 
Eligibility.  All full-time and part-time employees begin accruing paid sick leave 
at hire date.  Temporary and seasonal employees do not accrue sick leave.  Full-
time employees who are in their initial orientation period may use accrued 
sick leave only if approved by their supervisor and/or Department Director.  An 
employee who is released for and offered light duty by the City, but who elects 
not to accept such assignment, will generally be ineligible for paid sick leave 
benefits.   
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Accrual Rate.    
 

 Sick Leave Accrual Rate 

General Fund 4.62 (per pay period) 

Police  4.62 (per pay period) 

Fire 6.4615 (per pay period) 

 
Maximum Accrual. Employees may accrue unlimited sick leave.   
 
Authorized Use of Sick Leave:  
 
For the employee. Accrued sick leave may be used for absences due to the 
employeeôs bona fide personal illness, accident, injury that prevents working, or 
birth of a child (if the employee physically gave birth; otherwise use of sick leave 
for child birth falls under the section below).  
  
For the employeeôs immediate family. Sick leave may also be used for 
absences when needed to care for the employee or a member of the employeeôs 
immediate family who is ill or injured and for their own and /or their immediate 
family's scheduled doctor and dentist appointments.   
 
For purposes of this policy, ñimmediate familyò is defined as persons related to 
the employee through blood, marriage or adoption; these include employeeôs 
mother, father, son, daughter, spouse and stepchildren.  
 
Minimum Increments.  Sick leave must be taken in minimum increments of .25 
hours.   
 
Failure to Report Absence/ Abuse of Sick Leave.  Supervisors closely monitor 
use of sick leave.  It is anticipated that employees using paid City sick time for 
their own illness/injury or that of a family member will use their sick leave time to 
recuperate or care for their family member.  Trips to the doctor or hospital 
stays/visits, which take the employee away from the home, are acceptable, but 
other personal pursuits during paid sick leave will be considered an abuse 
of this policy.  Use of sick leave for anything other than an illness, injury, or 
doctor/dentist appointment as provided for in this policy, may result in immediate 
disciplinary action, up to and including termination of employment, and may also 
render the employee ineligible for paid sick leave benefits.  Similarly, employees 
who fail to timely report an absence or tardiness due to illness, injury, or 
doctor/dentist appointment may be disqualified from using sick leave for their 
absence.  
 
Other Employment During Sick Leave.  Employees on sick leave, whether 
paid or unpaid, may not work a second job, including self-employment or 
participate in volunteer work, during the period of leave.  Exceptions to this policy 
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must be obtained in writing from the Department Director and the Director of 
Human Resources.    
 
Use of Other Leave.  If approved by the Department Director (and in the case of 
Department Directors, by the City Manager), employees who have successfully 
completed their initial orientation period may use accrued vacation leave, 
compensatory time, other accrued paid leave, or leave of absence without pay, 
but only if an employee has no accrued sick leave time.  Official holidays 
observed by the City while an employee is on approved paid sick leave will be 
treated as a paid holiday, rather than a day of sick leave, if the employee is 
eligible for the paid holiday.  Under certain circumstances and with the approval 
of the Department Director/supervisor, the employee may flex the work schedule 
(ñflex timeò) to attend to medical or dental appointments.  This is acceptable if 
work time is accurately recorded on the time sheet for the week or work cycle in 
which flex time was approved.  Under no circumstances can flex time to make up 
time missed extend beyond the affected workweek, or work cycle.     
 
Documentation.  Employees requesting paid sick leave must complete a leave 
request and submit it to their supervisor for approval.  An employee must present 
satisfactory proof of illness/injury, (i.e. doctorôs excuse) that prevents the 
employee from working whenever sick leave for 3 or more consecutive work days 
is used, and at any other time if requested by the City.  An employee may also be 
required to present satisfactory proof of family relationship and/or satisfactory 
proof of a family memberôs illness, injury, and/or doctor/dentist appointment if the 
employee wishes to use accrued sick leave to care for a family member.  If the 
employee fails to present such proof in a timely manner, use of sick leave will be 
disallowed and no other paid leave may be used for the absence.   
 
Family and Medical Leave and Sick Leave.  Any absence that qualifies for both 
Family and Medical Leave and sick leave will follow the guidelines set out in this 
policy and will typically be counted as both. 
 
 

3.04 Family Medical Leave  
 
Effective Date: 03/01/2015  

 
In accordance with the Family and Medical Leave Act of 1993, an employee may 
be eligible to take up to twelve (12) weeks of unpaid family and medical leave 
during a rolling twelve (12) month period.  An eligible employee is one who has 
worked for the City for twelve (12) months and has worked at least 1,250 hours 
during the twelve (12) months preceding the first date leave is to be taken.  
Leave can be taken for any of the following reasons:  birth of a child; placement 
with the employee of a child for adoption or foster care (entitlement to family and 
medical leave expires twelve months after birth or placement); when the 
employee is needed to care for a child, spouse, or parent who has a serious 
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health condition; or when the employee is unable to perform the essential 
functions of the position because of the employeeôs own serious health condition. 
 
PROCEDURE 
 
Twelve Month Period:  The twelve (12) month period for counting family and 
medical leave is a ñrollingò 12-month period measured backward from the date an 
employee requests or is placed on FMLA leave. Each time an employee takes 
FMLA leave, the remaining leave entitlement would be any balance of the 12 
weeks which has not been used during the immediately preceding 12 months, or 
26 weeks provided in certain circumstances. 
 
Employee Notification:  An employee should give at least thirty (30) daysô 
notice for the need to take foreseeable family and medical leave, unless the need 
is unforeseeable, in which case, as much notice as is practicable should be 
given.  A form for requesting family and medical leave is available in the Human 
Resources Department.  If it is determined that the need for family and medical 
leave was foreseeable, the leave may be delayed until at least thirty (30) days 
after the date that the employee provides notice to the City. 
 
Department Notification:  Each department supervisor is responsible for 
notifying the Human Resource Department immediately when an employee is 
away from work for a family and medical leave qualifying event (if family and 
medical leave has not been approved), even if the employee is utilizing paid 
vacation, sick or personal leave, or is out due to a work-related injury.  An 
employee using sick leave should be reported to the Human Resource 
Department if it is anticipated that the duration of the illness will be three (3) or 
more days, or two (2) or more shifts for Fire Department employees. 
 
Human Resource Responsibility:  Human Resources is responsible for central 
administration of all requests for family and medical leave.  The Human 
Resource Department reserves the right to automatically place an employee on 
family and medical leave if it is determined that a qualifying event has occurred. 
The Human Resource Department may retroactively designate the beginning 
date of FMLA to the beginning date of the employeeôs absence for the qualifying 
event. 
 
Approval:  An employee shall submit a request for family and medical leave 
through proper channels to the Department Director who will then forward it to 
the Human Resource Department for approval.  Confidential medical information 
that accompanies the application can be submitted directly to the Human 
Resource Department. 
 
Substitution of Paid Leave:  An employee utilizing this policy for the placement 
of a child for adoption or foster care with the employee shall be required to 



 
Employee  Handbook  

 

 Back to Table o f Contents  Page  36 

exhaust all accrued sick, vacation and any other applicable paid leave prior to 
going on unpaid leave.  An employee utilizing this policy for the serious illness of 
a child, spouse or parent must exhaust all accrued sick, vacation and any other 
applicable paid leave prior to going on unpaid leave.  If an employee gives birth 
to a child, sick leave can be utilized until the employee receives a release from 
the doctor.  After being released, the employee may use additional sick leave in 
accordance with the sick leave policy.  Once all applicable sick leave has been 
used, the employee shall be required to exhaust all accrued vacation and 
personal leave prior to going on unpaid leave.  An employee utilizing this policy 
for the employeeôs own serious health condition shall exhaust all accrued sick 
leave, vacation leave and personal leave prior to going on unpaid leave.  If an 
employee is off work due to a work-related injury and the employee qualifies for 
family and medical leave, it will run concurrently with any paid leave.  The City 
reserves the right to count any paid leave that qualifies for family and medical 
leave toward the twelve (12) or twenty-six (26) weeks allowed under this policy. 
 
NOTE: Employees reaching ñunpaid leaveò status stop accruing all types of 
leave.  Also, employee is responsible for continuing insurance payments for any 
dependent portion of the insurance.  
 
Maximum Time Allowed:  The maximum amount of family and medical leave 
available is twelve (12) weeks during a twelve (12) month period even if there is 
more than one family and medical leave qualifying event. The only exception to 
the twelve (12) week maximum is the leave to provide care of an injured service 
member, described below, which allows for an extended FMLA leave of 26 
weeks. 
 
Medical Certification:  The City may require medical certification from a health 
care provider to support a claim for leave to care for a seriously ill child, spouse 
or parent, or for the employee's own serious health condition.  Medical 
certifications must be returned to the Human Resource Department within fifteen 
(15) working days.  Recertification may also be required monthly.  For leave to 
care for a seriously ill child, spouse, or parent, the certification must include an 
estimate of the amount of time the employee is needed to provide care.  For the 
employee's own serious health condition, the certification must include a 
statement that the employee is unable to perform the essential functions of the 
position and expected duration. The City does not seek and should not be 
provided genetic information. If an employee or applicantôs genetic information is 
inadvertently received by the City; the City will not use genetic information for any 
employment decision or action. 
 
Upon returning to work after leave for his or her own illness, an employee is 
required to provide certification to the supervisor that the employee can return to 
regular duties.  If the validity of a certification is questioned, the City may require 
that a second opinion be obtained.  If the first and second opinions differ, the City 
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may require a third opinion be obtained.  The employee and the City must agree 
upon a health care provider for the third opinion and this opinion shall be binding 
on both parties.  The City shall bear the expense of second and third opinions. 
 
Return to Work:  When an employee returns to work after family and medical 
leave, the employee shall be restored to the same position or to an equivalent 
position involving the same or substantially similar duties and responsibilities.  An 
employee will be restored to the same worksite or to a geographically proximate 
worksite.  The employee is also entitled to return to the same shift or an 
equivalent schedule. 
 
Effect on Married Couples:  If a City employee is married to another City 
employee and either or both employees request family and medical leave for the 
birth or placement of a child with the employee for adoption or foster care, the 
total time allowed shall be limited to no more than twelve (12) weeks combined 
during any rolling twelve (12) month period.  For other qualifying family and 
medical leave events, each employee is entitled to leave if the total amount of 
leave taken during any twelve (12) month period does not exceed twelve (12) 
weeks or twenty-six (26) weeks if applicable for one employee. 
 
Continuation of Insurance Benefits:  While utilizing unpaid family and medical 
leave, an employee's insurance benefits will continue without interruption if the 
employee pays his or her portion of the insurance premiums.  Insurance 
premiums can be deducted from the paycheck before the leave begins, or during 
the leave, if the employee continues to receive pay (pre-tax), paid monthly or bi-
weekly. 
  
Intermittent Leave:  When medically necessary, an employee may take family 
and medical leave on an intermittent basis or work a reduced schedule.  
Arrangements should be made with the employeeôs immediate supervisor so that 
the operations of the department do not suffer an undue hardship.  An employee 
taking intermittent leave or leave on a reduced schedule may be temporarily 
assigned to an alternative position with equivalent pay and benefits if it better 
accommodates the needs of the department.  
 
Holidays:  Holidays will be paid in accordance with the Holidays policy.  City 
holidays will be counted as part of the twelve (12) or twenty-six (26) weeks of 
family and medical leave, whether the employee is on paid or unpaid leave. 
 
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 employeeôs responsibility to initiate such an 
arrangement by timely contacting the Cityôs Director of Human Resources and 
completing the necessary paperwork. 
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Recordkeeping:  Family medical leave time will be tracked on an hourly basis 
for payroll and compliance purposes.  To determine entitlement for employees 
who work variable hours, the minimum hours required for eligibility are calculated 
on a pro rata or proportional basis by averaging the weekly hours worked during 
the twelve (12) weeks prior to the start of family and medical leave. 
 
Exempt Employees:  Paid leave accounts may be charged for less than one (1) 
full work day according to department policy and the salary of an exempt 
employee may be docked for absences of less than one (1) full work day. 
Salaried executive, administrative, professional and other employees of the City 
who meet the Fair Labor Standards Act (FLSA) criteria for exemption from 
overtime do not lose their FLSA-exempt status by using any unpaid FMLA leave.   
 
DEFINITIONS 
 
Child:  A biological, adopted, or foster child; a stepchild; a legal ward; or a child 
of a person standing in loco parentis, who is standing in the place of a parent, 
who is either under age 18, or age 18 or older and requires active assistance or 
supervision to provide daily self-care.  A biological or legal relationship is not 
necessary.  A more detailed definition is provided in the Family and Medical 
Leave Act of 1993 which is available in the Human Resource or Legal 
Department. 
 
Health Care Provider:  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 can 
provide health care services.  A more expansive definition is provided in the 
Family and Medical Leave Act of 1993 which is available in the Human Resource 
Department. 
 
Parent:  A biological parent or an individual who stands or stood in the place of a 
parent to an employee when the employee was a child.  This term does not 
include parents-in-law.  
 
Serious Health Condition:  An illness, injury, impairment, or physical or mental 
condition that involves:  (1) any period of incapacity or treatment that results in 
inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential 
medical care facility; (2) any period of incapacity requiring absence from work, 
school, or other regular daily activities, of more than three calendar days, that 
also involves continuing treatment by (or under the supervision of) a health care 
provider; or (3) continuing treatment by (or under the supervision of) a health 
care provider for a chronic or long-term health condition so serious that, if not 
treated, would likely result in a period of incapacity of more than three calendar 
days; or 4) for prenatal care.  Voluntary or cosmetic treatments (such as most 
treatments for orthodontia or acne) which are not medically necessary are not 
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"serious health conditions," unless inpatient hospital care is required.  
Restorative dental surgeries after an accident or removal of cancerous growths 
are serious health conditions provided all the other conditions of this regulation 
are met. 
 
Spouse:  A husband or wife as defined or recognized under State law for 
purposes of marriage, including common law marriage. 

 
Military Family Leave Entitlement.   
 
Qualifying Exigency Leave - Family Leave has been expanded to provide 
Family and Medical Leave due to a call to active military duty.  Eligible 
employees with a spouse, child, or parent on covered active duty (deployed to a 
foreign country) or called to covered active duty status in the National Guard or 
Reserves (deployment to a foreign country or in support of a contingency 
operation) may use their 12-week leave entitlement to address certain qualifying 
exigencies including eligible: short-notice deployments; attendance at military 
events and related activities; childcare and school activities; addressing financial 
and legal arrangements; attending counseling sessions; attending post-
deployment activities; up to 15 days of rest and recuperation; and parental care.   
 
Military Caregiver Leave - FMLA also includes a special leave entitlement that 
permits eligible employees to take up to 26 weeks of leave (during a single 12-
month period) to care for a covered spouse, child, parent, or next of kin.  The 
covered service member must be a current member or eligible veteran of the 
Armed Forces (including a member of the National Guard or Reserves) with a 
serious injury or illness incurred in, or aggravated by, service in the line of duty 
on active duty that may render him/her medically unfit to perform his/her duties 
for which he/she is undergoing medical treatment, recuperation, or therapy; or is 
in outpatient status; or is on the temporary disability retired list. 
 

3.05 Military Leave 
Effective Date: 03/01/2015  

 
The City complies with all state and federal laws relating to employees in reserve 
or active military service and does not discriminate against employees who serve 
in the military. Temporary employees who have brief or non-recurrent positions 
with the City and who have no reasonable expectation that their employment with 
the City will continue indefinitely or for a significant period are generally ineligible 
for extended paid military leave more than 15 days, reemployment rights, or any 
other military leave benefits under this policy.   
 
This policy covers employees who serve in the uniformed services in a voluntary 
or involuntary basis, including active duty, active duty for training, initial active 
duty for training, inactive duty training, and full-time National Guard duty.   
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Notice to City of Need for Leave.  Employees must provide as much advance 
written or verbal notice to the City as possible for all military duty (unless giving 
notice is impossible, unreasonable, or precluded by military necessity).  Absent 
unusual circumstances, such notice must be given to the City no later than 24 
hours after the employee receives the military orders. To be eligible for paid 
military leave, employees must complete and submit a leave request form along 
with the official documents setting forth the purpose of the leave and, if known, its 
duration.  The form must be turned into the Department Director and the Director 
of Human Resources as far in advance of the leave as possible. 
 
Paid and Unpaid Leave for Training and Duty.  
 
Full Pay for Up to 15 Days.  Employees will be paid for military absences of up 
to a maximum of 15 work days per fiscal year.  Shift employees will be 
transitioned to a 40-hour work week during military absences.  This leave may be 
used when an employee is engaged in National Guard or U.S. armed forces 
reserve training or active military duty ordered or approved by proper military 
authority.  The paid leave days may be consecutive or scattered throughout the 
year. 
 
Other Paid Leave.  Employees who have exhausted all available paid military 
leave may, at their option, use any other available paid leave time (i.e., vacation 
leave, holiday leave and compensatory time) to cover their absence from work. 
 
Unpaid Leave.  After an employee has exhausted all available paid military 
leave (including any other paid leave time that the employee chooses to use to 
cover a military absence), the employee will be placed on leave without pay.  
 
For Civil Service Employees Only: 
Civil Service employees called to active federal military may be eligible to  
receive payments of donated vacation, holiday, and sick or compensatory leave 
time to help provide salary continuation. The employee must be on active duty for 
a minimum of three months before becoming eligible for such payments and is 
not required to have exhausted personal leave time banks before receiving this 
benefit. 
 
Benefits.  The City will continue to provide employees on paid military leave with 
most City benefits.   
 

Medical and Dental.  While an employee is on paid military leave (or any 
military leave of less than 31 days), the City will continue to pay its portion 
of the monthly premium for group health benefits.  When military leave is 
unpaid, the employee may elect to continue group health coverage for up 
to 24 months following separation of employment or until the employeeôs 
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reemployment rights expire, whichever event occurs first, for the employee 
and eligible dependents.   
 
Upon an employeeôs return to employment following military service, the 
City will provide health insurance coverage immediately.  In addition, a 
returning employee will not be subjected to exclusions from coverage 
unless the exclusions apply to injuries or conditions that were incurred 
because of military service.   
 
Other Benefits.  While on paid military leave, employees continue to 
accrue vacation, sick leave and other benefits provided to other 
employees on paid leave.  The City will also continue to pay the premium 
for any City-provided life insurance (if applicable) while the employee is on 
paid military leave.  While on unpaid military leave, employees are 
generally ineligible for most City-provided benefits.  Benefits, such as 
vacation and sick leave, do not accrue while an employee is on unpaid 
leave, including unpaid military leave.  While on unpaid military leave, 
benefit accruals will be suspended and will resume upon the employeeôs 
return to active employment.  Once an employee returns to work following 
an unpaid leave, the employee will be treated as though continuously 
employed for purposes of determining benefits based on length of service, 
such as vacation accrual and longevity pay. 

 
TMRS.  Typically, an employeeôs period of uniformed service is deemed to 
constitute service for purposes of vesting and benefit accrual.   Thus, 
employees earn service credit for time spent on active duty military leave.  
Service time is credited when an employee returns to work. To qualify for 
service credit, an employee must: return to work for the City within 90 days 
after discharge; receive an honorable discharge; and timely complete the 
necessary application.  To receive monetary credit, an employee has the 
lesser of 5 years or 3 times the length of the military service to make up any 
TMRS contributions that were missed while on military leave.   
 
Returning from Leave.   

 
Return to Work: A person returning from service must report back to work or 
apply for reemployment within the time constraints prescribed by USERRA. The 
City shall re-employ a returning veteran according to the provisions of USERRA. 
Civil service employees shall be required to meet additional requirements in 
Chapter 143 of the T.LG.C. before being reinstated.  
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Deadline to Notify City of Intent to Return to Work.  The deadline for an 
employee to return to work and/or notify the City that the employee intends to 
return to work following military leave depends upon how long the employeeôs 
military service lasted:  
 
A)  For service of less than 31 days, employees have 8 hours following their 

 release from service to report for their next scheduled work period. 
 
B)  For service between 31 days and 180 days, employees have 14 days 

 following their release from service to apply for reemployment. 
 
C)  For service of more than 180 days, employees have 90 days following  

 their release from service to apply for reemployment. 
 

These deadlines may be extended for 2 years or more when an employee 
suffers service-related injuries that prevent the employee from applying for 
reemployment or when circumstances beyond the employeeôs control make 
reporting within the time limits impossible or unreasonable. 

 
Required Documentation.  To qualify to return to work, an employee returning 
from leave must provide documentation of the length and character of his/her 
military service.  Also, evidence of discharge or release under honorable 
conditions must be submitted to the City if the military leave lasted more than 31 
calendar days. 
 

3.06 Bereavement (Funeral) Leave 
 
Effective Date: 03/01/2015  
Revision Date:  10/01/2018 

 
The City provides employees serving their initial orientation or probation period 
and regular full-time employees paid time off for funeral leave. (Timekeepers: 
use funeral leave code), Employees receive up to a maximum of eight hours 
per day for not more than three work days (24 hours) in the event of a death(s) in 
the family, for attending the funeral.  For authorizing bereavement leave "family" 
is defined as current spouse, child, parent, brother, sister, grandmother, 
grandfather by blood or marriage.   
 
An employee may be required to provide proof of death/funeral/family 
relationship in support of bereavement leave.  Bereavement leave pay is paid at 
the employeeôs base rate at the time of absence.  It does not include overtime or 
any special forms of compensation.  Paid time off for bereavement leave is not 
counted as hours worked for purposes of determining overtime. 
 
Employees who wish to take bereavement leave must notify their supervisor 
immediately.   



 
Employee  Handbook  

 

 Back to Table o f Contents  Page  43 

 
With prior Department Director approval, employees requiring additional time 
off, in excess of three days, may use vacation, compensatory time or, if no 
vacation or compensatory time is available, as authorized leave without pay.   
 
Employees who wish to attend funerals for other than immediate family must use 
vacation, compensatory time, or unpaid leave. 
 

3.07 Jury and Witness Duty Leave 
 
Effective Date: 03/01/2015  

 
The City provides paid leave to regular full-time and regular part-time employees 
required to serve on jury duty or requested to testify as a witness by the City in a 
City-related civil, criminal, legislative, or administrative proceeding.  Court 
appearances for testimony, investigation, and court preparation because of 
official duties as a City employee (e.g., police, fire, inspections, animal control, 
etc.) are compensated as actual hours worked and are not classified as paid 
leave.   
 
In all other cases, employees called for jury duty shall have two options: 
 

1) Charge leave to Administrative Leave and turn in jury duty check. 
2) Charge leave to Vacation Leave and keep the check for personal use.  

 
The employee must provide documentation of the requirement for jury duty, 
subpoena compliance, and any other documentation with the leave request.   
 
Employees requesting jury duty leave must complete a leave request and submit 
it to their supervisor for approval as soon as possible so that arrangements can 
be made to accommodate the absence. Ju 
 
An employee who is on jury duty typically must report for City duty for the 
remainder of the day upon completion of court or jury service, or request 
approval for use of other available paid time off.   
 
