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!NTRODUCT10NS

CITY OF KINGSVILLE

The City of Kingsville was incorporated in 19'11. ln 1926 a Home Rule Charter was adopted and in 1986 a
Commission - City Manager form of government was established. The City Commission consists of the Mayor
and four Commission members, elected at large, for two-year terms. The Commission is responsible for
passing ordinances, adopting the budget, and appointing committees.

The Commission appoints the City Manager, City Attorney, and the Municipal Court Judge. The City Manager is

the Chief Administrative and Executive Officer and is responsible for carrying out policies and ordinances of the

City Commission. The City Manager oversees the day-to-day operations of the City, presents an annual budget
and appoints all other City employees.

The City of Kingsville is a full service municipality which provides a range of seruices to include public safety -
police and fire protection, emergency medical services (ambulance), animal control, building inspections,
garbage/brush collection and disposal, landfill services, street maintenance, water and wastewater services.

CITY COMMISSION VISION AND VALUES

The City of Kingsville Commission promotes the safety, health and general well-being of the community within

the bouhds of filcal responsibility while preserving and advancing the quality of life resulting in exceptional civil
pride. The Kingsville City Commission has established the following to state their goals for the City of Kingsville

and its employees.

VISION ST,ATEilfENT

As a result of our efforts, citizens will

{. Access the highest quatity of customer focused city services available at a reasonable cost.
|Communication ) Professrbnal, Competent staff
I Convenience, Accessibitity )' Use of technology and media in all areas posslb/e

) Customer Service ) Value of Cosf
I Effective n e ss/Efficie ncy

2. Live in a safe, secure and healthy environment
) Adequate tighting I Emergency Management
) Adequate water and services, drainage ) Public health seryices
I Community policing I Sanitation
) Effective, efficientfire and police protection

3. Live in a clean environment that enhances and protects the quality of their lives.
> Air Quality ) RecYcling
) Litter control/sanitation ) Water Quality
) Open Space

4. Be enriched by a range of cultural arts and recreational opportunities provided through citywide
initiatives and supporteO Uy ttre collaborative efforts and agreements with other governmental entities,
charitable and nonprofit organizations, and private entities.
) Athletic activities ) Performing arts
) Fesftua/s ) Public Art

) Museums I Teen center
) Parks

Introduction
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5. Participate and contribute to the health and future of our community.
> Advisoty boards and committees
> Community education programs
> Efficient access to information and

services via technology and media

6. Easily travel to, within and from the community
I Thoroughfare plan
) Traffic flow

) Economic development compatible
with community values

> Job oppottunities

City of Kingsville Administrative Policies and Procedures Manual

I Focus groups
) Volunteer programs

> Well maintained and clean streets, sidewalks and
pedestian paths

> Reasonable cost of living
I Strong retail envionment
I Touism, conventions

7. Contribute to and benefit from living in a strong diverse economic environment.

> Protection of propefiy values

8. Live in well-planned neighborhoods suited to community interests and lifestyles.
> Gentrification of older neighborhoods I Planning/zoning
> Neighborhood parks for multi-generational use > Traffic management
> Pedestrian mobility

9. Be enriched by fostering quality and long-term relationships with local, statewide, national, and
international interests in the City of Kingsville
> Community suppott ot Military Members and Dependents; Veterans
> Enhance development oppotTunities for Texas A & M LJniversity-Kngsvilte
> Preserve and suppott the U.S. Naval Ai Station Kingsville
> Promote Athletic Competitions & Events, Wildlite & Heritage Events
> Quality of living for Senior Citizens, Vy'inter Texans

CORE VALUES
The City Commission of Kingsville also recognizes that how we go about the delivery of services and programs
is important to achieving our vision. We must therefore, foster an organizational culture that is built on the
following Core Values.

LJ Commitment
We will foster an organizational culture that promotes commitment from all employees to the vision, mission and
core values established in this plan. We recognize that our success is dependent on our ability to meet our
seNice commitments in an effective and caring manner. Our dedication and professionalism willie evident as
we follow-up on our promises to ensure that our commitments have been met in a customer friendly and quality
manner.

tr lnnovation
We will continue a tradition of creativity and innovation in the delivery of municipal services. We will seek out
and apply ionovative approaches in providing the best service to our customers. We will openly share our
successes and areas needing improvement with others to affect continuous improvement to the standards of
excellence in Kingsville.