Jury duty leave is paid at the employeeôs base rate at the time of leave and does 
not include overtime or any other special forms of compensation.   
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3.08 Voting Leave 
 
Effective Date: 03/01/2015  

 
Employees are encouraged to exercise their right to vote in elections. If the polls 
are not open on election day for voting for two consecutive hours outside of the 
employeeôs working hours, the employee will be permitted reasonable time to 
vote during the working hours 
 
Upon 3 daysô notice to the supervisor, employees will be granted time off to 
attend a precinct convention or a county, district, or state convention to which the 
employee is a delegate. Time may be charged to vacation, accrued 
compensatory time, or leave without pay for the period missed.  
 

3.09 Administrative Leave 
 
Effective Date: 03/01/2015  

 
The City may grant Administrative Leave with or without pay to an employee, at 
the discretion of the City Manager (or designee), when no other paid leave 
category is available or applicable.  
 
Department Directors may designate Administrative Leave with pay only pending 
a disciplinary decision or drug/alcohol screening results, during an internal 
investigation, or fitness for duty exams requested by the City. 
 
Written notice of administrative leave shall be provided to the employee and a 
copy forwarded to the Director of Human Resources for proper payroll 
processing.  
 

3.10 Inclement Weather Emergency Leave and Essential 
Personnel 
 
Effective Date: 03/01/2015  
 

Except for extraordinary circumstances, City offices DO NOT CLOSE.  All City 
employees, whether exempt or nonexempt, are expected to make a sincere effort 
to report to work during inclement weather conditions or other emergency 
situations. 
 
If an employee determines that the weather conditions constitute a danger to life 
and/or property, the employee must notify the immediate supervisor and/or 
Department Director and decide to report to work if weather conditions improve.  
Any leave taken due to inclement weather can be flexed or charged to vacation 
or comp time.  Regular full-time and part-time nonexempt employees who are 
unable to flex their time and who have no accrued vacation or compensatory time 
available will not be paid for the time missed.  



 
Employee  Handbook  

 

 Back to Table o f Contents  Page  45 

 
The Department Director/immediate supervisor is responsible for seeing that City 
services are staffed while City offices are open for business during inclement 
weather or emergency conditions.  Any City service that cannot be provided 
during inclement weather or other emergency conditions must be immediately 
reported to the City Manager's Office.   
 
When weather or other conditions are such that the City Manager declares 
certain City offices/departments officially closed, all affected personnel, i.e., those 
non-essential employees who were scheduled to work during the time of closure, 
will be granted ñadministrative leaveò for the time the office/department is closed.   
 
Department Directors are required to notify their employees that they are 
designated essential personnel and their requirement to work during inclement 
weather at time of employment.  
 
Essential personnel must report to work even when other City departments are 
officially closed due to weather or other type of extraordinary circumstances.  
Essential personnel required to be on the job regardless of adverse weather or 
other conditions are designated by the Department Director and/or the City 
Manager.  Essential personnel who fail to report to work may be subject to 
disciplinary action up to and including termination of employment.  
 

3.11 Leave of Absence 
 
Effective Date: 03/01/2015  
 

In extraordinary circumstances, the City may grant employees an unpaid leave of 
absence (LOA).  All requests for LOA must be in writing.  Department Directors 
are authorized to grant an unpaid LOA for up to 30 days.  Any LOA beyond 30 
days must be authorized by the City Manager.  The employee may seek 
extensions of leave, up to a maximum of 180 total days away from work.  This 
policy will be administered consistently with the Cityôs obligations under the 
Americans with Disabilities Act.  A LOA will not be authorized unless there is a 
reasonable expectation that the employee will return to employment with the City 
at the end of the approved leave period. 
Use of All Other Available Leave.  All vacation, compensatory time, holiday 
time and/or leave authorized under FMLA must be used prior to authorizing a 
LOA to an employee.  If the LOA is due to illness or injury, all sick leave must 
also be used prior to authorizing a LOA. 
Criteria.  Factors considered by the City in granting a LOA include the reason for 
the leave; departmental work requirements; the employeeôs length of service, 
work performance and disciplinary history.  
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Reasons for LOA.  A LOA may be considered in the following circumstances: 
 

a) Recovery from extended illness, injury or temporary disability. 
b) Extended care for immediate family members. 
c) Educational purposes when successful completion will contribute to 

the work of the City. 
d) Public service assignment. 
e) Personnel exchange programs which emphasize intergovernmental 

relations. 
 

Documentation.  Requests for LOA without pay must be made in writing to the 
employeeôs Department Director as far in advance as possible prior to the 
requested leave date.  Requests for an extension of leave must also be in writing 
and submitted to the Department Director, who will forward the request to the 
City Managerôs office and the Director of Human Resources.  The need for a 
medical LOA must be supported by documentation acceptable to the City, 
including but not limited to a doctorôs explanation of why the employee cannot 
perform the essential functions of the position, when the employee is expected to 
return to work, and periodic updates regarding the employeeôs ability or inability 
to return to work. The Department Director and/or City Manager may require that 
the employee on leave periodically contact a designated supervisor to report on 
the employeeôs condition or status.  Before returning to work from a medical 
LOA, the employee may be required to submit a letter from the doctor stating that 
the employee is able to perform essential job duties.  The City may also impose 
additional return to work requirements as set out in the Cityôs Health/Fitness 
policy. 
 

Other Employment During Leave.  Under no circumstances may an employee 
on an authorized LOA without pay work another job, whether for pay, as a 
volunteer or as self-employment, unless expressly authorized in writing by the 
Department Director and the Director of Human Resources.   
 
Reinstatement.  Employees returning from a LOA will be reinstated to their 
same position or one of similar pay and status, provided the Cityôs circumstances 
have not changed to the extent that it would create an undue hardship for the 
City to provide reinstatement.  If the same job or one of similar pay and status is 
not available, reinstatement may, at the Cityôs discretion, be deferred until a 
position is available.  Usually, an employee who fails to return to work after an 
approved LOA will be considered to have voluntarily resigned employment with 
the City. 
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Benefits/Premium Payments.  All LOAôS are unpaid.  Vacation, sick leave, 
holiday pay, and other benefits do not accrue during an unpaid LOA.  Any benefit 
continuation during a LOA must be approved in advance by the Director of 
Human Resources and the City Manager.   

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 LOA.  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 LOA.  An employeeôs failure to pay either 
the employeeôs, or the Cityôs, portion of insurance premiums during a LOA may 
result in cancellation of coverage. 

Revocation.  The City Manager may revoke authorized leave without pay at any 
time. Failure to return to work after the expiration of an authorized LOA 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 LOA 
and/or disciplinary action up to and including dismissal. 

 

3.12 Leave Donation Program 
 
Effective Date: 03/01/2015  

 
PURPOSE: 
To provide guidelines for donating and receiving donated accrued leave.  
 
ELIGIBILITY: 
Full time employees who have depleted all paid leave. 
 
The employee requesting the donation must have been a full-time employee for a 
minimum of twelve (12) consecutive months. 
 
An employee with written corrective action regarding unsatisfactory attendance 
within the last twelve (12) months may not be eligible. 
 
POLICY: 
This is a voluntary program provided to a specific employee for continued income 
due to absences.  Qualifying events for participation include: when the 
employee is unable to perform the essential functions of the position because of 
the employeeôs own serious health condition or when the employee is needed to 
care for a child, spouse, or parent who has a serious health condition.  For the 
purposes of this policy, a serious health condition should meet the requirements 
defined in the Family Medical Leave Act.  City reserves the right to request 
written confirmation of from treating physician regarding health condition ability to 
work. 
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A. Procedures 
1. To receive donated leave, the employee must have exhausted or 

on the verge of exhausting all paid leave.  An exhausted leave 
balance by itself is not enough justification for requesting leave 
donation.   

2. Donations to a recipient shall be made in 4-hour increments.  The 
maximum amount of leave an employee may donate to another 
employee is 40 hours per accident or illness.  At no time shall a 
donating employeeôs sick or vacation leave balance go below 80 
hours because of a leave donation.    Leave donations will be 
deducted from the leave balance of the contributing employee. 

3. The maximum number of hours that may be received by an 
employee is 2080 hours during their employment with the City of 
Texarkana.  The City provides access to Long-term Disability 
insurance which has a 90-day elimination period.  See Policy 5.04 
Long-term Disability for additional information.  Leave donated will be 
transferred on an hour for hour basis without regard to pay 
differential.   

4. Donations will be applied in the order received in Human Resources.  
Unused leave shall be returned to donating employees in the order 
received, i.e. last donations received shall be returned first. 

5. In the event a holiday occurs during this period; the employee shall 
receive eight (8) hours of holiday pay. 

6. Employees receiving donated leave will not be required to pay the 
leave back. 
 

B. Process 
Request for leave sharing must be submitted by the Department 
Director on a Leave Donation Application (Form 5) and include the 
Directorôs recommendation.  Human Resources will communicate the 
request to potential donors but will not reveal the identity of the employee 
unless the employee or immediate family gives permission.  Without 
permission, the employee will only be identified by employee number.  
Donors shall complete a Leave Transfer Authorization (Form 6) and 
submit to the Human Resources Department. 

 
C. Recordkeeping 

Human Resources shall be responsible for managing and administering 
this policy, including solicitation of contributions and processing requests.  
Records pertaining to the leave sharing policy shall be maintained in 
Human Resources, where they will be kept confidential.  Human 
Resources will not disclose the nature of the illness except as necessary 
to process the request or as permitted by the employee. 
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D. Exclusions 
1. On the job accident/ injury/illness for which workersô compensation 

benefits have or will be awarded. 
2. Intentionally self-inflicted injuries. 
3. Injuries occurring while committing a crime. 
4. Elective surgery. 
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Chapter 4: Compensation 
 

4.01 Timekeeping  
 
Effective Date: 03/01/2015  

 
Accurately reporting time worked is the responsibility of every non-exempt 
employee.  The City must keep an accurate record of time worked to calculate 
employee pay and benefits.   
 

A. Time Worked 
Time worked includes all time that an employee is required to be 
performing any work for the City, whether on premises or at another 
location.  Vacation and Holiday time are counted as time worked.  
Time worked is used to determine overtime pay for non-exempt 
employees. The City does include the following provisions as time worked: 
1. Work Away from Premises or at Home: A non-exempt employee shall 

not be permitted to perform work away from the premises, job site, or 
at home, unless approved in advance in writing by the Department 
Director.  If approved, work performed off the premises, job site, or at 
home by a non-exempt employee must be counted as time worked. 

2. Break Time: Rest periods of fifteen (15) minutes or less are counted as 
time worked.   

 
B. Time Not Worked 

The City does not count the following provisions as time worked: 
1. Paid Leave: Approved paid absences, including but not limited to sick 

leave, FMLA, military leave, jury duty, non-job-related witness duty, 
funeral/bereavement leave, and voting time off are not counted as 
time worked.    

2. Lunch or Dinner Periods: Uninterrupted time off for lunch or dinner is 
not counted as time worked. 

  
C. Timekeeping 
It is the employeeôs responsibility to review and confirm his/her time 
records to certify the accuracy of all time recorded.  The timekeeper for 
the department will review and then certify the time record before 
submitting it for payroll processing.  In the event of an error in reporting 
time, immediately report the problem to the department timekeeper.  
Altering, falsifying, tampering with time records, or recording time on 
another employeeôs time record may result in disciplinary action, up to and 
including termination of employment.   
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4.02 Pay Periods  
 
Effective Date: 03/01/2015  

 
Employees of the City of Texarkana are paid biweekly, every other Friday.  Each 
paycheck will include earnings for work performed through the end of the 
previous payroll period.  In the event the regularly scheduled payday falls on a 
holiday, employees will be paid the day before.  There are 26 pay periods per 
fiscal year. 
 
The Cityôs workweek begins at 12:00 a.m. on Monday and ends at midnight the 
following Sunday. 
 
For most employees, the pay period is made up of two, 40-hour work weeks or 
work cycles. Some Police and Fire Department personnel may have alternate 
work cycles that make up the pay period. The alternate work cycles must be in 
accordance with law and approved by the Department Director. 
 

4.03 Pay Deductions  
 
Effective Date: 03/01/2015  

 
A. Mandatory Deductions 

The City is required by law to make certain deductions from employeeôs 
compensation.  These deductions include withholdings for federal income 
taxes; Federal Insurance Contributions Act (FICA) tax, which is comprised 
of Social Security (Civil Service does not participate in Social 
Security) and Medicare, and contributions to the TMRS Retirement Plan 
or Texarkana Firemanôs Relief and Pension Fund.   

 
B. Voluntary Deductions 

The City allows limited voluntary deduction programs to employees for 
City-sponsored benefits, such as the ICMA 457 Deferred Compensation 
Plan, flexible spending account (FSA), supplemental insurance, and credit 
union share or loan payment amounts.  Contact the Human Resources 
Department for contribution levels and enrollment information.   
 

C. Record of Deductions 
The check stub serves as a statement of employeeôs earnings and 
deductions and is available through the Employee Self Service (ESS).  
Employees who received income in the previous year will receive a Wage 
and Tax Statement (W-2) by January 31st.  If an employee does not 
receive a W-2 by the second week of February, contact the Finance 
Department.  
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D. Changes in Deductions 

An employee may begin, change, or cancel most optional deductions, or 
may change the number of dependents for tax purposes by contacting the 
Human Resources Department for the appropriate form. 
 

4.04 Overtime, Compensatory Time and Time Management  
 
Effective Date: 03/01/2015  

Overtime.  Overtime compensation is paid to all non-exempt employees in 
accordance with federal and state wage and hour requirements.  Exempt 
employees are not paid overtime compensation. 

 
NON-EXEMPT EMPLOYEES.   
When the Cityôs operating requirements or other needs cannot be met during 
regular working hours, non-exempt employees may be scheduled to work 
overtime, at the request of their supervisor.  When possible, advance notification 
of mandatory overtime assignments will be provided.  Overtime assignments 
will be distributed as equitably as practical to all non-exempt employees 
qualified to perform the required work.  Refusal or other failure to work 
mandatory overtime may result in disciplinary action up to and including 
termination of employment.  Overtime work is otherwise subject to the same 
attendance policies as straight time work. 
 
All non-exempt employees must receive their supervisorôs and Department 
Directorôs prior authorization before performing any overtime work.  This means 
employees may not begin work prior to their scheduled work day and may not 
continue working beyond the end of their scheduled workday, without prior 
authorization from the appropriate supervisor.  Similarly, employees may not 
work through their lunch break without prior authorization from the appropriate 
supervisor.  On the employeeôs time sheet, the appropriate supervisor must also 
approve any overtime before the time sheet is submitted for processing and 
payment. Non-exempt employees shall not remain on the work premises without 
authorization unless they are on duty or are scheduled to begin work within a 
brief period.  Non-exempt employees who work overtime without receiving proper 
authorization will likely be subject to disciplinary action, up to and including 
possible termination of employment. 
 
Generally, except for Fire Department shift employees, overtime pay for non-
exempt employees is at the rate of 1-1/2 times the employeeôs regular hourly rate 
of pay for hours worked in excess of 40 in the Cityôs workweek.  An employeeôs 
regular hourly rate includes all pay incentives, such as longevity, assignment 
pay, etc.  Fire personnel are paid overtime based on the work cycle adopted by 
their Department under Section 207(k) of the Fair Labor Standards Act.  
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Paid vacation and paid holiday leave are included as hours worked for 
purposes of determining eligibility for overtime pay.  However, time off because 
of sick leave, jury duty leave, witness duty leave, bereavement leave, or any 
other leave of absence is not considered time worked for purposes of performing 
overtime calculations.  

Compensatory Time.   Non-exempt employees may accrue compensatory time 
in lieu of being paid overtime compensation.  Department policies may further 
restrict the maximum amount of compensatory time accrued. Overtime hours 
worked beyond the applicable cap must be paid or flexed, as described below.  
Compensatory time accrues at a rate of 1 1/2 hours for every hour of overtime 
worked by non-exempt employees.  Compensatory time accruals are to be 
monitored at the department level and maximum hours accrued will be restricted 
based on the requirements of this policy.  All compensatory time earned must be 
documented on the employeeôs compensatory time records. 

 
An employee who has accrued compensatory time and requests use of such 
time must be permitted to use the time off within a "reasonable period" after 
making the request, if it does not "unduly disrupt" the work of the department. If 
use of requested compensatory time would be disruptive, the department may 
elect to pay the employee in lieu of approving the requested time off.  The City 
may, at any time, elect to pay a non-exempt employee for any or all the 
employeeôs accrued compensatory time.  The City may also require employees 
to take time off to reduce their accrued compensatory time.  Otherwise, 
compensatory time off may be used the same as leave time.  
 
All accrued compensatory time must be taken by September 30th of each 
fiscal year.  Any time not taken by September 30th will be paid to the 
employee on the last pay period of the fiscal year. Employees may bank up 
to 40 hours maximum of accrued time. 
 
Payment of Compensatory Time.  All employees who are reclassified from a 
non-exempt position to an exempt position will be paid all accrued compensatory 
time upon approval of the reclassification and will cease to be eligible for any 
additional overtime and /or compensatory time.  Likewise, an employee who is 
either promoted, transferred or demoted to another non-exempt position will be 
paid in full for any compensatory time accrued before the promotion or demotion 
becomes effective.  Upon leaving employment with the City, a non-exempt 
employee will be paid for unused compensatory time at the employeeôs current 
hourly rate.  
 
NOTE:  Exempt employees are not eligible to earn and accrue compensatory 
time. 
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Flex-time Work Schedule.  In situations where overtime payment is not feasible 
due to budgetary constraints, the Department Director or supervisor must 
consider flexing the employeeôs work schedule to minimize the need for overtime 
compensation.  Flexing must be completed within the same workweek (or work 
cycle if under the 207(k) exemption of FLSA) that the overtime was worked and 
must be accurately reflected on the affected employee's time record.   
 
EXEMPT EMPLOYEES.   

Exempt employees are those who are not covered by the overtime requirements 
of the FLSA.  Accordingly, exempt employees are not entitled to overtime 
compensation for work performed beyond 40 hours in a workweek.  Exempt 
employees are expected to put in the hours necessary to complete their 
assignments with an acceptable level of quality in a timely manner.   

ñDockingò an exempt employeeôs pay for a partial dayôs absence will be permitted 
only as authorized by law and approved by the Director of Human Resources.  It 
is the policy of the City not to make improper deductions from an exempt 
employeeôs pay.  Any exempt employee who believes an improper pay deduction 
has been made, must immediately notify the Director of Human Resources.  The 
City will promptly reimburse an exempt employee for any improper deduction(s) 
and will make a good faith commitment to comply in the future. 

Absent accrued paid leave time, an exempt employee need not be paid for any 
workweek in which no work was performed. 

 

4.05 Longevity Pay  
 
Effective Date: 03/01/2015  

 
The City provides regular full-time employees longevity pay, at the budgeted rate 
per month for each full year of service, up to a maximum of 25 years.  
Longevity pay begins after a regular, full-time employee has completed one year 
of service. 
 

4.06 On Call & Call Back Compensation  
 
Effective Date: 03/01/2015  
Revision Date: 01/01/2019  

 
The City provides for after-hour service needs by allowing some departmental 
operations to designate certain non-exempt employees to be on-call.  Employees 
designated to be on-call are expected to respond to departmental after-hour 
service needs as required by procedures established by their Department. 
 
Return to work provisions.  After regularly scheduled working hours, on-call 
employees are free to pursue personal activities but must respond to a call back 
(via phone or radio) within designated guidelines set by their Department.  
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Employees designated as on-call must be fit, both mentally and physically, to 
accomplish on-call services needed within the time frame required.  An employee 
is considered officially scheduled and designated as on-call only when approved 
by the supervisor in accordance with procedures established by the Department. 
 
Compensation.  On-call status is not considered time worked and is not 
compensable unless the employee responds to a call back. On-call employees 
called back to the workplace will be paid at their regular rate of pay for actual 
hours worked and guaranteed a minimum of 2-hours hours pay for each call-
back within the same 24 hours after their regularly scheduled working hours or 
on a regular day off.  Time worked immediately after regularly scheduled working 
hours at the request or approval of the supervisor will not be considered call-back 
and is paid at the employeeôs regular rate of pay until overtime requirements are 
met.  Continuing work on a call-back that extends beyond the 2-hour minimum 
and into a day off does not entitle the employee to additional premium pay.  
Travel time to and from a call-back is compensable under this policy, in 
accordance with departmental policy.   
 
On-call employees who do not return to the workplace but who handle a 
workplace issue by phone will be paid for actual time spent on the phone or a 
minimum of 1-hour pay, whichever is greater.  In all cases, employees must 
report their actual hours worked on their time sheets.   Employees exempt from 
overtime are not eligible for compensation under the provisions of this policy. 
 
Departmental Policies.  Each Department has its own internal procedures for 
handling on-call services.  Departments may establish guidelines for varying 
levels of response to call-back situations depending upon the nature and 
importance of the services to be completed. 
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Chapter 5: Benefits 
 

5.01 Benefits   
 
Effective Date: 03/01/2015  

 
Benefit eligibility is dependent upon a variety of factors, including employee 
classification.  The Human Resources Department can identify the eligible 
programs.  Details of many of these benefits may be found elsewhere in this 
policy manual.  
 
The following benefits are available to eligible employees: 
 

¶ Health Insurance  

¶ Life Insurance  

¶ Workersô Compensation Insurance  

¶ Long-Term Disability  

¶ COBRA  

¶ Deferred Compensation Plan  

¶ TMRS Retirement Plan  

¶ Texarkana Firemanôs Relief and Pension Fund 

¶ Tuition Reimbursement  

¶ Employee Assistance Program  

¶ Credit Union  

¶ Certification Pay  

¶ Sick Leave  

¶ Vacation Leave  

¶ Vacation Leave Donation  

¶ Holiday Leave  

¶ Family and Medical Leave  

¶ Leave of Absence  

¶ Military Leave  

¶ Funeral/Bereavement Leave  

¶ Jury & Witness Duty Leave  

¶ Voting Time Off  

¶ Longevity Pay  
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5.02 Confidentiality of Medical Information   
Effective Date: 03/01/2015  

 
Federal law requires that the City maintain all employee medical information in 
separate, confidential files. Therefore, in addition to personnel files, the City 
maintains a separate medical file for each employee. The Director of Human 
Resources maintains these confidential medical files. 

 
Examples of information that may be provided to the City by an employee or the 
employeeôs health care provider, and maintained in the confidential medical file, 
include: 

  

¶  a note to justify an absence; 

¶  a note to request a leave; 

¶  a note to verify the employeeôs ability to return to work; 

¶  medical records to support a claim for sick pay or disability benefits; 

¶  insurance records;  

¶  workersô compensation records; and 

¶  medical history records 

¶  drug screens 

 
The City does not request genetic information from an applicant, employee, or 
health care provider. The City discourages health care providers from sending 
genetic information. Any genetic information inadvertently sent to the City will be 
placed in the employeeôs confidential medical file maintained by Human 
Resources. 
  
It is important that employees understand that the records are confidential but 
that the confidentiality may be waived when the employee provides medical 
information to the supervisor or the Director of Human Resources.  When an 
employee provides information to the supervisor, the supervisor is expected to 
share the information only on an ñas neededò basis with other members of 
management. 
 
In addition to protecting their own confidential medical information, employees 
must also respect the privacy and confidentiality of their coworkersô medical 
information.  Employees are expected to use discretion and judgment when 
dealing with such information and are to refrain from passing along information, 
gossip, rumors or anything else that may constitute an invasion of a coworkerôs 
privacy or breach of confidence.   
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5.03 Health Insurance   
Effective Date: 03/01/2015  

 
The City of Texarkanaôs health insurance plans provide employees and their 
dependent(s) access to health insurance benefits.  Only employees in the 
following employment classification are eligible to participate in the health 
insurance plan: 

¶ Full time employees 

¶ Part time employees working 30 hours per week or more. 
AND 

¶ Completes the employment waiting period defined as the first month 
following the first complete month as an active employee. 

 
Eligible employees may participate in the health insurance plan subject to all 
terms and conditions of the agreement between the City and the plan document.  
 
The City offers employees retiring from the City the option to purchase continued 
health benefits coverage, as outlined in Tex. Local Govôt Code ÄÄ 175.001 et 
seq., as amended. 
 
Contact the Human Resources Department for additional information about 
health insurance benefits. 
 

5.04 Life Insurance   
 
Effective Date: 03/01/2015  

 
Life insurance offers employees and their familiesô important financial protection.  
The City of Texarkana provides a basic life insurance plan at one time the 
employeesô base annual earnings and offers employees the option to purchase 
supplemental life insurance for themselves and their dependents.  Employees in 
the following employment classifications are eligible to participate: 
 

¶ Full time employees 

¶ Part time employees working 30 hours per week or more. 
 
Eligible employees participate in the life insurance plan subject to all terms and 
conditions of the agreement between City and the insurance carrier.   
 
Contact the Human Resources Department for additional information about life 
insurance benefits. 
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5.05 Long Term Disability   
 
Effective Date: 03/01/2015  

 
The City of Texarkana provides access to an employee paid long-term disability 
plan (LTD) to help eligible employees cope with an illness or injury that would 
result in long-term absence from employment.  Employees in the following 
employment classifications are eligible to participate in the LTD plan: 
 

¶ Full time employees 

¶ Part time employees working 30 hours per week or more. 
 
LTD is designed to ensure a continuing income for employees who are disabled 
and unable to work.  Eligible employees may participate in the LTD plan subject 
to all terms and conditions of the agreement between the City and the insurance 
carrier.  There is a 90-day period that an employee must be disabled before 
benefits become payable.  Contact the Human Resources Department for 
additional information about the LTD benefits plan.  
 

5.06 Consolidated Omnibus Budget Reconciliation Act (COBRA)  
 
Effective Date: 03/01/2015  

  
COBRA is a federal law that requires most employers who sponsor group health 
plans to offer employees and their families the opportunity to temporarily extend 
their group coverage at group rates in certain instances where coverage under 
the employerôs group health plan would otherwise terminate.  The employee is 
responsible for paying for the cost of any such continuation coverage. 
 
Under COBRA, employees may elect COBRA continuation coverage for up to 18 
months after termination of employment (unless the employee is terminated due 
to gross misconduct), or if an employeeôs hours are reduced to such an extent 
that the employee no longer qualifies for participation in the group health plan.  
Under other circumstances, COBRA coverage is available for up to 36 months 
following a qualifying event.  Employees must notify the City within 60 days of the 
occurrence of the employeeôs legal separation or divorce and of a covered 
dependent ceasing to qualify as a dependent under the medical plan.   
 
Detailed COBRA notices are mailed to employees when an employee becomes 
eligible for participation in the Cityôs group health plan and again when a 
qualifying event occurs.  For more complete information on COBRA and your 
health plan, you should review your summary plan description or review a copy 
of the full health plan at the Human Resources office. 
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5.07 Deferred Compensation Plan     
 
Effective Date: 03/01/2015  

 
The 457 Deferred Compensation Plan has been established to provide 
employees with a voluntary investment option designed to supplement the 
employeeôs income at retirement.   
 
Employees in the following employment classifications are eligible for 
participation in the 457 Deferred Compensation Plan: 
 

¶ Full time employees 

¶ Part time employees working 30 hours per week or more. 
 
The 457 Deferred Compensation Plan, offered through the International 
City/County Management Association (ICMA) permits an employee, on a 
voluntary basis, to authorize a portion of their salary to be withheld, tax deferred, 
and invested.  Eligible employees may enroll, make changes, or stop deductions 
at any time in the 457 Deferred Compensation Plan.  Employees contribute up to 
a fixed amount that is set annually by ICMA.  Neither the deferred amount nor 
earnings on the investments are subject to current federal income tax.  Various 
investment options are available to best meet individual retirement objectives.   
 
For additional information, please contact ICMA or the Human Resources 
Department. 
 

5.08 TMRS Retirement Plan  
 
Effective Date: 03/01/2015  

 
Participation in the Texas Municipal Retirement System (TMRS) system provides 
for monthly pension benefits at retirement.  Firefighters participate in their own 
self-funded retirement plan, Texarkana Firemenôs Relief and Pension Fund. 
 
A. Eligibility for Enrollment 

At the time of employment, all eligible employees are enrolled in the 
TMRS pension plan.  Employees in the following employment 
classifications participate in TMRS: 
 

¶ Full time employees 

¶ Employees in positions budgeted to work 1,000 or more hours a year 
 

B. Contributions 
Contribution rates and other policies of the Cityôs TMRS Plan are 
determined by the City Council and are subject to change. 
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1. Contributions to TMRS are mandatory for eligible employment 
classifications described above. 

2. Currently, the employee contributes 7% of their earnings each pay 
period. The contributions are tax deferred and made through payroll 
deduction. Vesting generally occurs five (5) years after the first 
contribution.  

3. Currently, the Cityôs contributions are a 2 to 1 match.   
 

C. Interest Earnings  
Employee deposits earn interest on an annual basis, credited to the 
employeeôs account each year on December 31st.  Prorated interest 
occurs only during the year in which the employee retires. 

 
D. Benefits at Retirement 

1. Generally, employees may retire after 240 months (20 years) of TMRS 
credit, regardless of age or at age 60 and vested with five years of 
service.  Military Service or previous government employment may 
contribute service credit toward earlier retirement. 

2. TMRS benefits will be based on years of service, salary, the employee 
and City contributions to the account, and the retirement option 
selected.   

3. Employees must contact the Human Resources Department at least 
one (1) month before the planned retirement date to allow for 
completion of paperwork.  For additional information, please consult 
the TMRS Benefits Guide available online at http://www.tmrs.org.    

 

5.09 Employee Assistance Program      
 
Effective Date: 03/01/2015  

 
The City of Texarkana offers an Employee Assistance Program (EAP) to 
employees that provide confidential short-term counseling for employees and/or 
their dependent(s).   
 
Areas for counseling include, but are not limited to marital and family conflicts, 
drugs and alcohol use, job or emotional stress, depression, and grief. Individual 
counseling for immediate family is available for up to six (6) sessions per incident 
per year at no cost.  Consult your insurance material or the Human Resources 
Department for the telephone number of the EAP. 
 
The EAP provides free financial, legal, personal counseling and referral 
assistance for full time employees of the City.  
 
 
www.alliancewp.com 
 

http://www.tmrs.org/
http://www.alliancewp.com/
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5.10 Credit Union      
 
Effective Date: 03/01/2015  

 
The City of Texarkana offers all employees the opportunity to join a Credit Union 
that provides full service banking, including checking and savings accounts and 
loan opportunities.   
 
Employees in the following employment classifications are eligible to participate 
in the Credit Union: 
 

¶ Full time employees 

¶ Part time employees 
 
Employees are eligible for membership at the following credit union:  

 
Morris Sheppard Credit Union  
903-798-3258 
www.morrissheppardfcu.org 
 

Contact the Human Resources Department for additional information. 
 

 5.11 Tuition Reimbursement      
 
Effective Date: 03/01/2015  

 
In recognition of the long-range contribution that additional job-related education 
can make in continued quality service to the community, educational expense 
reimbursement is offered to eligible employees on a limited basis according to 
the following guidelines.  Only Full Time Employees are eligible to participate.  
Tuition reimbursement does not apply to doctoral degrees. 
 
A. Eligibility 
1. Educational courses must be taken from an accredited college or university.  

For the purposes of this policy, accredited shall mean an institution of higher 
education recognized by the Department of Education and the Southern 
Association of Colleges and Universities or other regionally accredited 
agency. 

2. The employee must have a field of study, commonly known as a major, 
declared with the employeeôs chosen college or university.  Only those fields 
of study that, in the judgment of the employeeôs Department and Human 
Resources Director, are related to the employeeôs current job classification or 
which will enhance the employeeôs potential for advancement to a position 
within the City are considered under this program.  Single courses in self-

http://www.morrissheppardfcu.org/
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improvement or continuing education programs not leading to a degree do not 
qualify under this program. 

3. The maximum number of hours eligible to be reimbursed per semester is Six 
(6). 

4. To be eligible for reimbursement, completion of the course with a passing 
grade of ñCò or better for undergraduate level is required, or ñBò or better for 
graduate level work. 

5. Employees receiving tuition assistance from a source that does not require 
repayment (Veteranôs benefits, grants, scholarships, etc.) are required to 
submit reimbursement requests for the balance of the tuition not covered by 
the alternate source. 

6. Reimbursement of tuition may not exceed the cost per semester hour for a 
course(s) at Texas A&M University-Texarkana as described in the TAMU-T 
tuition and fees schedule for ñBorder State plus Border State Designatedò 
tuition. Employees will not be reimbursed for any portion of tuition which 
exceeds that amount. 

 
B. Procedures and Responsibilities 
1. An employee considering reimbursement under the terms of this program 

must make application to the City prior to enrollment in qualified courses.  
Tuition reimbursement will be paid only if the courses are pre-approved.   

 
New applications will be accepted through March 31st.  The employee must 
complete and submit to their Department Director the Application for Degree Plan 
Approval form (Form 14), along with a complete degree plan outlining required 
courses and a signed Tuition Reimbursement Agreement (Form 15).  The 
Department Director will enter a recommendation as to approval of the degree 
plan and then forward the application to the Human Resources Department.     

     
The Human Resources Director will review the application for completion and 
forward to the City Managerôs office for approval.   
 
2. The decision of the City Manager or designee is final.  If the City Manager 

approves the field of study, all courses in the degree plan are eligible for 
reimbursement subject to the six (6) hour per semester cap and the 
availability of funds in the Cityôs Annual Operating Budget.  Reimbursement 
will be paid at 100% of the eligible tuition.  Participation is on a first come, first 
serve basis. 

 
3. Mandatory fees shall be reimbursed at a cost not to exceed 50% of Texas 

A&M University-Texarkana fees listed in the most current TAMUT fee 
schedule excluding late fees and interest for delayed payment plans.   
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4. Sixty days prior to the registration of each semester, the employee must 
submit a Course Pre-Approval Request (Form 16) to the Human Resources 
Department notifying the City of the courses to be taken that semester.          

 
5. Upon completion of the course the employee must submit original tuition and 

textbook receipts, grade reports, and the Reimbursement Request (Form 17) 
to the Human Resources Department for reimbursement.  

 
6. Books and course materials will be reimbursed with appropriate receipts up 

to, but not exceeding, the amount of the tuition reimbursed for the course.   
 
7. The employee who receives tuition reimbursement must remain in service to 

the City, as a full-time employee, for at least one year beyond the date of 
reimbursement; otherwise, all sums for tuition and books paid by the City over 
the past year must be refunded to the City.  As a condition of receiving tuition 
reimbursement, the City may deduct any sums owing from the employeeôs 
final paycheck from the City as authorized by the Tuition Reimbursement 
Agreement.   

 
The Employee agrees to refund the City of Texarkana the full amount of the 
tuition and book reimbursement provided during the year preceding voluntary 
resignation.  Employee shall sign a Tuition Reimbursement.  Agreement (Form 
15).  
 

5.12 Workers Compensation   
 
Effective Date: 03/01/2015  

 
The City of Texarkana complies with the Texas Labor Code in the provision of 
workersô compensation insurance coverage for its employees.  This program 
covers an injury or illness sustained in the course of employment that requires 
medical treatment, subject to applicable legal requirements and workersô 
compensation guidelines.  Workersô compensation insurance coverage begins 
immediately upon employment with the City. 
 
Employees who sustain work-related injuries or illnesses must inform their 
supervisor immediately.  No matter how minor an on-the-job injury may appear, it 
must be reported. 
 
Neither the City nor the workers compensation insurance carrier will be liable for 
the payment of workersô compensation benefits for injuries that occur during an 
employeeôs participation in an off-duty recreational, social, or athletic activity 
sponsored by the City or for outside employment.   
 
Time off on workersô compensation leave will not be counted as time worked for 
the purposes of determining overtime. FMLA will run concurrent with workers 
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compensation absences.   See Policy 3.04 Family and Medical Leave for more 
information 
 
For additional information on workersô compensation, visit the Texas Workersô 
Compensation Commission online at http://www.tdi.gov/wc//indexwc.html or 
contact Human Resources. 
 

5.13 WC Reporting Requirements   
 
1. An employee who suffers ANY on-the-job injury shall report the incident to 

their supervisor within 24 hours of the incident.  Upon notification of an on-
the-job injury, the immediate supervisor shall investigate and complete the 
appropriate Risk Management Form.  Injuries should be properly documented 
even when the injury does not require treatment by a physician. 

 
2. The maximum duration of injury leave is 12 months.  An employee on 
Workerôs Compensation injury leave who is not able to return to his/her 
regular position before the expiration of one year from the beginning of injury 
leave will have his/her employment terminated with the City.  Upon 
rehabilitation, the former employee may be rehired if a vacancy exists if 
he/she has applied for the position, is qualified for the position and can do the 
work. 

 
3. An employee on injury leave is responsible for contacting his/her department 

supervisor, either in person or by phone, at least once every workweek and 
may be required to submit proof of continuing disability from a City-
designated physician.   

 
4. On-duty injuries or illness are subject to the same guidelines for HIPAA 

privacy requirements as an injury or illness which occurs outside of the work 
environment.   

 
5. All supervisors must report the injury and submit the Risk Management Form 

to the Human Resources Department within 24 hours of when the injury was 
reported by the employee. 

 
6. Incidents occurring during weekends and holidays shall be reported to Human 

Resources prior to 11:00 a.m. the following business day. 
 
7. Superficial injuries such as minor cuts should be treated at the Health 

Department by the Employee Health Nurse whenever the Employee Health 
Nurse is available.   

 
8. When an on-the-job injury requires professional medical attention, the injured 

employee shall obtain a dated medical report (doctors slip) from the attending 
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physician at the time of treatment.  The doctorôs slip shall state if the 
employee is medically released for full duty or restricted duty.  If the doctor 
recommends restricted duty, the report shall list the limitations.  The 
employee or their immediate supervisor is responsible for submitting the 
completed doctorôs slip to the cityôs Human Resources Department when the 
Risk Management Form is submitted or as soon as possible thereafter.  
Under no circumstances will an employee be allowed to return to work without 
a release from the physician stating that the employee is reinstated, i.e., light 
duty, limited duty, full duty.   

 
9. The employee shall obtain a separate doctorôs slip completed for each 

subsequent visit to a doctor, clinic or hospital.   
 
10. An employee returning to work from a lost time injury shall submit a 
completed doctorôs slip reflecting the doctorôs release. The doctorôs release 
shall be submitted to Human Resources within 24 hours of the employeeôs 
return. 

 
11. Employees who need medical treatment have the right to choose a doctor or 

medical facility from the Texas Department of Insurance list of designated 
doctors.   

 
12. Employees who are authorized by a physician to be off work due to an on-

the-job injury shall contact the Human Resources Department by telephone 
within 24 hours after each doctor visit.  If the employee cannot make the call, 
they must have someone call on their behalf. 

 
13. An employee who is authorized to be off duty due to an on-the-job injury shall 

be subject to disciplinary action if the employee: 
 
a. Engages in part-time or full-time work which is inconsistent with the 
employeeôs injury or illness. 

b. Falsifies or misrepresents the physical condition or disability. 
c. Fails or refuses to follow the instructions of the treating physician. 
d. Fails to report for examination or treatment as directed by the treating 

physician. 
e. Refuses to return to regular or modified duty when authorized by the 

treating physician and offered by the City. 
f.  Refuses to follow the above guidelines in Section 5.13.  

 

 
 
 
 



 
Employee  Handbook  

 

 Back to Table o f Contents  Page  67 

5.14 Supplemental Benefits   
 
Effective Date: 03/01/2015  

 
1. Supplemental Injury Benefits may be paid by the City to full time regular 

employees, sustaining an on the job injury, to make up the difference 
between Workersô Compensation benefits and the employeeôs regular net 
pay.  This pay is subject to regular payroll deductions. 

 
2. Supplemental Injury Benefits will be provided for the first 12 consecutive 

weeks from the date of injury when an eligible employee is unable to work. 
 
3. At the expiration of the 12-week period, the employee may use their 

available vacation and sick leave balances to continue receiving 
supplemental pay.  The employee may supplement their pay for the duration 
of the injury leave if vacation and sick leave balances are available. 

 
4. Vacation and sick leave will accrue during the 12 consecutive weeks from 

the date of disability, illness, injury, or medical condition.  Employees who are 
unable to return to work and perform the essential functions of their job in a 
modified capacity shall cease to accrue vacation and sick leave at the end of 
12 consecutive weeks from the date of disability, illness, injury, or medical 
condition. 

 
5. For Civil Service, the leave is with full pay for a period commensurate with the 

nature of the line of duty illness or injury.  If necessary, the leave shall 
continue for at least one year. 

 
Eligibility for Supplemental Injury Benefits 

 
1. Emergency, seasonal, temporary, part-time, or other irregularly scheduled 

employees, as well as employees who are completing their orientation period 
are not eligible to receive injury leave. 

 
2. The eligible employee must report to the Human Resources Department by 

telephone within 24 hours of every follow up doctorôs appointment. 
 
3. The eligible employee will no longer be entitled to Supplemental Injury 

Benefits if they resign, are terminated from employment for any reason, retire, 
or do not comply with the requirements of this policy. 

 
4. The eligible employee must agree to perform regular or modified duties, as 

assigned, when allowed by the treating physician and/or Cityôs designated 
physician.   
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5. If an employee's supplemental injury benefits are terminated for failing to 
comply with any of the requirements listed herein, the employee will be 
notified, in writing, by the Human Resources Director.  Once supplemental 
injury benefits have been denied or terminated for any given injury, the 
employee shall not be eligible to receive supplemental injury benefits in the 
future in relation to the same injury.  The employee shall cease to accrue 
vacation and sick leave. 

 
Payment for Supplemental Injury Benefits 

 
1. Supplemental Injury Benefits will also be provided when the employee 

sustains a job-related injury, returns to work, later begins losing time due to 
the initial injury, and qualifies to receive temporary income benefits.  In no 
case will the employee be provided more than twelve weeks Supplemental 
Injury Benefits for the same injury.  Supplemental Injury Benefits will not be 
provided for follow-up doctor visits or continuing physical therapy once the 
employee has returned to work. 

 
2. Supplemental Injury Benefits may not result in an increase in the employee's 

net pay as compared to the employeeôs net pay before the injury or illness.  
Net pay is comprised of the weekly non-taxable Workers' Compensation pay 
and the Supplemental Injury Benefit pay. 

 
3. Employees are not entitled to receive both Workers' Compensation weekly 

pay and their regular paycheck.  If an employee is overpaid, the employee 
shall repay the amount of the overpayment.  The Finance Department may 
schedule the payments if necessary, by deducting the overpayment amount 
from the employee's paycheck as indicated on the employee's authorized 
deduction form. 

 

5.15 Voluntary Salary Continuation 
 
Effective Date: 06/16/1998  

   
Effective June 16, 1998 the City allows injured employees to voluntarily agree to 
exchange their weekly workersô compensation check for their regular City payroll 
check.  This is a voluntary program in lieu of the standard practice of deducting 
the workersô compensation payment from the regular paycheck prior to issuance.  
If an employee chooses to participate, they shall complete a Voluntary Salary 
Continuation Agreement and submit the form to the Human Resources 
Department within 7 days from the date of injury. 
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5.16 Modified Duty Assignment 
 
Effective Date: 03/01/2015  

 
The City offers modify duty assignments to ill or injured employees who are 
unable to perform their regular job duties.  The decision to offer an employee a 
modified duty assignment is made in the Cityôs sole discretion.  A modified duty 
assignment may be in the employeeôs own or another department in the City.  
Factors considered by the City in making its decision include, but are not limited 
to:  the nature of the employeeôs illness or injury; the medical release provided in 
support of modified duty; the risk that a modified duty assignment may result in 
aggravation of the employeeôs injury or illness; the type of modified duty work 
available; the length of the employeeôs employment with the City; the employeeôs 
performance and disciplinary history; and whether the illness or injury occurred 
on or off duty. In making modified duty assignments, the City will normally give 
priority to employees whose injury or illness is work-related.    
 
Employees who are released for and given a modified duty assignment may not 
perform work duties in violation of their medical release.  An employee, who 
violates the terms of the medical release while on a modified duty assignment 
may lose the modified duty assignment and, in addition, may be disciplined up to 
and including termination of employment.  
 
Modified duty will not normally extend beyond ninety 90 calendar days without an 
evaluation by the employeeôs treating physician and a recommendation from the 
Department Director to the Director of Human Resources.  Only the Human 
Resources Director may approve an extension of a modified duty assignment.  
Employees still unable to return to regular duty within the time limit established 
for modified duty must re-qualify for modified duty through evaluation by their 
treating physician or revert to workersô compensation indemnity payment, 
accumulated sick leave, Family Medical Leave Act (FMLA) or vacation benefits, if 
available. 
 
An employee who is released for and offered modified duty by the City, but who 
elects not to accept such an assignment, will be ineligible salary continuation 
benefits under workersô compensation, but may still be entitled to unpaid leave 
under the Cityôs Family Medical Leave Act policy.  
 
During a modified duty assignment, employees will typically work an 8-hour 
workday, Monday through Friday.  This means that 24-hour shift employees, as 
well as other employees who work a non-traditional schedule, will usually be 
temporarily reassigned to an 8-hour workday, Monday through Friday, for the 
duration of their modified duty assignment.    
 
An employeeôs salary during any modified duty assignment shall be at the same 
rate as the salary received prior to the injury. 
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All modified duty requests and assignments will be reviewed by and coordinated 
through the Director of Human Resources.  The Director of Human Resources 
will work with the employeeôs department in determining whether modified duty 
work will be offered.  Before returning to regular job duties following a modified 
duty assignment, the employee must provide a full release from the physician to 
return to work and coordinate the return through the Director of Human 
Resources.   
 

5.17 Reasonable Accommodation 
 
Effective Date: 03/01/2015  

 
1. When an employee is unable to perform the essential functions of his/her 

position with or without reasonable accommodations due to a disability, 
illness, injury or medical condition, the City may deem the position vacant and 
fill the position when business necessity requires any time after 12 weeks 
following the date lost time began with prior legal review. 