! lntegrity
We will safeguard public trust by ensuring that our actions are consistent with our vision, mission and core
values. We are dedicated to a standard of values that promotes honesty and ethical behavior. We will treat our
customers, as we would want to be treated and deliver the highest level of customer service possible.

Introduction
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E Leadership
We will build a team of highly qualified individuals to advance our leadership role in the community. We are

dedicated to quality-focused principles and performance excellence in everything we do. Each of us willset high

individual standards to ensure that our customers are provided quality service in a timely and cost efficient
manner.

! Sensitivity
We are committed to promote a workforce that respects and values diversity in our community. We must also be

respectful and tolerant of the many ideas, emotions and circumstances of those living and visiting our

community. We will promote the highest possible service for all customers while being sensitive to the

differences among ourselves and the customers we serve.

D Teamwork
We recognize the strength in teamwork and that our success is dependent on our ability to perform as a highly

effective-team. Through effective teamwork we are able to harness our energy, creativity and resources to

design and implemenl programs and services that are the best that they can be. We will work cooperatively
within all levels of our organization and with our partners to achieve our common vision.

SIATEMENT OF MANAGETdENT VALUES

E To provide all citizens of our community with services of exceptional quality in a caring and responsive
manner.

E To provide the City commission with sound and protessional staff support.

C To recognize the value and importance of each employee and encourage the participation of all employees in

the management of municipal affairs.

t] To establish a spirit of interdepartmental cooperation based on positive and honest communication,
understanding and mutual respect.

Introduction
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May 2011

HUMAN RESOURCES MISSION STATEMENT

The mission of the Human Resources Department is to support the goals and

challenges of the City of Kingsville by promoting a work environment that is
characterized by fair treatment of staff, open communications, personal

accountability, trust and mutual respect. We will seek and provide solutions to
workplace issues and support the City in meeting its goals through it most

valuable resource - it's PEOPLE.
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CITY OF KINGSVILLE POLICIES AND PROCEDURES MANUAL

The City of Kingsville Policies and Procedures Manual is designed to acquaint employees with the City of
Kingsville and provide information about working conditions, employee benefits, a;d policies affeiting
gmployment. These policies apply to all employees of the City unless specified otherwise. Employees of th6
City include all personnel which the City of Kingsville contributes 50% or more of the departmdnt'! operating
budget.

This manual describes many of the responsibilities of an employee and outlines the programs developed by the
City to benefit employees. lt is the responsibility of each employee of the City to compl/ with the policies in this
manual, and with all other rules and regulations implemented in accordance with these'policies. Any written or
olal statement by a supervisor or department director contrary to the personnel policy manual is invalid and
should not be relied upon by any prospective or currenl employee.

No employee manual can anticipate every circumstance or question. The City reserves the ght to revise,
supplement, or.rescind any policy or portion of the manual from time to time as ii deems approprijte, at its sole
and absolute discretion, with the-exception of the employmenlat-will policy. The empioyment-at-will policy
means that the employee or the City may end the employment relationship at any time foi any reason or no
reason. Employees will be notified of such changes to the manual as they occur.' The language used in this
policy is not intended to create, nor is it to be construed to create a contracibetween the City-anri'any one or all
of its employees.

Quesilons as to the interpretation or understanding of any policy or practice may be addressed to your
department director or the Human Resources Department. The Human Resources Department administers the
City's personnel funclions and employment policies in accordance with applicable federal and state laws. As a
matter of Policy, all personnel records and policy administration shalL be the responsibility of the Human
Resources Department. All references to the City of Kingsville personnel policy shail ,""n ih" policies most
recently approved by City Commission.

The City wishes at the outset to relay some of its rights, which include but are not limited to the following:

. Hirlng,. directing, assigning, discharging, disciplaning, and recalling employees;, Establishing wages, hours, working conditions, allocating, and asiigning work;. Determining the quantity and quality ofwork to be performedi and. Management and control of premises and equipment.

lndividual Department Rules and Policies
Each individual department may have departmental policies and procedures which are separate from or are in
addition to the policies and procedures listed in this manual. Ail departmental pollcies and procedures must
have the approval of the City Manager or designee. Departmental policies and procedures ale to be followed:
however, no policy or procedures shall be inconsistent with the bity of Kingsville policies and Frocedures
Manual Should such a situalion exist, the city of Kingsville's Administrativd Policies and procedures shall
supersede the conflicting department policy.