 
2. An employee who has a job-related illness or injury that renders the employee 

incapable of performing his/her regularly assigned duties shall first utilize the 
Supplemental Injury Benefits prior to being placed in an unpaid leave status. 

 
3. The City Manager or his/her designee may authorize the continuation of 

employment in certain cases if the employee provides written information 
from the treating physician indicating that he/she may be able to perform the 
essential functions of his/her position within a reasonable and specific period.  
The period will be determined after considering the employeeôs entitlement to 
the leave, needs of the department, and nature of the injury as indicated by 
the treating physician.   

 
4. A reasonable accommodation, if available, will be provided to any otherwise 

qualified employee, as defined by the Americans with Disabilities Act and its 
amendments. 

 
5. Requests for a reasonable accommodation must be submitted by the 

individual to the Human Resources Director.  All such requests shall be 
reviewed by the immediate Supervisor, the Department Head, and the 
Human Resources Director. 
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5.18 Health/Medical Examinations/Fitness for Duty 
 
Effective Date: 03/01/2015  

The City endeavors to provide a safe work environment for all employees.  It is 
the responsibility of each employee to maintain the standards of physical and 
mental health fitness required for performing the essential functions of the 
position, either with or without reasonable accommodation. 

 
Serious Health Condition/Disabilities.  The City recognizes that employees 
with a potentially life-threatening and/or infectious illness or physical and/or 
mental disabilities may wish to continue to engage in as many of their normal 
pursuits as their condition allows, including their employment.  If these 
employees can perform the essential functions of their job, with or without a 
reasonable accommodation, without creating an undue hardship on other 
employees, and medical evidence indicates that their condition is not a direct 
threat to themselves or others, the City will treat them consistently with other 
employees.   
 
Medical Exams for Current Employees.  The Director of Human Resources, or 
an employeeôs Department Director (with the prior written approval of the Director 
of Human Resources) may require a current employee to undergo a medical 
and/or psychological examination to determine fitness for continued employment, 
as may be necessary for the City to provide a reasonable accommodation; 
following an injury or accident; and as otherwise permitted in accordance with 
applicable laws. 
 
Medical Information from an Employeeôs Doctor.  Under certain 
circumstances (e.g., FMLA Certifications), Human Resources may require 
employees to provide medical information from their health care provider.  In 
such cases, employees are to inform their health care provider not to provide any 
genetic information when responding to such request.  
 
Genetic Information.  In accordance with the Genetic Information 
Nondiscrimination Act (GINA), the City will neither request nor require genetic 
information of an employee or his/her family member, except as specifically 
allowed by GINA.  To comply with GINA, employees are directed not to provide 
any genetic information when responding to any City request for medical 
information.  ñGenetic information,ò as defined by GINA, includes an individualôs 
family medical history, the results of an individualôs or family memberôs genetic 
tests, the fact that an individual or an individualôs family member sought or 
received genetic services, and genetic information of a fetus carried by an 
individual or an individualôs family member or embryo lawfully held by an 
individual or family member receiving assistive reproductive services. 
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Medical Records.  Medical records and sensitive information regarding an 
employeeôs health will be kept confidential as required by law.  Limited 
information may be provided to supervisors and managers, first aid and safety 
personnel, government officials, Texas  Workersô Compensation Commission, 
and as necessary for insurance and other business-related purposes. 
 
Return to Work/Fitness for Duty.  Before returning to work following a medical 
and/or psychological examination under this policy, the employee must 
coordinate his/her return through Human Resources.  An employee who misses 
work due to medical reasons may be required to provide a fitness-for-duty 
certification before returning to work. 

 

Time Off from Work.  Time away from work undergoing a City mandated fitness 
for duty examination will normally be coded to paid administrative leave, but may 
be retroactively changed to sick leave, Family Medical Leave Act leave, and/or 
other leave as circumstances warrant. 

 

CIVIL SERVICE EMPLOYEES 
 
Civil Service employees are also covered by Civil Service law regarding fitness 
for duty. 
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Chapter 6 - Conduct 
 

6.01 Employee Conduct, Work Rules, Disciplinary Action   
 
Effective Date:  03/01/2015 
Revised: 01/01/2019 

 
To ensure orderly and productive operations and provide the best possible work 
environment, the City requires employees to follow rules of conduct that will 
protect the interests and safety of the City, its citizens and employees.  
 
Progressive Discipline:  The City will use a progressive disciplinary system.  
The City is not obligated to use all the progressive disciplinary steps available, 
and may begin the disciplinary process at any level, up to and including 
immediate discharge, depending upon the severity of the conduct, the 
employeeôs work performance and prior disciplinary history, the employeeôs 
length of service, and any mitigating circumstances. At-will employment status is 
not affected by the use the progressive discipline process.  Depending on the 
circumstances of each individual case, disciplinary action may consist of one or 
more of the following: 
 
· verbal correction 
· written reprimand 
· suspension (without pay) 
· demotion 
· last chance agreement 
· discharge 

 
Documentation:  All forms of discipline, other than verbal warnings, must be 
documented and placed in the employeeôs personnel file. Supervisors shall 
document verbal warnings for their records.  In the event an employee is to be 
discharged, the supervisor shall forward a copy of the documentation to the 
Director of Human Resources for review prior to taking the action, who shall 
forward a copy of the dismissal to the City Manager.   The Department Director 
will also make a recommendation concerning the disciplinary recommended and, 
if necessary, possible rehiring (or not rehiring) of the person in the future. 
 
Supervisory Responsibility:  All employees with the responsibility and authority 
to supervise and direct employees under their control shall administer policies 
and procedures within their scope of authority; document their subordinates' job 
performance, conduct, and behavior as appropriate; properly conduct reviews of 
subordinates in a timely manner; discipline their subordinates as required under 
their departmental and/or City policies and procedures as well as address 
performance appeals submitted to them as provided by policy in a professional 
manner, in an attempt to resolve such issues at the lowest possible supervisory 
level.   
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DOCUMENTATION: 

 
1. Make a record immediately following the incident while the facts are still 

fresh in everyoneôs mind and witnesses are readily available; 
2. Document everything. When in doubt, write it out! 
3. Do not get bogged down with petty details and subjective opinions. Stick to 

the main points, develop the facts and donôt cloud the issues; 
4. Relate the incident(s) to the Employee Handbook policies and procedures 

which the employee has acknowledged receiving and agreed to be bound by 
as a condition of employment; 

5. Do not be vindictive, retaliatory or profane ï take the high road. Disciplinary 
action should not be a character assassination no matter how upset or angry 
you may be. Stay focused on work-related issues; 

6. Consider giving your employees the chance to provide their side of the story 
in writing. This makes good business sense for several reasons: it builds 
confidence in your disciplinary procedure and helps reduce the appearance 
of ñbuilding a caseò against employees; it also preserves an account of the 
facts of the incident and minimizes the chances of employees changing their 
story later. 

 
Review by Director of Human Resources:  Any proposed disciplinary action 
more than a written reprimand must be reviewed by the Director of Human 
Resources prior to being given to the employee.  This applies to both employees 
serving in the initial orientation period and regular employees that have 
completed the initial orientation period. 
 
Administrative Leave:  During an investigation into alleged offenses or 
violations of City policies, the City may, in its sole discretion, place the employee 
on administrative leave.  The leave may be with or without pay and may be 
charged to available accrued leave if authorized by the City Manager. 
 
Disciplinary Meeting:  A disciplinary meeting will be scheduled prior to the 
imposition of a disciplinary suspension of 1 day or more, demotion or termination.  
The Department Director, the affected employee, the Director of Human 
Resources and anyone else deemed necessary by the Department Director 
typically attend the disciplinary meeting.  During the meeting, the affected 
employee will be given an opportunity to present an explanation of the conduct 
leading up to the proposed disciplinary action.  Employees will be given 
advanced notice of the meeting.  Employees may, in the Cityôs sole discretion, be 
placed on administrative leave prior to, during, or after the disciplinary meeting.  
The employee will be notified of the Cityôs determination following the meeting. 
 
Appeal Rights:  Where a disciplinary action involves a suspension of 1 day or 
more, demotion and/or termination, the employee will normally be given an 
opportunity to respond to the allegations prior to disciplinary action being taken. 
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However, positions classified as Director level and above have no right of appeal 
for any type of disciplinary action, including termination.  Employees serving the 
initial orientation period have no right of appeal for disciplinary action taken 
against them. 
 
Prohibited Activities:  Disciplinary action will be imposed for violations of City or 
departmental policies and procedures, codes of conduct, rules and regulations, 
either written or verbal. In addition, acts which are not specifically addressed in 
policies and procedures, codes of conduct, and rules and regulations, yet may 
adversely affect the City or put the health and safety of fellow employees, 
citizens or other third parties, at risk, may also result in disciplinary action. It is 
impossible to list all the forms of behavior that are considered unacceptable in 
the workplace.  Lying, stealing or falsification of a government document 
are automatic termination.  The following are some examples of conduct that 
will likely result in disciplinary action, up to and including termination of 
employment: 
 

¶ Theft or inappropriate removal or use of City property or other property not 
belonging to the employee; 
 

¶ Falsification of timekeeping or other records, including employment 
application; 
 

¶ Reporting for work or working under the influence of or a presence in the 
system of alcohol or illegal drugs; 
 

¶ Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the 
workplace, while on duty, or while operating City-owned equipment; 
 

¶ Violation of Cityôs policy regarding sexual or other unlawful harassment; 
 

¶ Interfering with work schedules or another employeeôs ability to work; 
 

¶ Misuse of City telephones, computers, mail systems, internet, etc.; 
 

¶ Excessive or unscheduled absenteeism, tardiness in reporting for work or 
returning from lunch and breaks or absence without notice and/or approval;  
 

¶ Breaks more than the allotted time allowed;  
 

¶ Violation of smoking policy; 
 

¶ Violation of safety or health rules and failure to immediately report an on-the-
job injury/accident; 
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¶ Profanity, abusive language, or racial slurs; 
 

¶ Unauthorized disclosure of confidential information; 
 

¶ Violation of any provision of the City Charter; 
 

¶ Violation of City or departmental policies, codes of conduct, rules and 
procedures; 

 

¶ Coercion, intimidation, or threats against citizens, supervisors, co-workers, 
City officials, or others; 
 

¶ Making or publishing false, vicious, or malicious statements about the City, or 
a City employee or citizen, or others; 
 

¶ Unsatisfactory performance or conduct; 
 

¶ Inefficiency, incompetence or neglect of duty; 
 

¶ Fighting, provoking or instigating a fight, or threatening violence; 
 

¶ Disruptive activity in the workplace; 
 

¶ Engaging in a work stoppage; 
 

¶ Conduct which results in waste or damage of a coworkerôs, City, or citizen-
owned property; 
 

¶ Insubordination or other disrespectful or unprofessional conduct; 
 

¶ Discourteous treatment of the public; 
 

¶ Possession of weapons on City time, City premises, or while on City business 
(except for licensed peace officers required to carry a weapon as part of their 
job duties or employees with concealed handgun license with permitted 
weapon locked in their personal vehicle); 
 

¶ Violation of local, state or federal law;   
 

¶ Conviction of a felony, including reasonable belief employee has committed a 
crime under Texas Penal Code or Class A or B misdemeanor involving moral 
turpitude, or repeated conviction of Class C misdemeanor charges, or any 
crime; 
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¶ Failure to timely return to work upon conclusion of authorized leave or 
disciplinary suspension; 
 

¶ Outside employment that conflicts with, or potentially conflicts with, City 
interests; 
 

¶ Acceptance of payment of any kind for activities related to City Employment; 
 

¶ Failure or refusal to follow lawful orders; 
 

¶ Sleeping on the job (except for Fire Department personnel who are governed 
by applicable Fire Department Rules and Regulations); 

 

¶ Dishonesty, including misrepresentation during the hiring process; 
 

¶ An accumulation of minor infractions. 
 

¶ Job abandonment occurs when an employee deliberately and without 
authorization is absent from the job, or refuses a legitimate order to report to 
work, for two (2) consecutive work days.  The employee is deemed to have 
abandoned his/her job and shall be terminated. 

 

6.02 Employee Appeal Process   
 
Effective Date:  03/01/2015 
Revised: 01/01/2019 

 
An employee who wishes to appeal a disciplinary action may do so by the 
following procedure. Written notification of the appeal of a disciplinary action 
must be presented to the Human Resources Director within five business days of 
the disciplinary actions taken. 
 
Appeal to the City Manager 
In the event the decision is eligible to be appealed, and is requested, the City 
Manager shall hear the appeal within five (5) City business days of the request, 
unless the date is extended by agreement between the employee and the City 
Manager. The City Manager reserves the right to appoint one or more 
designees to hear an appeal in his/her stead at any time during the appeal 
procedure. Employee representation will be allowed if requested. 
 
The City Manager shall have the absolute right to determine the case on the 
merits. The City Manager shall render a written decision to the employee and 
Department Director within five (5) City business days after the appeal hearing. 
The decision of the City Manager is final. 
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6.03 Grievance   
 
Effective Date:  03/01/2015 

 
(A) Definition of Grievance.  Employee complaints of inconsistent and/or 

unlawful treatment, interpretation and/or application of City or departmental 
policies, procedures, or practices; and retaliation. 

 
(B) Any employee wishing to submit a complaint or grievance should first 

complete FORM 9 ï EMPLOYEE GRIEVANCE.  Form 9 shall serve as the 
document of record throughout the process. Follow the three step process 
instructions described on Form 9.  Pay attention to the response dates.     
Discuss the grievance with the employeeôs immediate supervisor.  If the 
matter is not resolved to the employeeôs satisfaction, the employee may 
take the grievance to the employeeôs Department Director.   

 
(C) An employee failing to gain satisfaction after conferring with the employeeôs 

Department Director may present the grievance to the Director of Human 
Resources, who will forward the written grievance to the City Manager.   

 
 (D) The decision of the City Manager is final.  
 

6.04 Sexual and Other Unlawful Harassment    
 
Effective Date:  03/01/2015 

 
All City employees are entitled to a workplace free of unlawful harassment by 
management, supervisors, co-workers, citizens, and vendors.  This means that 
each employee must be respectful of others and act professionally. City 
employees are also prohibited from engaging in unlawful harassment of other 
employees, citizens, vendors, and all other third parties. 
 
Sexual Harassment.  All types of sexual harassment are prohibited.  
Unwelcome sexual advances, requests for sexual favors, and other verbal or 
physical conduct of a sexual nature constitute sexual harassment when: 
 
Å submission to such conduct is made either explicitly or implicitly a term or 

condition of an individual's employment, or 
 
Å submission to or rejection of such conduct by an individual is used as a 

basis for employment decisions affecting such individual, or 
 
Å such conduct has the purpose or effect of unreasonably interfering with an 

individual's work performance or creating an intimidating, hostile, or 
offensive work environment. 
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Sexual harassment may include a range of subtle and not so subtle behaviors 
and may involve individuals of the same or different gender. Sexual harassment 
does not require sexual attraction or interest.  This policy prohibits sexual 
advances and requests for sexual favors, sexual jokes and innuendo; comments 
about bodies, sexual prowess, sexual preferences, sexual experiences or sexual 
deficiencies; leering, whistling, or touching; verbal abuse of a sexual nature, 
including insulting or obscene comments or gestures; display in the workplace of 
sexually suggestive objects or pictures, including nudity and pornography; and all 
inappropriate conduct of a sexual nature, whether it be physical, verbal or visual 
conduct. 

Other Prohibited Harassment.  In addition to the Cityôs prohibition against 
sexual harassment, harassment based on any other legally protected 
characteristic is also strictly prohibited.  This means that verbal or physical 
conduct that singles out, denigrates, or shows hostility or aversion toward 
someone because of race, religion, color, national origin, age, disability, genetics, 
veteran status, citizenship, or any other characteristic protected by law is also 
prohibited.   

 
Prohibited conduct includes, but is not limited to, epithets, slurs and negative 
stereotyping; threatening, intimidating, or hostile conduct; denigrating jokes and 
comments; and writings or pictures, that single out, denigrate, or show hostility or 
aversion toward someone based on a protected characteristic.  Conduct, 
comments, or innuendoes that may be perceived by others as offensive are 
wholly inappropriate and are strictly prohibited.   
 

This policy also prohibits sending, showing, sharing, or distributing in any form, 
inappropriate jokes, pictures, comics, stories, etc., including but not limited to via 
facsimile, e-mail, cell phone or other electronic devices, social media, and/or the 
Internet, such as YouTube and Facebook.  Harassment of any nature, when 
based on race, religion, color, sex, national origin, age or disability, genetics, 
veteran status, citizenship or any other characteristic protected by law is 
prohibited and will not be tolerated. This policy applies to City employees, 
citizens, vendors, and other visitors to the workplace. 
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Mandatory Reporting.  The City requires that employees report all perceived 
incidents of harassment, regardless of the offenderôs identity or position.  Any 
employee who observes or otherwise learns of possible harassment in the 
workplace or who feels that harassment has occurred or has been subjected to 
conduct prohibited by this policy must report it immediately to:  

¶ the Department Director; 

¶ the Director of Human Resources; 

¶ the Deputy City Manager; or 

¶ the City Manager. 
Any supervisor, manager, or Department Director who becomes aware of 
possible conduct prohibited by this policy must immediately advise the 
Department Director and /or the Director of Human Resources.  A formal 
Complaint Form is available from the Director of Human Resources.  

 
Under this policy, an employee may report to and/or contact the Director of 
Human Resources directly, without regard to the employeeôs normal chain of 
command. 
 
Voice messages or e-mails may be left at any time. 

Investigation.  All reports of prohibited conduct will be investigated 
promptly and in as confidential a manner as possible.  The investigation 
may include individual interviews with the parties involved and, where 
necessary, with individuals who may have other relevant knowledge.  All 
employees are required to cooperate with the investigation and to maintain 
confidentiality.  
 
Retaliation Prohibited.  Retaliation against employees who make a good faith 
charge or report of prohibited conduct or who assist in a complaint investigation 
is prohibited.  Acts of retaliation must be reported immediately as set out above.   
 
Responsive Action.  Misconduct constituting harassment or retaliation will be 
dealt with appropriately.  Discipline, up to and including dismissal will be imposed 
upon any employee who is found to have engaged in conduct prohibited by this 
policy.  Likewise, disciplinary action will be imposed in situations where claims of 
prohibited conduct were untruthful, fabricated or exaggerated or when employees 
are untruthful during an investigation. 
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6.05 Drug and Alcohol Use Policy   
 
Effective Date:  03/01/2015 

 
It is the desire of the City to provide an alcohol and drug-free, healthful, and safe 
workplace. To promote this goal, employees are required to report to work in 
appropriate mental and physical condition to perform their jobs in a satisfactory 
and safe manner. 
 
Prohibition Against Alcohol and Illegal and Unauthorized Drugs.  While on 
City premises, while on duty, while conducting City-related business or other 
activities off premises, while driving a City-owned or leased vehicle, or while 
operating or using other City-owned or leased property or equipment, no 
employee may use, possess, distribute, sell, or be under the influence of alcohol 
(except under the limited circumstances described below), inhalants, illegal 
drugs, including drugs which are legally obtainable but which were not legally 
obtained, and prescribed or over-the-counter drugs which are not being used as 
prescribed or as intended by the manufacturer. 
 
The use of alcohol by a City employee during a business lunch is prohibited even 
though the person with whom the employee is having lunch may be consuming 
alcohol.  Further, an employee on duty or conducting City business, including 
City-related business entertainment, may not drive his or her own personal 
vehicle while under the influence of alcohol.  No employee in his or her work-
related capacity should ever be impaired because of the excessive use of 
alcohol.  City employees may not bring alcoholic beverages on City premises, 
including parking lots adjacent to City work areas, and may not store or transport 
alcohol in a City-owned or leased vehicle. 
 
Prohibition Against Illegal and Unauthorized Drug-Related Paraphernalia.  
This policy also prohibits the use, possession, distribution and sale of drug-
related paraphernalia while on City premises, while on duty, while conducting 
City-related business or other activities off premises, while driving a City-owned 
or leased vehicle, or while operating or using other City-owned or leased property 
or equipment.  Drug-related paraphernalia includes material and/or equipment 
designed for use in testing, packaging, storing, injecting, ingesting, inhaling or 
otherwise introducing illegal or unauthorized drugs into the body. 
 
Permissive Use of Prescribed and Over-The-Counter Drugs.    The legal use 
of prescribed and over-the-counter drugs is permitted while on City premises, 
while on duty, while conducting City-related business or other activities off 
premises, while driving a City-owned or leased vehicle, or while operating or 
using other City-owned or leased property or equipment only if it does not impair 
an employee's ability to perform the essential functions of the job (or operate the 
vehicle, property or other equipment) effectively and in a safe manner that does 
not endanger the employee, citizens or other individuals in the workplace.  
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Examples of impairment include, but are not limited to, drowsiness, dizziness, 
confusion, or feeling shaky. 
 
Police Department Employees.  Certain City Police Department employees 
may be required to be in possession of alcohol and/or drugs in carrying out their 
job duties.     
 
Such employees will be exempted from certain portions of this policy under 
certain limited conditions.  Additional guidelines may be established by Police 
Department operating procedures.   
 

Mandatory Disclosure by Employees.  Employees taking prescription 
medication and/or over-the-counter medication must report such use to either 
their Department Director or to the City Manager if there is a reasonable 
likelihood the medication will impair the employee's ability to perform the 
essential functions of his or her job (or operate a vehicle, property or other 
equipment, if applicable) effectively and in a safe manner that does not endanger 
the employee, citizens or other individuals in the workplace.  Examples of 
impairment include, but are not limited to, slurred speech, drowsiness, dizziness, 
confusion, or feeling shaky. 
 
On-Call Employees.  Employees scheduled to be on call are expected to be fit 
for duty upon reporting to work.  Any employee scheduled to be on call, and is 
called out, is governed by this policy.   Sometimes, an employee who is not 
scheduled to be on call may nevertheless be called out.  If this or any other 
situation occurs where the employee called out is under the influence of alcohol 
or has a presence in the system of drugs, such that reporting to work would 
result in a violation of this policy, the employee must so advise the appropriate 
supervisor on duty.  The employee will not be required to report to work. 
 
Mandatory Reporting of Arrests and Convictions.  Employees must notify 
their immediate supervisor and the Department Director, in writing, of any alcohol 
or drug-related arrest and/or convictions (including a plea of nolo contendere) or 
deferred adjudication, for a violation occurring off duty and/or in the workplace no 
later than twenty-four (24) hours after the arrest and/or conviction. 
 
Off-Duty Conduct.   The City may take disciplinary action, up to and including 
termination of employment, if an employeeôs off-duty use of or involvement with 
drugs or alcohol is damaging to the Cityôs reputation or business, is inconsistent 
with the employeeôs job duties, or when such off-duty use, or involvement 
adversely affects the employeeôs job performance. Any employee reporting to 
work under the influence of illegal drugs or alcohol (.02 bac or higher) may be 
disciplined, up to and including termination. 
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Rehabilitation/Treatment.   
 

1. It is the Cityôs desire to assist employees who voluntarily request assistance 
with alcohol or drug dependency.  For City support and assistance, 
however, an employee must acknowledge the problem and seek and accept 
counseling and/or rehabilitation before it impairs job performance and/or 
jeopardizes the employeeôs employment.   

 
2. Employees with drug or alcohol problems that have not resulted in, and are 

not the immediate subject of, disciplinary action may request approval to 
take a leave of absence to participate in a rehabilitation or treatment 
program.  (An employee may not enroll in a rehabilitation or treatment 
program in lieu of disciplinary action.)  The leave of absence may be 
granted in the Cityôs sole discretion. Factors considered by the City in 
deciding whether to grant leave include: the length of the employeeôs 
employment with the City; the employeeôs prior work and disciplinary 
history; the employeeôs agreement to abstain from the use of the problem 
substance and follow all other requirements of the rehabilitation/treatment 
program; the reputation of the program and the likelihood of a successful 
outcome; the employeeôs compliance with City policies, rules, and 
prohibitions relating to conduct in the workplace; and the resulting hardship 
on the City due to the employeeôs absence. Unless otherwise required by 
law, it is the Cityôs policy to grant such a leave of absence only once during 
an employeeôs employment with the City.   

 
3. The cost of any rehabilitation or treatment may be covered under the Cityôs 

group health insurance policy.  In any case, the employee is responsible for 
all costs associated with any rehabilitation or treatment program.  

 
4. During time off for a City-approved rehabilitation or treatment program, the 

employee must use any available vacation leave, sick leave, compensatory 
time off, or other accrued paid leave time.   

 
5. If the employee successfully completes the prescribed rehabilitation or 

treatment, the City will make reasonable efforts to return the employee to 
the prior position or one of similar pay and status.   However, employment 
with the City following a City-approved leave for rehabilitation or treatment is 
conditioned on the following: 

 
Initial negative test for drugs and/or alcohol before returning to work; 
 
A written release to return to work from the City-approved rehabilitation or 
treatment facility/program; 
 
Periodic and timely confirmation of the employeeôs on-going cooperation and 
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successful participation in any follow-up or ongoing counseling, testing, or other 
treatment required in connection with the City-approved rehabilitation or 
treatment program, if applicable; 
 
In addition to any testing required in connection with the employeeôs ongoing 
treatment or follow-up to treatment, all employees who participate in 
rehabilitation or treatment under this section will also be required to submit to 
periodic and/or random testing by the City during the two years following the 
employeeôs return to work following treatment;   
 
The employee must sign a formal written agreement to abide by the above 
conditions, as well as any other conditions deemed appropriate by the Director 
of Human Resources.  The employee must meet with the Director of Human 
Resources to discuss the terms of continued employment and sign a formal 
agreement before returning to work. 

 
Policy Violations.  Violations of this policy will generally lead to disciplinary 
action, up to and including immediate termination of employment and/or required 
participation in a substance abuse rehabilitation or treatment program.  The 
Police and Fire Departments may have stricter disciplinary rules regarding 
violation of this policy.  Employees with questions or concerns about substance 
dependency or abuse are encouraged to discuss these matters with their 
supervisor or the Director of Human Resources to receive assistance or referrals 
to appropriate resources in the community. 

TESTING 

 
Types of Tests.  Testing may include one or more of the following: urinalysis, 
hair testing, breathalyzer, Intoxilyzer, blood, or other generally-accepted testing 
procedure.   
 
Testing of Applicants.  All applicants to whom a conditional offer of employment 
has been made will be required to submit to testing for alcohol and illegal and 
unauthorized drugs.  A positive test result, refusal to test, or attempts to alter or 
tamper with a sample or any other part of the test, will render the applicant 
ineligible for consideration of employment or future employment with the City.  
 
Testing of Employees.   
 
1. Employees may be tested for alcohol and/or illegal and unauthorized drugs 

after a workplace injury or accident or ñnear miss,ò when reasonable 
suspicion exists, or in connection with any required treatment or rehabilitation.  
The City may conduct random testing on employees holding safety-sensitive 
positions. 
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2. Police and Fire Department employees are also subject to any applicable 
Departmental rules and regulations regarding illegal and unauthorized drug 
and alcohol testing. 

 
3. For purposes of this policy, reasonable suspicion is a belief based on 

articulable observations (e.g., observation of alcohol or drug use, apparent 
physical state of impairment, incoherent mental state, changes in personal 
behavior that are otherwise unexplainable, deteriorating work performance 
that is not attributable to other factors, a work-related accident or injury, 
evidence of possession of substances or objects which appear to be illegal or 
unauthorized drugs or drug paraphernalia) sufficient to lead a supervisor to 
suspect that the employee is under the influence of illegal or unauthorized 
drugs or alcohol.  Supervisors who refer an employee for reasonable 
suspicion testing must document the specific factors that support reasonable 
suspicion testing (e.g., the who, what, when, where of the employeeôs 
behavior and other symptoms, statements from other employees or third 
parties, and other evidence supporting the reasonable suspicion testing).  

 
4. Tests will be paid for by the City.  To the extent possible, testing will normally 

be done during the employeeôs normal work time. 
 
5. Any employee who refuses to be tested, or who attempts to alter or 

tamper with a sample or any other part of the testing process, will be 
subject to disciplinary action up to and including termination.  

 
6. A positive test result is a violation of the Cityôs Drug and Alcohol Use Policy 

and may result in disciplinary action up to and including termination of 
employment. Any employee who is terminated for violation of the Cityôs Drug 
and Alcohol Use Policy is ineligible for future employment with the City. 

 
7. The City has additional obligations when testing for controlled substances and 

alcohol for those employees regulated by the U.S. Department of 
Transportation.  Please see the Cityôs Drug and Alcohol Policy for DOT 
Employees for additional information.  

 
Testing Procedures. 
 
1. All testing must normally be authorized in advance by both the employeeôs 

Department Director and the Director of Human Resources.  If the 
Department Director is unavailable within a reasonable period, the Director of 
Human Resources may, with sole discretion, authorize the testing of an 
employee.  If the Director of Human Resources is unavailable within a 
reasonable period, the Department Director may, with sole discretion, 
authorize the testing of an employee.  For reasonable suspicion testing, 
testing may not be authorized without the supervisorôs documentation of the 
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articulable factors which led the supervisor to suspect that the employee is 
under the influence of illegal or unauthorized drugs or alcohol.  Testing should 
be arranged as soon as possible after the supervisorôs articulable 
observations. 

 
2. If an employeeôs conduct resulted in a work place accident, injury or ñnear 
miss,ò or reasonable suspicion exists to believe that the employee has 
violated the Cityôs Drug and Alcohol Use Policy, the employee will be 
provided with transportation to the testing facility.  A supervisor or other 
designated City representative may be required to stay with the employee 
during the testing process.  The City may, in its discretion, reassign the 
employee or put the employee on administrative leave until the test results 
are received. The City will arrange to have the employee transported home 
after the testing.   

 
3. All substance abuse testing will be performed by an approved laboratory or 

healthcare provider chosen by the City.  All positive test results will be subject 
to confirmation testing. 

 
4. Test results will be maintained in a confidential file separate and apart from 
the employeeôs personnel file.  Any medical-related information will be 
confidential and accessible only by the Director of Human Resources; 
supervisors and managers on a need to know basis, including those who 
have a need to know about necessary restrictions on the work or duties of an 
employee and any necessary accommodation; first aid and safety personnel 
when appropriate; government officials; insurance companies as may be 
necessary to provide health or life insurance to employees; by court order or 
as otherwise legally mandated; and as necessary to protect the interests of 
the City.  

 

6.06 Drug and Alcohol Use Policy for DOT Employees  
 
Effective Date:  03/01/2015 

 

Employees/Applicants Subject to Testing.  City employees who drive a 
commercial motor vehicle (CMV) requiring a Commercial Driverôs License (CDL) 
as part of their job duties are subject to alcohol and drug testing as required by 
the U.S. Department of Transportation (DOT) and the Federal Motor Carrier 
Safety Administration and as outlined in this policy.    The employeeôs supervisor 
or the Director of Human Resources will advise the employee if the employee is 
subject to DOT testing and the terms of this policy.  Employees who are not 
required by DOT to hold a CDL are not subject to this policy.  Applicants for 
employment for a position requiring a CDL are also subject to testing under this 
policy. 
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Employees covered by this policy are also required to comply with the 
Cityôs Drug and Alcohol Use Policy.  In other words, this DOT Drug and 
Alcohol Policy is in addition to, not in lieu of, the provisions of the Cityôs 
general Drug and Alcohol Use Policy.  DOT tests will be separate from non-
DOT tests in all respects.  DOT tests take priority and will be conducted 
and completed before a non-DOT test is begun.   All drug and alcohol 
testing performed under this DOT Policy will comply with applicable DOT 
procedures.  If this policy conflicts with DOT regulations in any way, the 
DOT regulations will govern. 
 
An employee subject to the provisions of this policy may be a person employed 
by the City, a contractor engaged by the City or an employee of such contractor.  
Refer to Attachment A for a listing of City positions currently subject to the testing 
provisions of this policy.  The list of job titles on Attachment A may change as job 
responsibilities change or as new jobs are added to the Cityôs work force.  
Employees required by DOT to hold a CDL, due to the type of equipment they 
operate, are subject to this policy whether this list is immediately updated to 
include their job titles. Employees who hold these jobs are required to carry their 
CDLs when they are at work or are operating City equipment.   
 
Prohibited Alcohol Use. 
 
a. On-duty and Pre-duty Use.  Reporting for, or remaining on, duty 

requiring the performance of safety-sensitive functions is prohibited under 
the following conditions: 
 

¶ While having a breath alcohol concentration of 0.04 or more as 
indicated via breath test; 

¶ While using alcohol; or 

¶ Within 4 hours after using alcohol. 
 

b. Use Following an Accident.  An employee required to take a post-
accident alcohol test pursuant to this policy is prohibited from using 
alcohol for 8 hours following the accident, or until undergoing a post-
accident alcohol test, whichever occurs first.   

 
Prohibited Drug Use.  Illicit use of drugs by safety sensitive drivers is prohibited 
both on and off duty.  An employee may not report for duty or remain on duty 
when using or after use of any controlled substances, except when the use is 
pursuant to the instructions of a licensed medical practitioner who has advised 
the employee that the substance will not adversely affect the employeeôs ability 
to safely operate a CMV.  An employee may not report for duty, remain on duty 
or perform a safety sensitive function if the employee tests positive for controlled 
substances or has adulterated or substituted a test specimen.   
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Required Alcohol and Drug Tests.  DOT requires the following testing for 
covered drivers: pre-employment, post-accident, random, reasonable suspicion, 
return-to-duty and follow-up testing.  Before conducting any required DOT 
testing, the City will notify the driver that the alcohol or drug test is required by 
DOT regulations.  
 

a. Pre-employment Testing. Drug and alcohol tests will be conducted after 
a conditional offer of employment is made, but before actually performing 
safety-sensitive functions for the first time.  These tests are also required 
when employees are promoted, demoted or transferred into a safety 
sensitive driver position. 
 

b. Post-accident testing. Drug and alcohol tests will be conducted after 
accidents in which the driverôs performance could have contributed to the 
accident (as determined by a citation for a moving traffic violation) and for 
all fatal accidents even if the driver is not cited for a moving traffic 
violation.  Post-accident testing must be conducted as soon as practicable 
on all surviving drivers following an occurrence involving a CMV operating 
on a public road in commerce, as follows:  
 

¶ When the employee is issued a moving traffic violation citation and one 
or more of the vehicles involved is disabled and must be towed from 
the scene;  

¶ When the employee is issued a moving traffic violation citation and any 
person involved in the accident is injured to the extent that he/she 
requires and receives immediate medical treatment away from the 
scene of the accident; or 

¶ In an accident involving a fatality, testing will be performed on anyone 
who was performing safety sensitive functions with respect to the 
vehicle.   

 
An employee subject to post-accident testing must remain readily 
available for such testing or will be deemed by the City to have refused to 
test.  Nothing in this policy shall be construed to require the delay of 
necessary medical attention for injured people following an accident or to 
prohibit an employee from leaving the scene of an accident for the period 
necessary to obtain assistance in responding to the accident or to obtain 
necessary medical care. 

 
In post-accident situations, the City may substitute a blood or breath alcohol 
test for a urine drug test, so long as the test is performed by state or local law 
enforcement officials using procedures required by their jurisdictions, 
provided such test results are received directly from the local jurisdiction or 
the driver. A positive post-accident test administered by law enforcement will 
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result in the same action as a positive post-accident test performed at the 
Cityôs behest.   
 

Post-Accident Alcohol Testing.  If alcohol testing cannot be administered 
within 2 hours of one of the above listed occurrences, a written statement 
explaining why the alcohol test was not promptly administered must be provided 
to the Director of Human Resources by the appropriate supervisor.  If alcohol 
testing cannot be administered within 8 hours after the occurrence, the City will 
cease attempts to administer an alcohol test and document the reasons the 
alcohol test was not administered.  This report must be promptly forwarded to the 
Director of Human Resources. 
 
Post-Accident Drug Testing.  A driver will be drug tested as soon as 
practicable but not later than 32 hours after one of the above listed occurrences.  
If the driver is not drug tested within 32 hours, the appropriate supervisor must 
prepare a report documenting the reason why and promptly forward the report to 
the Director of Human Resources. 

 
Reasonable Suspicion Testing.  Reasonable suspicion drug and alcohol 
testing is conducted when a trained supervisor has reason to believe that an 
employee is in violation of this policy.  The reasonable suspicion must be based 
on specific, contemporaneous, articulable observations concerning the 
appearance, behavior, speech, or body odors of the employee; the observations 
may also include indications of the chronic and withdrawal effects of controlled 
substances.  The supervisor must consult with the Department Director (or 
designee) and affirm the basis of the suspicion.  If the Department Director 
concurs, the employee will be required to undergo testing only after consultation 
with the Director of Human Resources.  A written report of the reasonable 
suspicion observations must be prepared by the supervisor(s) who made the 
observation within 24 hours of the observed behavior or before the results of 
tests are released, whichever is earlier.  This report must be promptly forwarded 
to the Director of Human Resources.   

 
Reasonable Suspicion Alcohol Testing.  Reasonable suspicion alcohol testing 
is permitted only if the reasonable suspicion observation is made during, just 
before, or just after, the period of the work day the employee is required to be in 
compliance with this policy.  An employee may be directed to undergo 
reasonable suspicion testing only while the employee is performing, just before 
performing, or just after performing, safety sensitive functions.  If alcohol testing 
cannot be administered within 2 hours after the reasonable suspicion 
observation, a written statement that explains why the alcohol test was not 
promptly administered must be given to the Director of Human Resources.  If 
alcohol testing cannot be administered within 8 hours after the observation, the 
City will cease attempts to administer an alcohol test and the appropriate 
supervisor must immediately document the reasons that the alcohol test was not 
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administered; this report must be promptly forwarded to the Director of Human 
Resources. 

 
Notwithstanding the absence of a reasonable suspicion alcohol test under this 
policy, an employee may not report for duty or remain on duty requiring the 
performance of safety sensitive functions while the employee is under the 
influence of or impaired by alcohol, as shown by the behavioral, speech and 
performance indicators of alcohol misuse.  In such instances, the employee will 
not be permitted to perform or continue to perform safety sensitive functions until: 

 

¶ An alcohol test measures the employeeôs alcohol concentration at less than 
0.02; or 

¶ 24 hours have elapsed since the reasonable suspicion observation was 
made. 
 

Reasonable Suspicion Drug Testing.  A driver will be drug tested as soon as 
practicable but not later than 32 hours after the reasonable suspicion 
observation.  If the driver is not drug tested within 32 hours, the appropriate 
supervisor must prepare a report documenting the reason why and promptly 
forward the report to the Director of Human Resources. 
 
Random Testing.  Drivers are selected for random, unannounced drug and 
alcohol testing using a scientifically valid method, such as a random number 
table or a computer-based random number generator that is matched with the 
employeeôs Social Security number, payroll identification number, or other 
comparable identifying numbers.  Each driver subject to this policy will have an 
equal chance of being tested each time random selections are made.  The 
number of drivers randomly selected will be in accordance with applicable DOT 
regulations.  Each driver randomly selected for testing will be tested during the 
selection period.  Dates and times for random testing are unannounced and 
spread reasonably throughout the calendar year.  Each driver selected for 
random testing must proceed to the test site immediately after notification; if, 
however, the driver is performing a safety-sensitive function, other than driving a 
CMV, at the time of notification, the City will instead ensure that the driver ceases 
to perform the safety-sensitive function and proceeds to the testing site as soon 
as possible.  A driver will be randomly tested for alcohol just before, during, or 
just after performing, safety sensitive functions; random testing for drugs does 
not have to be conducted in immediate time proximity to performing safety 
sensitive functions. 
 
Return-to-duty and follow-up testing.  Return-to-duty tests are conducted 
when a driver who has violated DOTôs prohibited drug and alcohol standards 
returns to performing safety sensitive duties.  Follow-up tests are unannounced, 
and at least 6 tests must be conducted in the first 12 months after a driver returns 
to duty; follow-up tests may be extended for up to 60 months following a driverôs 
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return to duty.  Drug tests must be negative and alcohol tests must demonstrate 
a breath alcohol level of less than 0.02.  The driver will pay all costs associated 
with return-to-duty testing.  When applicable, the City will follow all applicable 
DOT regulations in requiring return-to-duty and follow-up testing.  The City is not, 
however, required to hire an applicant or continue the employment of a driver 
who has violated DOT drug and alcohol regulations, or this policy and it is the 
policy of the City not to do so.  Thus, return-to-duty and follow-up tests are 
generally applicable only for those seeking assistance as set out below and, 
based on individual circumstances, for those who may have had an alcohol 
concentration of 0.02 or greater, but less than 0.04.    

 
Refusal to Test.  An employee who refuses to be tested in any of the above 
circumstances, who obstructs the testing process, or who tampers/alters a 
specimen, will not be permitted to perform or continue to perform safety sensitive 
functions and will likely be terminated.  An applicant who does one of these 
prohibited acts will not be hired.  Except in the case of pre-employment testing, a 
refusal to test includes the failure to appear for testing within a reasonable time, 
as well as failure to remain at the testing site until the testing process is 
complete.  Failure to test also includes the failure to provide the required sample 
with no adequate medical explanation, and the failure to cooperate with any part 
of the testing process (e.g., refusing to empty pockets when asked to do so, 
behaving in a confrontational way that disrupts the collection process, or failure 
to undergo a medical exam or evaluation as directed by the physician medical 
review officer (MRO) as part of the verification process). 
 
Additional Information About Alcohol Testing. 
 
Consequences of a Positive Alcohol Test.  An employee who is tested and 
has an alcohol concentration of 0.04 or greater will be removed from safety 
sensitive functions and may be terminated.  An employee who is tested and has 
an alcohol concentration of .02 to.039 will not be permitted to perform safety 
sensitive functions for a minimum of 24 hours and will be disciplined, up to and 
including termination.  If not terminated, then the employee will receive a 
mandatory referral to a substance abuse professional.  Any non-compliance with 
the treatment recommendations of the substance abuse professional will result in 
disciplinary action, up to and including termination.  (The employee will be placed 
on administrative leave without pay during the treatment period.  That employee 
may use accrued sick leave during the treatment period.) 

 
Alcohol Testing Procedures.  A trained breath alcohol technician will conduct 
alcohol tests.  If the alcohol concentration is 0.02 or greater, a second 
confirmation test will be conducted in accordance with DOT regulations, the 
results of which will determine any actions taken.  Any result of less than 0.02 
alcohol concentration is considered a ñnegativeò test.  The second, confirmation 
test results determine if the employee is in violation of this policy.  Testing 
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procedures that ensure accuracy, reliability and confidentiality of test results will 
be followed pursuant to DOT regulations. 
 
Drug Testing Procedures.  Drug testing is conducted by analyzing a driverôs 
urine specimen at a lab certified by the U.S. Department of Health and Human 
Services.  The driver provides a specimen in a location that affords privacy and 
the ñcollectorò seals and labels the specimen, completes a chain of custody 
document, and prepares the specimen and accompanying paperwork for 
shipment to a drug-testing lab.  ñSplitò urine specimens provide drivers with an 
opportunity for a second test, if needed.  If the driver challenges the validity of the 
test, then the employee has 72 hours to request that the split specimen be sent 
for testing to another certified lab approved by the Cityôs Director of Human 
Resources.  The second test will be at the driverôs own expense. 
 
Drugs Tested For.  DOT requires testing for the following drugs: 

 

¶ Marijuana (THC) 

¶ Cocaine 

¶ Amphetamines 

¶ Opioids (natural, synthetic and semi-synthetic) 

¶ Phencyclidine (PCP) 
 

A screening test is performed first.  If it is positive for one or more of these 
drugs, then a confirmation test is performed.  Whenever the terms ñdrug,ò 
ñdrugsò or ñcontrolled substancesò are used in this policy, they refer to the 
substances listed above.  The City will not test for any other substances 
under this policy.  The City may, however, (1) test for other controlled 
substances pursuant to its general Drug and Alcohol Use Policy; or (2) 
modify the list of DOT tested drugs at the direction of DOT.   

 
Review of Drug Test Results.  All positive drug test results are reviewed and 
interpreted by a physician medical review officer (MRO) before they are reported 
to the City.  If the lab reports a positive result to the MRO, the MRO will contact 
the driver (either in person or by phone) and will conduct an interview to 
determine if there is an alternative medical explanation for the drug(s) found in 
the driverôs urine specimen.  If the driver provides appropriate documentation and 
the MRO determines that it is a legitimate medical use of the prohibited drug(s), 
the drug test result is reported as a negative to the City. 

 
Consequences of a Positive Drug Test.  A driver will be removed from safety 
sensitive duties and placed on administrative leave if the test returns a positive 
for drugs.  The removal cannot take place until the MRO has interviewed the 
driver and determined that the positive test resulted from the unauthorized use of 
a controlled substance.  A confirmed positive drug result will result in termination 
of employment. 
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Confidentiality.  Test results may be released only to the driver, designated City 
officials, a substance abuse professional, laboratory officials or a medical review 
officer.  Records will also be made available to a subsequent employer or other 
identified person upon the driverôs specific written request.  Test results will not 
be released to others except as required by law or expressly authorized in the 
applicable DOT regulations (e.g., the decision maker in a lawsuit, appeal or 
administrative proceeding initiated by or on behalf of the driver and arising from a 
positive DOT drug or alcohol test or refusal to test; this includes workersô 
compensation and unemployment proceedings.)  All test results will be kept in a 
confidential file by the Director of Human Resources.  Management and 
supervisory personnel who are authorized to have access to alcohol and drug 
testing results must maintain complete confidentiality regarding this information.  
City employees who make a reasonable suspicion observation or who witness an 
accident must also maintain confidentiality.  Breach of confidentiality relating to 
test results, or any other related matters, will likely result in disciplinary action, up 
to and including termination of employment. 
 