With the exception of matters of appointment and other personnel actions reserved to the City Commission by
statue or ordinance, the final authority on personnel decisions is reserved for the City Manajer or designated
staff.member' Although major areas of policy are defined in this manual, there may i:e situaiions that are not
specifically cited, ln these instances, the city Manager retains the right to establish policy.

The City Manager retains discretionary authority in all personnel matters under the authority of the
office of City Manager.

Introduction
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POLICY NO. 1OO.OO ADMINISTRATIVE POLICIES AND PROCEDURES MANUAL

Unless specifically stated otherwise, the policies and procedures in thls Admlnistrative Policies an.
Procedures Manuil shall apply to all Employees; regular full-time, non-exempt and exempt regular part-time,
Civil Service, or temporary, who work tor the City of Kingsville, Texas to include personnel in departments
which the City of Kingsville provides 50% or more o, their operating budget.

This Administrative Policies and Procedures Manual is provided for your use as a ready reference for City personnel

policies and procedures, work rules and some of the City's benefits. Accordingly, you will find it to your advantage to

read the entire manual promptly so that you will have a complete understanding of the malerial covered.

Please understand that these policies and procedures are by no means exhaustive. There are a number of procedures

and rules dealing with our City functions, which are established by laws, regulations and standards that are dictated by

state and federa-i authorities, and are followed by the City. There are policies and procedures that are maintained in

certain departments of the City which apply only to Employees of that departrnent. For this reason, you should always

contact your Department Direitor or the Human Resources Department if you have a circumstance or question for which
you cannot locate an answer in the manual.

Approved: August 28, 2006

POLICY NO. 1OO.O1 HOW TO USE THE MANUAL/APPLICABILITY

Begin by examining the Table of Contents to find the section you are interested in. Examples: Equal Employment
Opportunity, Policy No. 110.

Scan ihrough the appropriate section of the Table of Contents to find the correct subject and title of the policy you are

interested i-n. SuU.ieci headings are for groupings of similar policies, while titles refer to specific policies, procedures,

or directives. A ieference n-umber is located ln the upper left-hand corner of each policy or procedure. Turn thc
pages of the section until you come to the correct reference number.

To help you fulty utilize the contents of these policies and procedures, the following definitions may be helpful to you:

Policy - A statement of overall philosophy and direction, describing goals to be accomplished and programs to be

established.

Procedure - A specific and detailed statement of the means and methods by which management implements a policy.

APqroved: August 28, 2006

POLICY NO. 1OO.O2 CHANGING A POLICY OR PROCEDURE

While every effort will be made to keep consistency in the work environment, there will be times when it is necessary

or desirable for the City to change a policy or procedure in this Handbook. When a situation arises that requires the

institution of a newrevised poticy, the following procedure will be adhered to:

> Department Directors will forward a draft of their proposed policy, procedure, or directive to the Director of
Human Resources for study and consideration by the City Manager.

> After the City Manager has approved the first draft of any proposed policy, Human Resources may provide the

draft to othe; directors for review with their staff. The extent of departmental review will be determined by the City

Manager based on the nature of the policy.

> Departments shall forward written feedback and suggestions to the Human Resources Department within ten

(10) working days.

Chapter l
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! After reviewing depa(menta, input, the Human Resources Director shall present a draft along with all
recommendations from other departments to the City Manager for final review and authorization for placement on
the City Commission agenda.

> After approval by the City Commission, the Human Resources Department shalt copy and foMard the
new/revised policy, procedure, or directive to all employees.

No poticies, procedures, or administrative directives affecting all departmenls
properly communicated and distributed by the Human Resources Department,
approva L

Approved: August 28, 2006

Chapter 1
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considered offlcial unless
City Commissioner's final

POLICY NO. 1OO.O3 UPDATING THE ADMINISTRATIVE POLICTES AND PROCEDURES MANUAL

The Human Resources Department will be responsible for the indexing of all policies or procedures. The Human
Resources Department will periodically distribute a new index for cross-referencing purposes.

When you receive an updated policy or procedure, remove the obsolete version from your book and throw it away.
Be sure that you have a match of the section, subject, title, page number and reference number to assure thal the
new version is entered into lhe Manual in the correct place. The new policy/procedure will have a new effective date,
and that date will appear, in writing, on the document.

Approved: August 28, 2006

POLICY NO. 101.OO AT.WLL POLICY STATEMENT AND DISCLAIMER

The policies and procedures set forth in this Administrative Policies and Procedures Manual are not a binding
employment contract. This manual provides general guidelines only and none of these provisions are contractual in
nature. All employment with the City of Kingsville is "at-will," meaning that employment may be terminated at any
time, with or without notice, for any reason or no reason, by either the City of Kingsville or the employee.

This Administrative Policy and Procedures Manual is not a contract guaranteeing employment for any specific period
of time. Either the City of Kingsville or the Employee may end the relationship at any time, with or without cause,
notice or reason. No director, supervisor or representative other than the City of Kingsville's City Manager has the
authority to enter into any agreement guaranteeing employment for any specific perlod of time or to make any written
or oral promises, agreements or commitments contrary to this policy. Further, any employment agreement entered
into by the City Manager will not be enforceable unless it is in writing.

This Administrative Policy and Procedures Manual replaces and supercedes all earlier City of Kingsville personnel
practices, policies and guidelines.

Approved: August 28, 2006

POLICY NO. 1O2.OO ORGANZATION OF MUNICIPAL EMPLOYEES

Any employee of the City government may join, organize, or maintain membership in an employee or labor
organization if he so desires. The City neither encourages nor discourages these activities, nor does membership or
non-membership in an employee or labor organization affect the employee's standing or rights as a City employee.
The policy herein stated is in accordance with the provisions of the statute of the State of iexas and the Charter of
the City of Kingsville.

Pursuant to Texas law, it is illegal for City employees to strike or picket or take any action that interferes with the
ordinary and orderly conduct of the City governmenfs business.

Chapte. 1-100 Policies
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Unless provided by appropriate slatute, governmental employees of Texas cities have no legal right to bargain
collectively. Consistent with this policy, State law denies to City officials the power to enter into a collectiv'
bargaining contract or unconditional promise with any employee group or employee organization, Collectiv
Bargaining is a bilateral process for achieving a collective agreement between an employer and an accredited
representative of employees concerning wages, hours and other condilions of employment.

However, the City of Kingsville desires to provide fair and equitable treatment to all employees. Commensurate with
its ability to pay, tne City of Kingsville wishes to pay wages, grant fringe benefits, and otherwise create conditions of
employment similar to those given employees by comparable public jurisdictions and private business and industry in
the Kingsville area.

ln order to insure that employees' concerns about such issues are heard, the City encourages employee
associations to meet with staff to discuss such issues. The City retains the unilateral right to make all final decisions.

Municipal employees participatang in an employee organization or other association or union activities are required to
conduct such attivities on theii own time and not during regularly assigned working hours with the following
exceptions: 1) An association or union representative assisting a fellow employee in the presentation of a grievance

may utilize such time during working hours as is essential for presentation of the grievance; however, preparation of
grievances shall be on the employee's own time; and,2) Employee association or union offlcials (president, vice-
president, and/or secretary-treasurer) may meet on City time with departmental supervisors or the City Manager or
ilis representative when iuch meeting times are fixed with the knowledge of the appropriate supervisory officials
conceined. Departmental superyisors must be notified at least twenty-four (24) hours before lhe scheduled meeting
time.

Supervisory employees carry responsibilities and duties in the management of the City's business that may be

incompatible with [heir membership in an employee association or union. The City Manager recommends that
supervisory employees noi belong to any association or union in which non-supervisory employees are also
members.