Information from Prior Employers.  For new hires, promotions and transferred 
employee-drivers seeking to perform safety sensitive functions for the first time, 
the City is required, with the driverôs written consent, to obtain information from 
previous employers regarding alcohol test results of 0.04 or greater, verified 
positive drug test results, refusals to test (including verified adulterated or 
substituted drug test results), and any other violation of DOT drug and alcohol 
testing regulations within the two years prior to the date of the driverôs 
application, promotion or transfer.  Affected individuals must sign a Breath 
Alcohol and Drug Testing Results Request.  The City will obtain and review the 
information before allowing the person to perform safety sensitive functions. If the 
City receives any such information about an applicant-driver, the applicant will 
not be hired; if such information is received about an employee seeking 
promotion or transfer, the employee will not be promoted or transferred to the 
driver position and may also receive disciplinary action, up to and including 
termination of employment.   The City will maintain a written, confidential record 
of the information it obtains and/or the good faith efforts it made to obtain the 
information.  This information will be retained for a minimum of 3 years.  The City 
will also ask if the person has tested positive, or refused to test, on any pre-
employment drug or alcohol test administered by an employer to which the driver 
applied for, but did not obtain, safety sensitive transportation work covered by a 
DOT agency drug and alcohol testing rules during the past 2 years. If the person 
admits to such conduct, the person will not be allowed to perform safety sensitive 
functions for the City.  If the driver refuses to provide the City with the required 
written consent, the driver will not be permitted to perform safety sensitive 
functions and will likely be disciplined (up to and including termination of 
employment) if employed, or not hired if applying for employment.   
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Record Retention.  The City will maintain and retain records under this policy as 
mandated by DOT regulations.   
 
Notification to Applicants/Employees of Positive Test Results.  The City will 
notify applicants of the results of a pre-employment drug test if the applicant 
requests such results within 60 calendar days of being notified of the disposition 
of the employment application.  The City will notify an employee of the results of 
random, reasonable suspicion and post-accident drug tests if the test results are 
confirmed positive, and which controlled substance(s) verified positive after the 
MRO confirms the positive.  The City will also make reasonable efforts to contact 
and request each driver who tested positive to contact and discuss the results of 
their drug test with an MRO who has been unable to contact the driver.  The City 
will immediately notify the MRO that the driver has been notified to contact the 
MRO within 72 hours. 
 
Employee Admission of Drug/Alcohol Use.  An employee who admits to 
alcohol misuse or drug use must do so in accordance with the Cityôs general 
Drug and Alcohol Use Policy; provided, however, the employee may not self-
identify to avoid the testing requirements of this DOT policy.  Further, the 
employee must make the admission prior to performing a safety sensitive 
function, i.e., prior to reporting for duty.  The employee may not perform a safety 
sensitive function until the City is satisfied that the employee has been evaluated 
and has successfully completed educational or treatment requirements in 
accordance with the Cityôs general Drug and Alcohol Use Policy.  A drug and 
alcohol abuse evaluation expert, i.e., an EAP professional, a substance abuse 
professional or a qualified drug and alcohol counselor, will determine successful 
completion.  Prior to the employee performing safety sensitive functions, the 
employee must undergo a return to duty alcohol test with a result of less than 
0.02 and/or a return to duty drug test with a negative test result.    
 
Safety Sensitive Functions.  For purposes of this policy, safety sensitive 
function or duty means all the time from the time a driver begins to work or is 
required to be in readiness to work until the time the driver is relieved from work 
and all responsibility for performing work.  Safety sensitive functions/duties 
include: 
 

¶ All time at a City, facility, or other property, or on any public property, 

waiting to be dispatched, unless the driver has been relieved from duty 
by the City; 

¶ All time inspecting equipment as required by applicable DOT regulations or 
otherwise inspecting, servicing, or conditioning any CMV at any time; 

¶ All time spent at the driving controls of a CMV in operation; 

¶ All time, other than driving time, in or upon any CMV; 
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¶ All time loading or unloading a vehicle, supervising, or assisting in the loading 
or unloading, attending a vehicle being loaded or unloaded, remaining in 
readiness to operate the vehicle, or in giving or receiving receipts for 
shipments loaded or unloaded; and 

¶ All time repairing, obtaining assistance, or remaining in attendance upon a 
disabled vehicle. 

 
Transportation to Testing Site.  Except for pre-employment and random 
testing, employees will be driven to the testing facility by a supervisor.  The 
supervisor will remain with the employee during the testing process.  The City will 
decide to have the employee transported back to the City or home, as 
appropriate, after the testing is complete.   
 
Questions.  Anyone with questions regarding this policy should contact the 
Director of Human Resources.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
Employee  Handbook  

 

 Back to Table o f Contents  Page  96 

Chapter 7: Work Environment 
 

7.01 Cell Phone Use in the Workplace   
 
Effective Date:  03/01/2015 

 
Cell phones may belong to the employee or be provided for the employeeôs use 
by the City.  The use of personal cell phones, including those with a texting, 
camera and/or video playing capability should be limited as to not impede work 
or the duties required of an employee and is subject to a supervisorôs 
approval.  Employees who are permitted by a supervisor to use a personal cell 
phone while at work must not allow cell phone use to become disruptive or 
interfere with their own or a co-workerôs ability to do their jobs.  Employees who 
use cell phones to violate City policy, including the Cityôs Sexual and Other 
Unlawful Harassment Policy, will be subject to disciplinary action. 

Reasonable personal use of city cell phones is allowed under this policy if such 
use is not excessive and does not impede job performance or the performance of 
City business.   

Except in emergency circumstances, employees are discouraged from using a 
cell phone while operating a City owned motor vehicle, including both making 
and receiving phone calls, texting, viewing the Internet, Instagram, or Facebook, 
reading or responding to emails, etc.  During work hours, calls may be conducted 
from a motor vehicle only if the vehicle has been pulled off the road, removed 
from traffic, and brought to a complete stop. 
 
All employees must, when asked by the City, consent to a request to provide the 
City access to all City-issued cell phone and text message records during work 
hours.  Employees using City-issued cell phones have no expectation of privacy 
in either cell phone calls, pictures, or text messages on these City-issued cell 
phones made during work hours.  

PUBLIC INFORMATION ACT 

 
Employees are advised that records related to calls and text messages 
made and received on City owned cellular telephones or business calls 
made on personal cell phones are public information.  Information related 
to telephone numbers called, length of call, and time and date of call as 
well as the text message itself may be obtainable through the Texas Public 
Information Act, except in narrowly defined circumstances. 
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7.02 Electronic Communications and Systems Access Use  
 
Effective Date:  03/01/2015 

 
The City may provide computer networks, Internet access, instant messaging, 
email, telephones, cell phones, digital cameras, voice mail, and fax 
communication systems for use by City employees in the performance of their 
job duties.  These communication devices are referred to collectively in this 
policy as ñelectronic communications systemsò or ñsystems.ò  These electronic 
communications systems are designed to support and enhance the 
communication, research and information capabilities of City employees and to 
encourage work-related communication and sharing of information resources 
within the City.  This policy governs user behavior pertaining to access and 
usage of the Cityôs electronic communications systems. This policy applies to all 
City employees, contractors, volunteers and other affiliates who use the Cityôs 
electronic communications systems.  The Cityôs electronic communications 
systems access must be used in a professional, responsible, efficient, ethical and 
legal manner. The City owns all data associated with city owned electronic 
communications systems. 
 
Internet, Instant Message and email access.  Users desiring Internet, instant 
messaging and/or email access must obtain written authorization from their 
Department Director and provide it to the Director of IT through the Work Order 
system.  Users must acknowledge an understanding of this policy and its 
guidelines as a condition of receiving an Internet, instant message and/or email 
access account.  Failure to adhere to this policy and its guidelines may result in 
suspending or revoking the offender's privilege of access and/or other 
disciplinary action under City policies, up to and including termination of 
employment. 

 
Acceptable Use.  Acceptable uses of the Cityôs electronic communication 
systems are limited to those activities that support reference, research, 
internal/external communication and conducting City business in line with the 
user's job responsibilities.  Network users are encouraged to develop uses which 
meet their individual needs and which take advantage of the Cityôs internal 
network function.  The City prohibits connection to sites or forwarding of 
information that contain materials that may be offensive to others including, but 
not limited to, sites or information containing sexually explicit material. 
 

Users must understand that use of any City-provided, publicly accessible 
computer network such as the Internet, instant messaging and email is a 
privilege.  Minimal personal use of the Internet, instant messaging or email and 
other electronic communications systems is allowed under this policy if such use 
is not excessive and does not impede job performance or the performance of 
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City business.  The City is not responsible for personal communications sent on 
its electronic communications systems.   Supervisors cannot alter the restrictions 
of this policy. 

  
Unacceptable Uses of Electronic Communications Systems include: 

¶ Using language that is harassing, bullying, discriminatory, threats of violence, 
maliciously false, intimidating, or retaliatory to coworkers or third parties. 

¶ Accessing, displaying, downloading, or distributing sexually explicit material. 

¶ Accessing, displaying, downloading or distributing profane, obscene, 
harassing, or offensive messages or content. 

¶ Copying or downloading commercial software in violation of copyright law. 

¶ Using the systems for financial gain or for any commercial activity unrelated 
to City business. 

¶ Using the systems in such a manner as to create a security breach of the City 
network. 

¶ Looking or applying for work or business opportunities other than for internal 
City postings. 

¶ Accessing any site, or creating or forwarding messages with derogatory, 
inflammatory, or otherwise unwelcome remarks or content regarding race, 
religion, genetics, color, sex, national origin, disability, age, physical 
attributes, gender identity, sexual orientation, or military/veteran status.  

¶ Transmitting or sharing information regarding a coworkerôs health status 
without authorization. 

¶ Expressing opinions or personal views that could be misconstrued as being 
those of the City. 

¶ Expressing opinions or personal views regarding management of the City. 

¶ Expressing opinions about politics or other political views that could be 
misconstrued as being those of the City. 

¶ Using the electronic communication systems for any illegal purpose or in any 
way that violates City policy or is contrary to the City's best interest. 
 

Responsibility.  The person in whose name a City provided Internet, email or 
other electronic communications system account is issued is responsible always 
for its proper use, regardless of the user's location.  Exchanges that occur while 
conducting City business on the Cityôs electronic communications systems will be 
considered a communication of the City and held to the same standards as 
formal letters.  

 
No Right of Privacy/Monitoring.  Users of City electronic communications 
systems may not assume they are provided any degree of anonymity and 
employees have no right to privacy regarding such systems.  Personal 
passwords are not an assurance of confidentiality.  The Internet itself is not 
secure.  To ensure proper use of its electronic communications systems, the City 
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will monitor their use.  Management staff has the ability and will, with or without 
notice, monitor and view usage, including but not limited to: employee email, 
voice mail and instant messages, text messages, information and material 
transmitted, received or stored using City systems and user Internet access and 
usage patterns to assure that the City's Internet resources are devoted to 
maintaining the highest levels of productivity, as well as proper use and 
compliance with this policy. 
 
Copyright Restriction.  Any software or other material, including music, 
downloaded into a City computer may be used only in ways consistent with the 
licenses and copyrights of the vendor, author or owner of the material.  Prior 
written authorization from the Director of Information Technology Department is 
required before introducing any software into the Cityôs computer system.  
Employees may not download entertainment software, games or any other 
software unrelated to their work.    
 

7.03 Social Media  
 
Effective Date:  03/01/2015 
 

An employeeôs use of social media, both on and off duty, must not interfere with 
or conflict with the employeeôs duties or job performance, reflect negatively on 
the City or violate any City policy. The intent of these standards is to regulate the 
creation and distribution of information concerning the City, its employees and 
citizens through electronic media, including, but not limited to online forums, 
instant messaging and internet social media and blogging sites. This policy is 
designing to protect the Cityôs reputation and ensure that an employeeôs 
communications not only reflect positively on the employee as an individual, but 
also on the City.  
 
The term ñsocial mediaò encompasses:  Twitter, Facebook, LinkedIn, blogs, and 
other online journals and diaries; bulletin boards and chat rooms, microblogging 
and all other social networking sites, instant messaging and the posting of video 
on YouTube and similar media.  
 
Use of Cityôs Internet.  Use of the Cityôs Internet is a privilege and City employees 
must responsibly and ethically use it.  The City may monitor an employeeôs 
access, use, and postings to the Cityôs Internet to: ensure compliance with 
internal policies; support the performance of internal investigations; assist 
management of information systems; and for all other lawful purposes. The City 
expects all employees to follow the Guidelines below when posting information 
on the Cityôs Social media sites.   
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Other City Policies 
 
This policy should be read and interpreted in conjunction with other City policies, 
including but not limited to, policies prohibiting harassment, discrimination, 
offensive conduct or inappropriate behavior. Violations of the Social Media Policy 
may lead to disciplinary action. The City provides an effective system for 
employee complaints ñoff-lineò through the ñGrievanceò policy without resorting to 
social media.   

Employee Guidelines During Work Time 

 
Any blogging or posting of information on the Internet or other City social media 
sites must comply with the Cityôs guidelines, regardless of where the blogging or 
posting is done. 
 

¶ Blogging, or posting information of a personal nature on the Internet or other 
City social media sites is prohibited during work hours. Employees are not 
permitted to engage in social networking of a personal nature while using any 
of the Cityôs electronic social media sites.   

 

¶ Employees must obtain written authorization from the City Manager or their 
designee to update or post on social media sites on behalf of the City and all 
content must be approved prior to posting. All the employeeôs time spent 
updating or posting on City social media sites as part of the employeeôs job 
duties is compensable time that must be reported and counted in the 
calculation of overtime. 

 

¶ No use of social media on work time and on City equipment on City-operated 
networks is considered private or confidential, even if password protected or 
otherwise restricted. The City reserves the right to access, intercept, monitor 
and review all information accessed, posted, sent, stored, printed or received 
through its communications systems or equipment at any time.  

 

¶ Never disclose any confidential information concerning another employee of 
the City in a blog or other posting to the Internet.  Posting of confidential 
information may violate state law and subject the user to criminal penalty. All 
requests for City documents must be processed through the Public 
Information Act. 

 

¶ Employees must abide by all federal and state law and policies of the City 
regarding information sent through the Cityôs Internet. 

 

¶ Individual supervisors do not have the authority to make exceptions to these 
guidelines.   
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Employee Guidelines While Not on Work Time 
 
The City recognizes that many City employees utilize social media when not at 
work.  The City requires that employees be aware of guidelines regarding posting 
of work-related information on personal social media sites, and they are listed 
below.  
 

¶ If the employeeôs social networking includes any information related to the 
City, the employee must make it clear to the readers that the views expressed 
are the employeeôs alone and not reflective of the views of the City.  

 

¶ Employees are encouraged to act responsibly on and off duty, and to 
exercise good judgment when using social media. Recognize that postings on 
your social media site, even if done off premises and while off duty, could 
have an adverse effect on the Cityôs legitimate business interests.  

 

¶ Respect coworkers and the City.  Do not put anything on your personal social 
media site that may defame, embarrass, insult, demean or damage the 
reputation of the City or any of its employees.  

 

¶ Do not put anything on your personal social media site that may constitute 
violation of the Cityôs Harassment policy.  Be mindful that the Cityôs 
harassment policy covers both work and non-work time, including postings on 
social media sites. 

 

¶ Do not post pictures of yourself or others on your personal social media site 
containing images of City uniforms or insignia, City logos, City equipment or 
City work sites.  

 

¶ Do not post information on your personal social media site that could 
adversely impact the City and/or an employee of the City. 

 

¶ Do not permit or fail to remove postings violating this policy, even when 
placed by others on your social media site.  
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7.04 Arrests, Confinements and Indictments  
 
Effective Date:  03/01/2015 

POLICY 

 
City employees are subject to disciplinary action and/or job restrictions for 
violations of law.  This policy applies to acts prohibited by law that result in 
charges being filed, arrest, confinement, indictment, and/or conviction, as well as 
to acts prohibited by law not resulting in charges filed, arrest, confinement, or 
indictment.  
 
PROCEDURE 
 
Employee Notice of Felony and Misdemeanor Charges:  Employees must 
immediately notify their supervisor and/or Department Director within twenty-
four (24) hours if they are arrested, charged, indicted, convicted, receive 
deferred adjudication, or plead nolo contendere to any misdemeanor or felony.  
Employees who do not drive as a part of their job duties with the City are not 
required to report minor traffic violations.  Failure to report these events in a 
timely manner may result in immediate termination.  
 
Employee Status after Alleged Violation of Law:  At the time the employeeôs 
department is made aware of an employee's arrest or conduct constituting an 
offense, the Department Director shall consult with Human Resources to 
determine available options which may include, but are not limited to: 
 

¶ allowing the employee to return to regular duty with pay; 

¶ allowing the employee to return to restricted duty with pay; 

¶ placing the employee on paid administrative leave;  

¶ placing the employee on unpaid administrative leave; or 

¶ terminating the employee. 
 
Employee Status after Adjudication:  Once the indictment or information is 
dismissed or fully adjudicated without trial, and if tried, until the trial and appeal (if 
any) are computed and all related administrative matters are completed, the 
Department Director will determine, in conjunction with Human Resources 
Director the status of the employee. An employee on administrative leave may, in 
the Cityôs sole discretion, be reinstated to the position held before being placed 
on administrative leave (if available), if the indictment or information is dismissed, 
the employee is acquitted, or the conviction is reversed on appeal. 
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Disciplinary Action:  Disciplinary action may be pursued concurrently or in 
place of the above options or imposed later.  Multiple violations of law or 
confinements within a prescribed period may also result in disciplinary action.   
 
Violations of Law Discovered through Criminal History Check: The City may 
conduct criminal history checks on existing employees at any time during their 
employment, for any reason.  Conduct constituting an offense, arrest or 
conviction that is discovered may result in disciplinary action, up to and including 
termination.  
 
Other Policies:  This policy should not be construed to limit disciplinary action 
that may be taken in accordance with other Personnel Policies and Procedures, 
department policies, or other city-wide policies. 
 
In addition to the policy above, civil service employees shall be governed by 
applicable departmental policies and procedures, the Cityôs Civil Service Rules 
and Regulations and Chapter 143 of the Texas Local Government Code. 
 

 

7.05 Weapons Control and Violence Prevention Policy  
 
Effective Date:  03/01/2015 

 
The City strives to provide a safe and secure working environment for its 
employees.  This policy is designed to help prevent incidents of violence from 
occurring in the workplace and to provide for the appropriate response when and 
if such incidents do occur. 
 
Zero Tolerance.  This policy prohibits harassment, bullying, intimidation, threats, 
and violent behavior by or towards anyone in the workplace, that is in any way 
job- or City-related, that is or might be carried out on City-property, or that is in 
any way connected to the employeeôs employment with the City, whether the 
conduct occurs on-duty or off-duty. The City has a zero-tolerance policy for this 
type of misconduct. 
 
Weapons Banned.  Unless specifically authorized by the City Manager, no 
employee, other than a City licensed peace officer, shall carry or possess a 
firearm or other weapon on City property.  Employees are also prohibited from 
carrying a weapon while on duty or at any time while engaging in City-related 
business.  Prohibited weapons include firearms, clubs, explosive devices, knives 
with blades exceeding 5 ½ inches, switchblades, etc. Employees do not have an 
expectation of privacy and the City retains the right to search for firearms or other 
weapons on City property. 
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Employees licensed by the State of Texas to carry a concealed weapon may 
have a permitted weapon only on the City parking lot if it is locked in the 
employeeôs vehicle.   

Mandatory Reporting.  Each City employee must immediately notify his/her 
supervisor, Department Director, the Director of Human Resources and /or the 
Police Department of any act of violence or of any threat involving a City 
employee that the employee has witnessed, received, or has been told that 
another person has witnessed or received.  Even without an actual threat, each 
City employee must also report any behavior that the employee regards as 
threatening or violent when that behavior is job-related or might be carried out on 
City property, a City-controlled site or City job site, or when that behavior is in 
any manner connected to City employment or activity.  Each employee is 
responsible for making this report regardless of the relationship between the 
individual who initiated the threat or threatening behavior and the person or 
persons threatened or the target of the threatening behavior.  A supervisor who is 
made aware of such a threat or other conduct must immediately notify his/her 
Department Director and the Director of Human Resources. 

 
Protective Orders.  Employees who apply for or obtain a protective or 
restraining order which lists City locations as being protected areas must 
immediately provide to the Director of Human Resources and the Cityôs Police 
Department a copy of the petition and declarations used to seek the order, a 
copy of any temporary protective or restraining order which is granted, and a 
copy of any protective or restraining order which is made permanent.  City 
employees must immediately advise their Department Director and the Director 
of Human Resources of any protective or restraining order issued against them.   
 
Confidentiality.  To the extent possible, while accomplishing the purposes of 
this policy, the City will respect the privacy of reporting employees and will treat 
information and reports confidentially.  Such information will be released or 
distributed only to appropriate law enforcement personnel and others on a need-
to-know basis and as may otherwise be required by law. 
 
City Property.  For purposes of this policy, City property includes but is not 
limited to owned or leased vehicles, buildings and facilities, entrances, exits, 
break areas, parking lots and surrounding areas, recreation centers, and parks.   
 
Documentation.  When appropriate, threats and incidents of violence will be 
documented.  Documentation will be maintained by the Director of Human 
Resources and/or the Police Department.   
 
Policy Violations.  Violations of this policy may lead to disciplinary action, up to 
and including termination of employment.  Policy violations may also result in 
arrest and prosecution.   
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7.06 Searches  
 
Effective Date:  03/01/2015 

 
The City may conduct unannounced searches or inspections of the work site, 
including but not limited to City property used by employees such as lockers, file 
cabinets, desks, and offices, computer and electronic files, social media sites, 
cell phones, text messages, whether secured, unsecured or secured by a lock or 
password provided by the employee.  No supervisor has the authority to deviate 
from City policy. If reasonable suspicion exists, the City may also conduct 
unannounced searches or inspections of the employeeôs personal property 
located on City premises, including vehicles parked on City parking lots.   
 
All searches must be authorized and conducted under the direction of the 
Director of Human Resources and/or the City Manager.  Employees who refuse 
to cooperate with a search may be subject to disciplinary action up to and 
including termination. 
 

7.07 City Property/Equipment Use  
 
Effective Date:  03/01/2015 

 
The City attempts to provide employees with adequate tools, equipment, vehicles 
and facilities for the job being performed, and the City requires all employees to 
observe safe work practices and lawful, careful and courteous operation of 
vehicles and equipment.  Any City-provided safety equipment must be used 
always. 
 

¶ From time to time, the City may issue various equipment or other property to 
employees, e.g., credit cards, keys, tools, security passes, manuals, written 
materials, uniforms, cell phones, computers, and computer-related 
equipment.  Employees are responsible for items formally issued to them by 
the City, as well as for items otherwise in their possession or control or used 
by them in the performance of their duties.  At the time of issuance, 
employees may be required to sign certain forms or other documentation 
evidencing their receipt of property and/or equipment and authorizing a 
payroll deduction for the cost of lost, damaged, or unreturned items.  In 
addition to payroll deductions, the City may take any other action it deems 
appropriate or necessary to recover and/or protect its property. 

 
Employees must notify their supervisor immediately if any vehicle, equipment, 
machinery, tools, etc. appears to be damaged or defective, or need repair.  The 
appropriate supervisor can answer questions about an employeeôs responsibility 
for maintenance and care of equipment used on the job.  The improper, careless, 
negligent, destructive, unauthorized, or unsafe use or operation of equipment will 
likely result in disciplinary action.   
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Personal Use Prohibited. City property, materials, supplies, tools, equipment or 
vehicles may not be removed from the premises or used for personal business 
without prior written approval by the City Manager, or the Department Director. 
 