Solely as a convenience to City employees who may wish to belong to an employee association or labor

organization, the City of Kingsville deducts dues when specifically authorlzed to do so by the employee, and where

de-ductions are in aclord with the pollcy for payroll deduction established by the City Commission. The procedure for
initiating or canceling any such payroil deduction shall be as established by appropriate administration regulation

lnitiatio-n or cancellaiion bf suciL plyroll deduclion will in no way affect an employee's job or standing as a City

employee.

ln interpreting this statement of policy, City officials and employees should realize that nothing herein should be

construed as an abandonment or resiriction of the City's goveming policy with respect to employee conditions and

the treatment of its employees. The provisions of the State statute, the City Charter, and the proper exercise of the

authority of City-appointed officials and other supervisory employees shall in no way be restricted or impaired by

provisions of this personnel policy 
Approved: August 2g, 2ooo

POLICY NO. 11O.OO PERSONNEL PHILOSOPHY, EQUAL EMPLOYMENT OPPORTUNITY, AND AFFIRMATIVE

ACTION

The City's primary Human Resources objective is to select personnel who meet high standards of personality,

character, education and occupational qualifications, who can carry on our work with competence, who have capacity

for growth and who will become a living part of our City's operations.

The City realizes that its fundamental strength and future groMh depend directly upon the contribution made by each

person within its administration, that productivity and efflciency result from real job satisfaclion and from the

bpportunity each person receives and accepts for his individual self-development. All Human Resource

AOhinistrjtive Policies and Procedures as adopted by the City Commission or Administrative Procedures or Polices

approved by the City Manager are established to fulfill the City's human resources objectives and goals,

Chapter 1
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The City believes that all persons are entitled to equal employment opportunity and does not discriminate against its
Employees or applicants because of race, color, religion, sex, sexual preference, national origin, ancestry, age, marital
status, disability, veteran status or any other basis prohibited by federal, state or local law. Equal employment
opportunity will b€ extended to all persons in all aspects of the Employer-Employee relationship, including but not limited
to recruitment, hiring, training, compensation, promotion, transfer, discipline, layoff and termination.

The City is also committed to affirmative action in all aspects of its employment environment, and all terms and
conditions of employment.

Approved: August 28, 2006
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POLICY NO. 2OO.O1 CLASSIFICATION SYSTEM

Every budgeted position is alloc€ted into a classification that includes positions with similar duties and

responsibilities. Substantial similar positions are grouped together and treated as equivalent with regard to personnel

and salary administration.

Class specifications prepared by the Human Resources Department describe the range of duties performed by

employees in the class. Specifications include essential and marginal function statements, qualifications, and working
conditions of the class. Class specifications are generic, describing major duties and functions. They are not intended
to describe specilic positions in detail.

Official class titles are used in all personnel, payroll, accounting, budget appropriations and functional records and

transactions. Official class titles must be used when processing transactions. A coding system is used to designate
each class in the system.

The Human Resources Director is responsible for the administration and maintenance of the classification system
and may initiate studies of individual positions, series of positions, classes, occupational groupings or organizational

units to ensure and maintain the integrity of the classification system. When the need for a new class arises, the

Director will recommend a new class iitte and develop class specifications for the new classilication. See Appendix
A-1 for the most recent City of Kingsvilte Job Classification and Compensation Plan approved by City Commission

Reclassification
The process for reclassifying, adding and deleting positions is as follows:

Step 1 -The Human Resources Director shall conduct classification reviews, evaluate and propose the classification
level of new positions, suggest an appropriate reclassification whenever duties of an existing Position change, and
review the Classification Plan to ensure equitable classification of positions.

Step 2 - Suggestions for any changes shall be presented to the City Manager for consideration.

Step 3 - The City Manager shall authorize a presentation to the City Commission regarding the proposed changes to

the City ot Kingsville Job Classification and Compensation Plan.
Allocation of p-ositions to a classification will be made on the basis of a whole job analysis to include but not limited to

consideration of required expertise, decision-making, supervisory responsibilities, management control, contacts,
physical effort and working conditions.

Department Directors assist in this process by identifying any changes in the organization which include changes in

function, organizational relationships, work methods; proposed new positions; changes that have been or are to be

made in the duties and responsibilities of any departmental positions.

When reclassification and restructuring occur and the employee does not meet the minimum qualifications of the

classification their position has been reclassified to, they must have been performing the essential functions of the
position at a satisfactory level for at least six (6) months prior to the reclassification. lf they do not meet the six (6)

month requirement, the Department Director may request a waiver of this provision

upon the request of a Department Director in a manner that is
not only the needs of the individual department but the needs

Classification and position reviews will be conducted
fair, equitable and objective, taking into consideration
and requirements of the City as a whole.