Tobacco Use Prohibited. The use of all tobacco products of any kind, including 
smokeless electronic cigarettes is prohibited at any time in City buildings and 
other facilities, in City vehicles, while using City equipment, and as otherwise 
directed. Employees are welcome to smoke on their rest breaks outside of the 
building in designated smoking areas. Smoke breaks which are excessive in 
frequency or length will be treated as an attendance issue.  
 
Vehicle Allowance.    An employee may be given a monthly allowance for 
consistently using such employeeôs own vehicle for City business if the use is 
deemed necessary by the City Manager.  The amount of the allowance shall be 
determined by the City Manager. 
 
Take Home Vehicles.    To be eligible for assignment of a take-home vehicle, an 
employee must be subject to emergency call back during off duty hours to 
locations other than the employee's normal work station.   
 
No alcoholic beverages are allowed in City vehicles.  No passengers may be 
transported in take-home vehicles except as required by official duties. 
 

¶ If approved by the City Manager, use of a City owned vehicle may be 
included within a contract of employment and may be exempt from this policy.  

The City's vehicles are classified as either "exempt" or ñnon-exempt" as 
prescribed by law.  Most pickups, vans and automobiles are classified as "non-
exempt" vehicles.  Employees to whom a "non-exempt" vehicle is assigned for 
take-home may incur a federal income tax liability for the benefit of commuting to 
and from work in a City vehicle.  Police and fire vehicles used by employees on 
call 24-hours are normally exempt from the benefit tax liability. 

 
Use of City Vehicles.  City-owned or leased vehicles may be used only for 
official City business.  City owned, or leased vehicles may only be driven by 
authorized City employees.  If an employee drives a personal vehicle, or a City-
owned, rented or leased vehicle on the job or while carrying out City-related 
business, the employee must comply with the following: 
 

¶ Drivers must have a valid State of Texas driverôs license appropriate for the 
vehicle operated, must maintain a satisfactory driving record, and must inform 
their supervisor of any change in status. 

 

¶ Always observe all posted laws and speed limits. 
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¶ Always wear seat belts when the vehicle is in operation. 
 

¶ No passengers other than City employees or others on City business may 
ride in a City vehicle unless otherwise approved in advance by the City 
Manager or Department Director. 

 

¶ No personal use of City-provided vehicles is allowed without the prior, specific 
approval of the City Manager or Department Director. 

 

¶ All maintenance and use records for City vehicles must be completed as 
directed by the employeeôs supervisor. 

 

¶ Report any broken, missing, or worn parts, tires, etc., or any needed 
maintenance of City vehicles to the appropriate supervisor immediately.   

 

¶ All drivers must be eligible for coverage under the Cityôs insurance policy. 
 

¶ Drivers covered by Department of Transportation (DOT) regulations must 
comply with the DOT regulations always. 

 

¶ AT NO TIME MAY AN EMPLOYEE UNDER THE INFLUENCE OF ALCOHOL 
OR A PRESENCE IN THE SYSTEM OF ILLEGAL DRUGS DRIVE A CITY 
VEHICLE OR A PERSONAL VEHICLE WHILE CONDUCTING CITY 
BUSINESS. 

 

¶ EMPLOYEES INVOLVED IN AN ACCIDENT WHILE OPERATING A CITY 
VEHICLE, OR WHILE OPERATING A PERSONAL VEHICLE ON CITY 
BUSINESS, MUST IMMEDIATELY NOTIFY THE PROPER LAW 
ENFORCEMENT AGENCY (IF APPLICABLE) AND THE APPROPRIATE 
SUPERVISOR, DEPARTMENT DIRECTOR, AND/OR CITY MANAGER.  
ACCIDENT REPORTS, ALONG WITH ANY LAW ENFORCEMENT 
REPORT, MUST BE FILED BY THE EMPLOYEE WITH THE DEPARTMENT 
DIRECTOR AND THE DIRECTOR OF HUMAN RESOURCES.   

 
The City may, at any time, check the driving record of a City employee who 
drives as part of the job duties to determine that the necessary qualifications are 
maintained as a City driver.  Employees must cooperate in giving the City 
whatever authorization is required for this purpose.   

 
The above is not a complete and exhaustive list of vehicle use policies.  
Violations of any of the specific items listed, as well as the improper, careless, 
negligent, destructive, unauthorized, or unsafe use or operation of a vehicle, may 
result in loss of driving privilege or disciplinary action. 
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Personal Property.    All employees shall be solely responsible for their personal 
property always. 
 

7.08 Safety  
 
Effective Date: 03/01/2015 

 
PURPOSE: 
To define health and safety practices utilized by the City to assist in providing a 
safe and healthy work environment for employees, citizens, customers, and 
visitors. 
 
A. Report of Accident 

The City will take all practical steps to eliminate or reduce an employeeôs 
exposure to accidental injury or to conditions that would be injurious to his 
or her health.  In the case of accidents resulting in injury, employees must 
immediately complete a Risk Management Form and submit the form to 
their immediate supervisor.  The supervisor must then submit the form to 
Purchasing.   

 
B. Safety Training 

Employees and supervisors receive periodic workplace safety training 
through City-initiated risk/safety procedures.  The training covers potential 
safety and health hazards and safe work practices and procedures to 
eliminate or minimize hazards.   

 
C. Reporting Unsafe Acts 

Employees shall cooperate with the City by observing reasonable safety 
regulations and working in a safe manner.  Each employee is expected to 
obey safety rules and to exercise caution in all work activities.  Employees 
must immediately report any unsafe condition to the appropriate 
supervisor.  Employees who violate safety standards, cause hazardous or 
dangerous situations, fail to report, or, where appropriate, correct such 
situations, may be subject to disciplinary action, up to and including 
termination of employment. 

 
D. Safety Suggestions 

Some of the best safety improvement ideas come from employees.  Those 
with ideas, concerns, or suggestions for improved safety in the workplace 
are encouraged to raise them with their supervisor, another supervisor or 
manager, or bring them to the attention of Human Resources.  Reports 
and concerns about workplace safety issues may be made anonymously, 
if the employee wishes.  All reports can be made without fear of reprisal.   
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7.09 Travel  
 
Effective Date: 03/01/2015 
Revision Date: 10/01/2019 

 

Purpose 

To establish official travel guidelines to safeguard City funds, define reporting 

requirements, and ensure reimbursements comply with IRS regulations. This 

policy will remain in effect until changed or otherwise repealed by the City 

Manager. It supersedes all prior published travel policies.  

 

Clearly, all expense reports are subject to the Open Records Act and public 

scrutiny.  Employees shall use their best judgement and make expenditure 

decisions as if they were paying for them personally.   

 
Policy 

The Travel Policy is applicable to all individuals conducting official City 

business. Official travel should benefit the City and the traveler should have 

the desire and ability to make productive use of and share the knowledge 

gained. Professional conduct is expected while representing the City. 

 
The City adheres to the General Services Administration's (GSA) per diem & 

mileage rates. The policy meets IRS Accountable Plan standards based on the 

following guidelines in Publication 15 (Circular E) Employerôs Tax Guide: 

 

ñYou may reimburse your employees by travel days, miles, or some other fixed 

allowance under the applicable revenue procedure. In these cases, your 

employee is considered to have accounted to you if your reimbursement doesnôt 

exceed rates established by the Federal Government. The government per diem 

rates for meals and lodging in the continental United States can be found by 

visiting the U.S. General Services Administration website at GSA.gov and 

entering ñper diem ratesò in the search box. Other than the amount of these 

expenses, your employeesô business expenses must be substantiated. If the per 

diem or allowance paid exceeds the amounts substantiated, you must report the 

excess amount as wages. This excess amount is subject to income tax 

withholding and payment of social security, Medicare, and FUTA taxes. This 

amount is reported in box 12 of Form W-2 using code L.ò 

 
Approval Levels 
The Chief Financial Officer is responsible for the overall administration and 

enforcement of the travel policy through the Purchasing Department. 

Directors approve employees in their chain of command. 
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Pre-Authorization for Travel Request 

Travelers are expected to make the most cost-effective travel arrangements 

possible. Advanced director approval must be obtained prior to any travel which 

requires payment for registration, materials, meals and/or overnight stay.   

 

Upon director approval, a Travel Claim Form (TCF) is submitted to the 

Purchasing Department for policy review before forwarding to Accounts Payable 

for issuance of a travel advance. The TCF shall be accompanied by pertinent 

conference brochures, agendas, or schedules of meetings and state the nature 

of the trip, destination and dates of the beginning and end of official leave and 

travel cost.  Requests must be received in the Purchasing Department at least 

ten (10) business days prior to the departure date.  Employees with purchasing 

cards open to travel are not required to submit a TCF until the trip is completed. 

A travel advance will not be issued to travelers that submit late requests unless 

authorized by the City Manager.  

 
Expense Reimbursement 
All travelers should file a TCF post-travel. Reimbursement is made for ordinary 
and reasonable expenses (see Allowable Expenses below).  
 
If a traveler did not submit a TCF prior to travel, he/she may do so within ten (10) 
business days of his/her return.  If a traveler did submit a TCF for per diem 
amounts and incurred allowable expenses during the travel period, he/she may 
submit receipts for the reimbursement of allowable expenses within ten (10) 
business days of his/her return.  
 
Purchasing will review the TCF to verify compliance with the Travel Policy. If an 
error is found, the traveler will be given instructions on how to correct the error. In 
the case of overpayment, the City reserves the right to deduct amounts owed 
from the traveler's paycheck.  If a purchasing card is used to make a purchase 
and the employee does not have a receipt to support the purchase, the employee 
must reimburse the City for the cost of the unsupported purchase.  
 
An employee may forgo a travel advance and use his/her City purchasing card to 
pay for travel expenses when incurred. However, upon return, the employee will 
not be eligible for per diem reimbursement. The employee should not exceed the 
per diem allowance in total for the period of travel. If travel expenses charged on 
the City purchasing card exceed the per diem allowance for the period of travel, 
the employee is required to reimburse the City for excess expenses. An 
employee that chooses to use a City purchasing card to pay for travel expenses 
must complete a TCF when he/she returns. The TCF should be used to reconcile 
all travel expenses paid on the City purchasing card to per diem allowances to 
verify that the employee did not exceed the per diem allowance in total for the 
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period of travel. The TCF and receipts should be included with the employeeôs 
monthly credit card Expense Report when submitted to his/her supervisor for 
approval.  
 
 Allowable Expenses 
Å Meals and Incidentals (M & IE)  
Per Diem for M & IE is an allowance intended to cover daily meals and 
incidentals, such as tips for food and luggage-handling services.  Each October 
1, the GSA establishes per diem rates which vary by destination. No deduction is 
made for conference provided meals. Travel day meals are reimbursed in 
accordance with the following rules: 
 
 -Breakfast is reimbursed if travel day departure is prior to 8:00 a.m.  
 -Dinner is reimbursed if return travel day arrival is after 5:00 p.m. 
 
Å Hotel 
The rate allowed for hotel rooms (before taxes) should not exceed the 
applicable per diem rate or the conference hotel rate, whichever is greater. 
Room rates above this limit are required to have pre-authorization by the 
director and the purchasing department prior to booking. The policy allows for 
one traveler per hotel room.  Room sharing shall not be required. 

 
Å Transportation 
Cost-saving methods which include using a City vehicle or ride-sharing are 
encouraged. Early departure or a later return resulting in substantial cost savings 
may be approved by the supervisor.  
 
Å Air Travel 

Authorized fares are based on economy/coach rates. No upgrades will be 
paid by the City. Fees incurred due to seat selection in economy/coach 
areas will be allowed. A traveler may upgrade using personal reward miles 
or by paying the difference out-of-pocket. Early booking is encouraged to 
ensure discounted rates.  Luggage reimbursement is limited to one (1) 
checked bag and excludes any excess fees (i.e. overweight). Special 
consideration is given for fees on necessary City equipment. Airport 
Parking is reimbursed up to the DFW Express non-covered parking rate. 

 
Å Personal Vehicle 

Mileage is calculated using Texarkana, Texas City Hall, 220 Texas Blvd. 
as the starting and ending destination. If travel by personal vehicle is 
chosen, mileage reimbursements cover all expenses related to operating 
the vehicle, including fuel, oil and insurance.  No other vehicle expense is paid 

when mileage is paid to the traveler. 
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Å Traveler Receiving a Vehicle Allowance 
Employees that receive a vehicle allowance are not allowed 
reimbursement for fuel or mileage if the destination is within a 50-mile 
radius of Texarkana, Texas City Hall, 220 Texas Blvd.  100 miles will be 
deducted from the mileage portion of the Travel Claim Form (TCF) for all 
travel over 50 miles one way.  

 

Å Rental Car 
Generally, car rental is the most economical means of transportation.  The 
Purchasing Department will make rental car reservations and payment. 
Purchasing must be contacted in writing five (5) business days before 
departure.  Rental type shall be full sized or smaller.  Minivans or SUVôs 
are acceptable for parties over two.  Any upgrade requested shall be paid 
by the requesting traveler at the daily rate difference.  Free upgrades 
offered by the rental car agencies are acceptable.  Only City 
employees/officials will be allowed to drive the rental car.  The purchase of 
insurance (loss Damage Waiver) is not authorized. The City has insurance 
through the Texas Municipal League for car rentals.   

 

¶ City Vehicles 

A City Vehicle is encouraged when available. When possible, travel 
should be limited to Arkansas and Texas. Travel outside of Arkansas and 
Texas in a City Vehicle may be permitted with prior approval of the 
employeeôs director and the purchasing department. Fuel may be charged 
on a purchasing card and receipts must be kept.  When fueling the City 
Vehicle, make note of the mileage and the unit number and print on the 
receipt.  A copy of that receipt shall be given to Fleet Services to update 
the vehicle records. 

 
Å Lodging 
 Authorized rates are based on single-occupancy rooms. Rates will be paid if 
equal to or below the GSA per diem for the area of travel or the conference room 
rate, whichever is greater.  Travelers will pay the difference of any overages. 
Internet charges may be authorized by the supervisor/director if conducting City 
business. The traveler is responsible for room service or other personal charges. 

 
Å Registration 
Required registration fees and materials are authorized. 

 
Å Miscellaneous Expenses 
Allowable expenses include tolls, parking, cab/ride share fares, shuttle/bus fares, 
hotel /lodging mandated cleaning fees, copy/fax/phone charges, and other 
business-related expenses.  Valet parking is permitted in areas where parking is 
limited. However, it may not be used as a convenience. 
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Special Circumstances 

When practical, official travel should occur during regular work hours. If travel 
occurs outside of regular work hours, every effort should be made to reduce 
overtime by adjusting the weekly work schedule or the accrual of compensatory 
time. Supervisors must approve travel outside of regular work hours. 

 

Official travel may coincide with personal travel plans (i.e. vacation, attend 
conference golf tournament, etc.) when vacation is approved prior to the trip. Any 
expenses not related to City business, such as extracurricular events, lodging, 
and meals will be the responsibility of the traveler. 
 
A traveler is permitted to bring guest(s) and is responsible for any extra charges 
incurred because of guest(s). If the travel is cancelled, the City is not liable for 
any guest expenses and the traveler will not be reimbursed.  
 
Damage to or loss of luggage and/or other personal items is not covered by the 
City's insurance. Travelers should file claims with their personal insurance 
company or, if applicable, the airline. 
 

7.10 Dress, Appearance and Uniforms   
 
Effective Date:  03/01/2015 

 
Employees must, always, dress appropriately and professionally and present a 
clean and neat appearance while at work and while representing the City or 
conducting City business.  The City allows business casual dress in the work 
place year-round, in accordance with this policy. Department Directors are 
strongly encouraged to allow their employees to participate in business casual 
dress, as practical. Department Directors and supervisors are responsible 
for enforcing this policy in their respective departments to maintain acceptable 
dress and appearance. 
 
Professional business attire or a required uniform is to be worn when there is a 
need to present a more formal professional appearance for meetings or special 
events.  Suits, dress shirts and ties for men and suits or dresses for women are 
proper attire for personnel scheduled for agenda presentations (i.e. City Council 
meetings, receptions, etc.).  Employees must remember that they are 
professionals 100% of the time and are dressing for business, not for pleasure.  
Attire must always reflect a professional business attitude and presence.  Police, 
Fire and Maintenance/Operations department employees may be covered under 
departmental policies regarding appropriate dress and appearance. 
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Standards for Work Attire:   
 

¶ Jeans and athletic shoes are not acceptable, unless a special day is declared 
or as specifically approved by the appropriate Department Director as work 
assignments dictate.  Fridayôs are casual day and jeans are acceptable. 
 

¶ Sweat-shirts, sweat pants, or shorts of any type are not acceptable unless a 
special casual wear or festive occasion is declared by City management or 
shorts have been approved as part of the standard uniform.  
 

¶ T-shirts are not acceptable. 
 
The following are inappropriate: 
 

¶ provocative or revealing clothing; 
 

¶ clothing with unclear or obscene messages or that endorses alcohol, tobacco 
products, drugs, pornography, or offensive material of any kind;  

 

¶ wrinkled, ripped and tattered clothing; 
 

¶ visible tattoos which could be deemed offensive;  
 

¶ nose rings/studs, eyebrow rings/studs, tongue studs or similar type facial 
jewelry, including ñgaugedò earrings that cause large holes in the earlobe 
must be covered by skin neutral colored plugs. 

 

¶ Hair.  Hair styles and hair colors must be appropriate to the employeeôs 
position and extremes of any type are unacceptable.  For example, green 
hair, Mohawk style haircuts, and severely spiked hair are not allowed.  Hair, 
including facial hair, must be clean and neatly groomed always.  Sideburns 
may not extend below the ear lobe.   

 
Uniforms.  The City supplies many Fire, Police, General Fund personnel with 
appropriate uniforms.  Employees in jobs that require a uniform will be told how 
and where the uniforms can be obtained.  The City will provide replacement 
uniforms as necessary.  Uniforms must be clean and neat.  City-owned or 
authorized uniforms may not be used outside of work, for personal use or by any 
third party.  City uniforms may be used by City employees in connection with 
outside employment only with the Department Directorôs prior written 
authorization. 
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Employees who are provided with uniforms are required to wear their uniforms 
when on duty and keep them in good, clean and serviceable condition.  No part 
of the uniform shall be worn by itself.  An employee must wear the entire uniform 
when on duty.  No part of the uniform shall be worn when off duty, except to and 
from work and City related events. 
 
When an employee terminates, uniforms and any other City equipment which the 
employee possesses must be returned in good condition before final pay will be 
authorized.  The cost of lost or damaged City property and unreturned uniforms 
will be deducted from the employeeôs final pay check.  
 
Enforcement.  In all cases, each Department Director will make the 
determination as to acceptable dress, appearance and grooming in their 
department.  Employees should direct questions about appropriate appearance 
or dress to your supervisor, Department Director or the Director of Human 
Resources.   
 
Employees in violation of this policy may be sent home. Under such 
circumstances, nonexempt employees will not be paid for work time missed, and 
exempt employees will be required to make up the work time missed.  
Employees whose grooming or personal appearance violates this policy may be 
disciplined, up to and including termination of employment.  
 
The Department Director, with approval of the City Managerôs office, may make 
departmental exceptions to this policy when deemed necessary for business 
reasons or implement a more restrictive dress and appearance policy. 
 

7.11 Political Activity   
 
Effective Date:  03/01/2015 

 
City employees will not be appointed or retained based on their political support 
or activities.  City employees are encouraged to vote and to exercise other 
prerogatives of citizenship consistent with state and federal law and these 
policies.  No City employee is prohibited from becoming a candidate for public 
office. However, City employees may not: 
 

¶ Publicly endorse or campaign in any manner for any person seeking a City 
public office. 
 

¶ Use the employeeôs position or office to coerce political support from 
employees or citizens. 
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¶ Use the employeeôs official authority or influence to interfere with or affect the 
result of a campaign issue, an election or nomination for public office. 
 

¶ Make, solicit or receive any contribution to the campaign funds of any 
candidate, directly or indirectly through an organization or association, for the 
City Council or take any part in the management, affairs or political campaign 
of any such candidate; provided nothing herein shall infringe upon the rights 
of an employee to seek office himself/herself, express his or her opinions and 
to cast his or her vote. 
 

¶ Use working hours or City property to be in any way concerned with soliciting 
or receiving any subscription, contribution or political service to circulate 
petitions or campaign literature on behalf of an election issue or candidate for 
public office in any jurisdiction. 
 

¶ Contribute money, labor, time or other valuable thing to any person for City 
election purposes, except as permitted by law. 
 

¶ Hold an appointive or elective office of public trust where service would 
constitute a direct conflict of interest with City employment, e.g. City of 
Texarkana City Council, Texarkana Independent School District, Bowie 
County. Upon being elected to such an office, an employee must immediately 
resign or will be dismissed upon failure to do so.   

 
Civil Service employees shall be covered by the rules in chapter 143 
or collective bargaining.  
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Appendix A:  

Positions Subject to DOT Regulations and Safety Sensitive Positions 

 
All employees that hold a Commercial Driverôs License (CDL) and operate a 
Commercial Motor Vehicle with a gross vehicle weight rating of 26,001 pounds or 
more are subject to DOT drug testing. 
 
SAFETY SENSITIVE POSITIONS 

 
 
 
 
 
 
 

 
 

 

Street Maintenance Supervisor Light Equipment Operator Finisher/Operator 

Foreman - Street Mower Operator Formsetter/Finisher 

Traffic Signal Tech Truck Driver Heavy Equipment 
Operator 

Mechanic Building Maintenance Sup. Sweeper/Operator 

Foreman/Operator Shop Technician - Street  

Licensed Police Officers Public Safety Dispatchers/Call Takers  

Licensed Firefighters Emergency Management  

   

TWU   

Plant Mechanic I Utilities Foreman/Operator Utility Supervisor 

Plant Mechanic II Laborer II Sludge Disposal 
Foreman 

Utilities Foreman/Heavy Eq. Op. Maintenance Chief Jet Truck Operator 

Auto Mechanic   
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Appendix B: FORMS 

 
Personnel Action Form (PAF) ............................................................... Form 1 
Voluntary Resignation/Retirement Notice ............................................. Form 2 
Supervisor's Checklist for Separated Employee ................................... Form 3 
Wage Deduction Authorization ............................................................. Form 4 
Application for Leave Donation ............................................................. Form 5 
Authorization to Transfer Vacation Leave ............................................. Form 6 
Retiree Insurance Election Forméééééééééééééééé.. Form 7 
Discrimination and/or Harassment Complaint....................................... Form 8 
Grievance ............................................................................................. Form 9 
Performance Correction Notice ............................................................ Form 10 
Performance Improvement Plan ........................................................... Form 11 
Supervisor's Report of Reasonable Suspicion ...................................... Form 12 
Employee Request for ADA Accommodation ....................................... Form 13  
Application for Degree Plan Approval ................................................... Form 14 
Tuition Reimbursement Agreement ...................................................... Form 15 
Course Pre-Approval Request .............................................................. Form 16 
Tuition Reimbursement Request .......................................................... Form 17 
Request for Outside Employment ......................................................... Form 18 
Non-Disclosure of Personnel Information ............................................. Form 19 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

   

  

 
Effective Date of Action: 

 

 

  EMPLOYEE INFORMATION  

Name: (Last, First, Middle) 

Address: 

City: 

Employee #: 

Full SS #: 

State: Zip: 

Department: Dept. No. Phone: 
 

Position: Supervisor: 

  TYPE OF ACTION  

Appointment: Separation: 

 
Other Changes: GL Account: 

 

 

Annual Salary: 

Date of Birth: 

 

Ethnicity: 

Pay Grade:  Step: 

Gender: 

Retirement: Insurance: Exempt: 
 

  SEPARATION  

Recommend for Rehire: Eligible for lump sum payment of accrued leave? 

Supervisor Checklist for Separated Employee Complete? Vacation Leave: Sick Leave: 

*If yes, attach with this form. Comp Pay: Holiday Pay: 
 

  PAY CHANGES  
 

Type of Change Previous Annual Salary New Annual Salary 

   
   
   
   
   

 

  COMMENTS  
 
 
 
 
 

  APPROVAL  

 
 

 

City of Texarkana 

PERSONNEL ACTION FORM  
 

Department Director   Date Human Resources Director/Manager Date 



 

 

Form 2 
 

 
 

 

 
 

VOLUNTARY RESIGNATION/RETIREMENT NOTICE 
 

Name:         Date :    

 

Title:         Dept :    

 

 

I hereby  give notice of my :     ___ Voluntary R esignation  

OR 

___ Retirement  

 

 

My last d ay of employment with the City of Texarkana  will be :    

  
                                Date  

 

Reason f or leaving:  

 

 

 

 

 

 

 

If changing residence, p lease write  forwarding addres s below for p ayroll 

purposes, email address  and cell phone number  for correspond ence :  

 

 

 

 

             

Employee Signature       Date  

 

 

 

 

Department Director:   Please f orward original f orm to Human Resources  

 

 

 

 

            



 

 

Form 3 
 

 

 

SUPERVISORõS CHECKLIST FOR SEPARATED EMPLOYEE 
(To be completed by the Supervisor)  

 

Employee:               

 

Department:         Title:        

 
1. If resigning or retiring, have employee complete Voluntary 

Resignation Notice (Form 4) .  A resignation letter may be substituted for 

the Voluntary Resignation Notice . 

 

2. Complete Personnel Action Form to remove from payroll and obtain 

appropriate management signatures.  

 

3. Send the completed Voluntary Resignation Notice  (or resignation 

letter) and Personnel Action Form) to Human Resources.   

 

4. Collect all City equipment from employee b y the last day of work.   

Examples Include:  

o Procurement/Cred

it Card(s)    

o Laptop Computer 

including Password  

o Employee ID Card  

(Return to HR)  

o Weapons  

  

o Gas Card  

o Cell Phone & 

Password  

o Radio(s)   

o Keys/Key Fob  

o Uniform(s)  

o Tools 

o iPads, MiFi & 

Passwords 

o Other  

 

5. Notify Information Technology to disable computer ID, passwords, 

and email account.   

 

6. Notify and deliver to Purchasing credit card, c ellphone and laptop 

computer.  

 

7. Cancel attendance in future training classes, seminars, or meetings as 

appropriate.  

 

8. Deliver key fob to Human Resources.  
 

 

9. Remove employeeõs name from Department routing/email lists. 

 

 

10. Other:          

 

 

Completed by:        Date:  

   Supervisor Signature  

 
 
 
 

Ç Completed  

Ç N/A  

 
Ç Completed  

Ç N/A  

 

Ç Completed  

Ç N/A  

 

Ç Completed  

Ç N/A  

 

 

 

 

 

 

 
 

Ç Completed  

Ç N/A  
 

Ç Completed  

Ç N/A  
 

Ç Completed  

Ç N/A  
 

Ç Completed  

Ç N/A  
 

Ç Completed  

Ç N/A  

 

 



 

 

Form 4 

 

 
WAGE DEDUCTION AUTHORIZATION AGREEMENT 

 

I understand and agree that my employer, the City of Texarkana , may deduc t money 

from my pay from time to time for reasons that fall into the following c a tegories:  

 

1. Any contributions I may make into a retirement  or pension plan sp onsored, 

controlled, or man aged  by the City;  

 

2. The balance of Per Diem advances from the City, if t here is a bala nce  remaining 

when I leave ; 

 

3. If I receive an overpayment of wages f or any reason, repayment of such 

overpayments to the City ; 

 

4. The cost to the City of personal long -distan c e calls  or faxes ma de on City 

phones /faxes  or on any City accounts ; 

 

5. The cost of rep airing or replacing City supplies, materials, equipment, uniforms, 

money, or other property that I may damage (other than no rmal wear and tear) , 

lose, fail to return, or t ake without appropriate authorization fro m the City during 

my employmen t (applies to non -exempt employees only);  

 

6. If I take paid vacation, sick, or holi day bank  leave in advance of the date I 

would normally be  entitled to it and  I separate from the City be fore accruing 

time to cover such advance leave, the value of such leave  taken in adva nce 

that is not covered.  

 

I agree that the City may deduct money fr om my pay under the above circumstances .  
I also acknowle dg e that I understa nd that the City pays its em p loyees fairly and that all 

work is compensated,  and no supervisor may a uthorize work  off the clock.  

 

I acknowledge that I must accurately record time worked and should contact HR, my 

supervisor or my supervisorõs manager with a ny questions. Non -exempt em ployees who 

work overtime without receiving proper authorization will be  subject to d isciplinary 

action, up to and including possible termination of emp loyment.  

I have read the above agreement and have received  Policy 4.04 Overti me.  

__________________________________  _______________________________ 

Employee Name (Printed)     Department       

  

__________________________________  _______________________________ 

Employee Signature      Date  

 

__________________________________  _______________________________ 

Human Resources      Date



 

 

Form 5 

 

 

 
APPLICATION FOR LEAVE DONATION 

 

Name:         Date: ___________________ 

Department:          Title: ____________________ 

 

Purpose for which this request is being made:  

             

             

              

Why does the employee  not have enough  leav e? 

             

             

              

 

What is the employee õs current status? 

Ç Working, but anticipating an extended absence due to surgery or hospitalization on 

or about (date) ________________.  

Ç Currently hospitalized.  

Ç Con va lescing  at home.  

Ç Ot her, please describe:           

              

 

DEPARTMENT DIRECTOR ACTION 

 

Ç Request Approved   Ç Request Denied  

Comments:  

             

              

 

 

________________________________   __________________________ 

Department Director  Signature    Dat e



 

 

Form 6 

 

 

 
Revised: 07/10/2014  

AUTHORIZATION TO TRANSFER ACC RUED LEAVE 

 

Name:  ____________________________________  Date: ____________________ 

 

Department: _______________________________   Title: _____________________ 

 

 

Note:  You must have at lea st an 80-hour  balance of the type of leave donated before 

you can pa rticipate .  

 

Chec k Type of Leave Donated:  Sick ___  Vacation ___  

 

I freely and volu ntarily authorize the imme diate transfer of ____  hours (4-hour 

increments , 40 hour maximum)  leave to t he  following empl oyee:  

 

 Name : ___________________________________________ 

 

Employee Number : _________________________________ 

 

I understand that all leav e transfers are final, and once processed by Payroll, are 

irrevocable.   

 

 

________________________________   __________________________ 

Employee Signature      Date  

 

 

 

HUMAN RESOURCES DEPARTMENT  

 

 

________________________________   __________________________ 

Human Resources  Signature    Date  Received  

 

__________________________ 

Time Received  

 



 

Form 7 

   RETIREE NOTIFICATION FORM 

  Group Health Coverage  

 

Name:              

 

Address:              
  Street Number  Street Name   City     State   Zip 
 

Department:          Title:       

 

Phone #        Retirement Date :     

 

Ç Yes     Ç No  Are you r etiring under the  Texas Munic ipal Retirement System?  

 

Ç Yes     Ç No  Have you been continually empl oyed with the Cit y the last five years ? 

 

Ç Yes     Ç No  Do you have other group heal th insurance available to you?  

 

Ç Yes     Ç No  Does your spouse or covere d dependents have  other g roup  health insurance 

available to them?  

 

Ç Yes     Ç No  Do you agree to i nform the City of  Texarkana  if you or a covered member of your 

family become covered  under another group health plan or entitled to 

Medicare?  

 

Ç Yes     Ç No  Do you understan d that premi um  amounts will change from year to year?  

 

Ç Yes     Ç No  Do you under stand that you ar e responsible for remitting the full amount of the 

premium by a spe c ific date, and if you fail to remit the required amount coverage 

will te rminate for you a nd your depe nd ents?  

 

Ç Yes     Ç No  Your supplemental life insurance is portable, but not at the cu rrent group rate.  Do 

you elect to continue your supplemental life insurance at the individual rate 

offered by the carrier?  

DECLINATION 

________ (initial) I understand t ha t I am eligible for group health coverage continuation; however, I 

hereby decline ret iree health coverage.  I understand that this is the only opportuni ty I will have to 

continue the Cityõs group health coverage. 

 

I understan d that I also hav e the right to  continue coverage subject to COBRA provisions for up to 

18 months, and that this dec lination will not jeopardize those rights under COBRA.  

 

I certify b y signature below that I have read the retirement provisions described in the Texarkana 

policy handboo k.  

 

Employee Signature:        Date:     



 

Form 8 

 

DISCRIMINATION AND/OR 

HARASSMENT COMPLAINT FORM 
 

 

Name:         Date:      

 

Title:               

 

Department:        Supervisor:       

 

 

Reason(s) for Unlawful Treatment:  
  

Ç Race   Ç National Origin  Ç Age   Ç Religion  

Ç Sex    Ç Disability   Ç Color  Ç Retaliation   

Ç Other  (Please  List):            

 

Briefly Describe the Nature of the Complaint.   Please explain wh y you believe discrimination and/or 

harassment has affected your employme nt with the City of Texarkana , Texas.  Where possible, specify the 

date(s) of t he incident(s) and n ame(s) involved.  If additional space is needed, please attach additional 

pages.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The City of Texarkana, Texas  will not tolerate employmen t discrim ination or harassmen t based 

upon an employeeõs or applicantõs race, color, n ational origin , sex, religion, disability, or age , 

according to Policy  6.04 Sexual and Other Un law ful Harassment . 
 

              

Employee Signature         Date



 

Form 9, Page 1 

 

EMPLOYEE GRIEVANCE FORM 

 

Grievant  Name:        Date:      

 

Title:          Department:     

 

 

EMPLOYEE GRIEVANCE  

 

HISTORY AND FACTS OF GRIEVANCE: 

Provide as much specific information as possible , including all pertinent names, dates, and places.  

Indicate  specificall y which section of the Employ ee  Handbook  you believe was violated  (if 

applicable) .  Attach addition al sheets if nece ssary. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

REMEDY SOUGHT: 

State specifically what act ion(s) you are requesting to resolve the  complaint.  

 

 

 

 

 

 

 

 

 

              

Grievant Signature       Dat e 
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STEP I 

 

IMMEDIATE SUPERVISOR RESPONSE 

Grievance response must be returned to th e aggrieved employee within ten  (10) working days of 

receipt.  Atta c h additional sheets and documentation if necessary.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

              

Supervisor Signature       Date  

 

 

 

GRIEVANTõS ANSWER TO SUPERVISOR RESPONSE:  

 

I accept the  resolution to St ep I:     Ç Yes  Ç No 

 

If answer is no, grievance must be submitted  to Step II within ten  (10) working days of receipt of 

Step I respo nse.  Give specific reasons why the  Step I response is unsatisfactory, and what further 

action(s) you are  requesting to re solve the  complaint.  

 

 

 

 

 

 

 

              

Grievant Signature       Da te  
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STEP II 

 

DEPARTMENT DIRECTOR RESPONSE (If Required) : 

The Depar tm ent Director may schedule a m ee ting with the employee  or provide a written 

response.  The written r esponse shall be provided to the employee within ten (10 ) work ing  days of 

receiving the grievance request.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

              

Department Director  Signature     Date  

 

 

 

GRIEVANTõS ANSWER TO SUPERVISOR RESPONSE (If Required ): 

 

I accept the resolutio n to Step II:     Ç Yes  Ç No 

 

If answer is no, grievance must be submitted to Step III within ten  (10) working days of receipt of 

Step II response.  Give specific reasons why the Step I I response is unsatisfactory, and what further 

action(s) you are reque sting to resolve the  complaint.  

 

 

 

 

 

 

 

 

              

Grievant Signature       Date  
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STEP III 

 

CITY MANAGER RESPONSE (If Required) : 

At a mutually agreeable  time, the City Manager may e lect to  have a  meeting with the employee 

informally or to convene a he aring.  Once the meeting or hearing has been held, the Assistant City 

Manager shall respond to the grievance within ten (10) days.  As per the Policy 6.03 Grievance , 

the decision of the City Manager is final and is not eligible for further appeal.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

____________________________________________  ____________________________ 

City Manager Signature      Date
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PERFORMANCE CORRECTION NOTICE 

 

 

Employee Name:          Date :        

 

  

Department :        Supervisor:        

 

 

Disciplinary  Level : 

 

   Verba l Correction  

 

    Written Reprimand  

 

   Suspension  (Dates :     ) 

  

   Demotion  

  

   Last Chance Agreement  

    

   Termination  

     

 

Occurre nce: (One sentence summary of  incident)    

 

 

 

          Performance  

 

   Conduct  

 

   Attenda nce  

 

 

Prior Notification s 

 Level of Discipline  Date   Subject  

 Verbal              

Written              
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Incident Description and Supporting Details : Includ e the following information: Description of Incident , Date 

of Occurrence, Persons Present as well a s Organizational Impact.  Attach additional page s, if necessary.  

 

 

 

 

 

 

 

Performance Correction Plan 

Immediate and sustained improvement is expected.  
 

1. Measura ble/Tangible Correction Goals :  

 

 

 

Targeted c ompletion date :         

 

 

2. Training or Special Direc tion Provided:   

 

 

 

 

 

3. Interim Performance Evalua tion  Date (If Necessary ):        

 

4.  In addition, I recognize that you may have certain ideas to improve y our performance. Therefore, I  

encourage you to provide your own Personal Correction Plan Input and Suggestions. Atta ch additional 

sheets if needed.  
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Outcomes and Consequen c es 
 

 

 

 

 

 

 

 

 

 

Scheduled Review Date  (if applicable) :         

 

Employee Co mments and/or Rebuttal  (Attac h Additional Sheets, if Needed)  
 

 

 

 

 

 

                                                               

       Employee Signature      

 

Employee Acknowledgmen t 
 

I understand that City of Texarkana  is an òat-willó employer, meaning that my employment has no spe ci fied term 

and that the employment relatio nship may be terminated any  time at the will  of either party .  I also realize that 

City of Texarkana  is opting to provide me with corrective action measures, and can terminate such cor rective 

measures at any time,  solely at its own discretion, and that the  use of progressive discipl ine will not chan ge my at -

will employment status.  

 

I have read the Performance Corr ection Notice and understand it. It has been discussed with me, and I hav e 

been advised to take time t o consider it before I sign it. Signing thi s, I commit to follow the Cityõs standards o f 

performance , conduct  and attendance .  

 
                                                                                                                                    

Employee Signature    Date   Supervisorõs Signature   Date  

 

 

 

 

Witness: (if employee r efuses to sign)   
 

 

                                                                   

Name      Date    

 
 

A copy of this 

document will be 

placed in your file.  
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Performance Improvement Plan  

 

The Improvement Plan should be co mpleted as a joint effort by both the 

supervisor and employee when a n employee receiv es an overall score òBelow 

Expec tationsó on their Coaching  Review  or disciplinary action .  Eac h 

competency that is òBelow Expectationsó should be numbered, listed below an d 

individually addressed. Concerns should be performance, attendance  or 

conduct based .   

 

Employee: ______________________                         Manager: ___________________ 

 

Date: ___________________________ 

 

 

This outlines the Performance Improvement  Plan to assist the employee in 

addressing the performance areas that were òBelow Expectationsó identified 

during his/her Coaching  Review on    .   

                        

    

The Improvement Plan includes:  

Å The Performance Co ncern  

Å The Performance that is required to meet the job requirement  

Å The Action and Support provi ded to correct de ficiencies  

Å Dates for subsequent observations, conferenc es, and/o r meetings to 

monitor progress on the plan  

 

 

 

Performance Concern:   

(Supervisor: List each performanc e competency that is òBelow Expectationsó) 

 

1.  

 

 

2. 

 

 

Performance Req uired:  

(Supervisor: Identify the performance that is expected)  

 

1. 

 

2. 
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Action/Sup port that will be provided:  

(Supervisor and Employee: List the training, mentoring activity, action pl an  to 

bring performance to òAcceptableó) 

 

1. 

 

 

2. 

 

 

Dates to monitor p rogress:  

(Supervi sor and Employee: Review is usually completed at 30, 60 and 90 days ) 

 

1. 

 

2. 

 

3.  

 

 

It is the employeeõs responsibility to utilize or reques t resources needed to carry 

out  these and/or other strategies to improve performance to meet the re quired 

Performanc e standard. Immediate and sustained improvement is expected. 

Failure to perform job duties in an acceptable manner will result in disciplina ry action 

up to and including  termination.  

 

Signature of Employee: ______________________   Date: _ _________________ 

 

Signature of Supervisor: ______________________            Date: __________________ 

 

 

Follow up Outcome:  

(Supervisor and Employee: List:  Date Reviewed / Competency R ev iewed / 

Outcome/ follow -up plan and dates as needed)  

 

1.  

 

2. 

 

3. 

 

Signature of Emp loyee: ______________________            Date: __________________ 

 

Signature of Supervisor: ______________________            Date: __________________ 

 
Forward original copy to HR 
Make a copy for both Supervisor and Employee
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                                 SUPERVISOR'S REPORT OF REASONABLE SUSPICION                    

                  -Confidential -          

 

Na me:         Date:      

Department :        Title:      

 

PROCEDURE 

 

This form is to be completed whenever there is reasonable suspicio n that an employe e 

is under the influence of alcohol and/or prohibited drug substanc e.  A supervisor and a 

Department Director shall note all pertinent behav ior and physical signs which le d them 

to believe that the employee is under the influence o f alcoho l and/or a prohib ited drug 

substance.  The Department Director shall contact Human R esources  for reasonable 

suspicion testing authorization.  In the event th at Human Resources  in unavailab le, the 

Department Director shall contact the City Managerõs office.   Upon authorizat ion, the 

employee will be required to undergo drug and/or alcohol t esting.  

 

PERSONS OBSERVING BEHAVIOR (At least one Trained Observer  requi red.)  

 

Name/Title:               

 

Name/Title:               

 

Date of Observation:       Time:        

 

Location:              

                            
Circumstances which existed to wa rrant the testing for reasonable suspicion were 

as follows:  
Yes No 

Evidence that an employee has used, possessed, sold, solicited, or transferred 

drugs while wo rking , while on the employer õs premises, or while operating the 

employerõs vehicle, machinery, or equipment.  

  

Observable phenomena while at work, such as direct obser vation of drug use of 

the physi cal symptoms or manifestations of being under the influen ce of a dru g or 

alcohol.  

  

Abnormal conduct or erratic behavior while at work or a significant  deterioration 

work performance.  

  

 

WRITTEN SUMMARY 

 

Summarize the facts  and circumstances of the accid ent or incident, employee 

response, supervisor actions, a nd any othe r pertinent infor mation not previously noted 

on this form.  Attach additional sheets  as needed.  
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OBSERVATIONS (Both observers INITIAL their observatio ns below .) 

 

ABILITY TO WALK 

Ç Normal  

Ç Falling   

Ç Grasping for Support  

Ç Moved In Circles  

Ç On  Hands and Knees  

Ç Staggering  

Ç Swaying     

Ç Unable to Walk  

 

APPEARANCE   

Ç Normal  

Ç Disheveled  

Ç Dirty  

Ç Odor   

    

ACTIONS 

Ç Crying  

Ç Profanity  

Ç Punc hing  

Ç Resisting 

Ç Sleepy  

Ç Threatening  

   

Ç FACE 

Ç Flushed 

Ç Pale  

ABILITY TO STAND 

Ç Normal  

Ç Need S upport  

Ç Rigid 

Ç Sagging Knees  

Ç Swaying  

Ç Unable To Stand  

 

EYES 

Ç Normal   

Ç Constricted  

Ç Contacts/Glas ses 

Ç Dilated  

Ç Droopy Lids  

Ç Bloodshot  

Ç Watery  

 

MOVEMENT OF HANDS 

Ç Trembling  

Ç Uncoordinated  

 

BREATHING 

Ç Normal  

Ç Deep  

Ç Gasping  

Ç Laboring  

Ç Rapid  

Ç Shallow  

Ç Slow 

 

SPEECH 

Ç Normal  

Ç Abusive  

Ç Boisterous 

Ç Confused  

Ç Crying  

Ç Hoarse  

Ç Incoherent  

Ç Rambling  

Ç Rapid  

Ç Shouting  

Ç Silent 

Ç Slobbering  

Ç Slow 

Ç Slurred 

Ç Stuttering  

Ç Whispe ring 

 

ODOR OF 

ALCOHOL/DRUG 

Ç No 

Ç Yes 

 

Ç OTHER:               

              

 

SIGNATURES  

  

Supervisor : Based on my observations noted on th is checklist, I recommend  /  do not 

recommend  (circle one ) that an alcohol/drug t est be administered . 

 

Supervisor Signature          Date       

 

Department Director : Based on my observat ions noted on this checklist, I recommend  /  

do not recommend  (circle one ) that an alcohol/drug test be a dministered.  

 

Department Director  Signature       Date       
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Contac t the Human Resou rces  Department immediately after completion of this 

checklist to p roceed.  

 

 

 

HUMAN RESOURCES DIRECTOR (OR DESIGNEE) ACTION 

 

Employee underw ent :  Ç alcohol  test Ç drug tes t    

 

Date :           Time:      

 

Location:               

 

Employee refused  test ing : Ç Yes  Ç No  

Comments:              

 

              

 

              

 

 

 

              

Human Resources  Director (or designee)     Date
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Confiden tial  

City of Texarkana  

Employe e Request for Accommodation Form  

 

Applicant or Employee  Name:     

 

 

 

 

 

 
Date:    

 

Position or  Title:    
 

Department/Supervisor:     

 
Applicant or Emplo yee ð Please complete this section, and return the completed form to 

the Human Resources department. Req uest is confidential and will only be shared with 

those who have a r ight to know.  

Identify your condition(s) and indicate how you believe each conditio n af fects your ability to 

perform the essential duties of the position:  

 

State the requested accommoda tion(s) and any alternatives.  

 
Human Resources Use only  

 

Date  Recei ved:    Date  (s) reviewed:     

Accommodation approved or  denied:      

Summary of outcom e (attach any supporting documents) Request 

for Appeal, yes or no  

Date  Received:    Dates  Reviewed:              

Summary of outcome (attach any supporting  documents)  

Signatur e of ADA Coordina tor  or designee:  Date     

 

 