City of Kingsville Admioistraiive Policies and Procedures Manual
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City of Kingsv"le Administrat ve Po「cies and Procedures Manual

POLiCY NO.201.00  RESPONS:BILITY TO ESTABLiSH COMPENSAT:ON

The City Manager,or his designee,sha‖ be responsible for administering the cOmpensation Plan including but not
‖mited toi the processing of salary advancements,the determination of proper salary rates,and the preparation of

recommendalons and intia‖ on of approved comparable posliOns outside CIy employment The Cψ  Commission
sha‖ consider any changes recomrnended by the City Manager and the changes sha‖ be effective upon favorable
action by the City Commission  See Appendix A-l for the most recent City of Kingsville Job Ciassiflca‖on and
Compensation Plan approved by Clty cOmmission

The City sha‖ establish a wage and hour administration policy in compliance with the Fal「  Labor Standards Act
(FLSA)

スρρrO1/edス″gυs1 2a 2θ06

POLiCY N0 220.00  PERSONNEL DES:GNAT:ON

Unctassried Personnei
Unclassified personnel are a‖ City employees exceptthe fo‖ owing:

The City Manager, or his designee, shall have the responsibility for administering all pe6onnel matters in connection
with unclassified personnel including, but not limited to, the recruitment and screening of such peBonnel and the
preparation of class specifications including job descriptions and desirable qualifiiation requirements for the
unclassified positions.

Glassified Personnel
Employees in classified positions are fire and police personnel covered by Texas Local Government Code Chapter

Approved: August 28, 2006

POLICY NO. 23O.OO PERSONNEL ADMINISTRATION

The City Manager, or his designee, shall develop a program of overall personnel administration including, but not
limited to, in-service training and career development, organization and staffing studies, long-range reiruitment
activities, employee and vehicular safety programs, and a management-employee relation pla-n foifurthering the
cooperation of employees and supervisors on personnel matters.

Approved: August 28, 2006

POLICY NO. 24O.OO EMPLOYEE DEFINITIONS

The following detinitions apply to employment with the City.

Regular Full-Time - A "regular full-time Employee" is one who is regularly scheduled to work 40 or more hours per week,
and has been employed by the City for at least 180 consecutive calendar days and not classified as a temporary,
contract or leased employee.

Regular Part-Time - A "regular parttime Employee" is one who is regularly scheduled to work less than 30 hours per
week and has been employed by the City ,or at least 180 consecutive calendar days. Unless otheMise stated in a
particular Employee benefit plan, Regular Part-time Employees are not eligible for City-lponsored Employee benefits.

Elected offcial of the Cly

Cty Attorney
City Manager
Assistant City Attorney

Chapter 2
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Cily ofKingsville Administrative Policies and Ptocedures Manual

Ptobationary Employee - A "probationary Employee', whether "full-time" or "part-time' is one that has been employed

for less than 180 consecutive calendar days for the City.

Temporary/Contraculeased Employee - A Temporary, Contract or Leased Employee is one who is hired, or is under

contract to work for a defined lime to meet a special business need or emergency. Temporary, Contract, or Leased

Employees are not eligible for City-sponsored Employee benefits, even if the duration ot their employment extends

beyond the original agreed-upon length of time.

ExempUNon-Exempt - Whether in probation, regular full-time, regular part{ime or other status, Employees are generally

classified as either "exempt' or ''non-exempt."

An exempt Employee is one who, under the provisions of the Federal Fair Labor Standards Act, state or local law, does

not receive additijnal pay for overtime work. Exempt Employees are paid a salary to compensate them for all hours

worked in a week. Exempt employees are expected to put in the hours necessary to complete their assignments in a
timely basis and produce a quality work product. Exempt status is based on the duties and responsibilities of an

individual position, the required educational leveland the salary received.

A non-exempt Employee is one who does not meet the federal, state or local exemption requirements and is entitled to

receive additional pdy for any overtime worked. Non-exempt Employees are sometimes referred to as "hourly"

Employees and ara entitled to overtime at one and one-hatf their'regular hourly rate' for any hours worked in excess of

40 hours during the workweek.

civil Service Employee - A'Civil Service Employee" is a commissioned police officer or firefighter employed by the

City, but excluding any commissioned peace officer employed by the City not covered by Chapter 143 or Chapter
'174 of the Texas Locai Government Code. Statutory provisions of the Texas Local Government Code and, in certain

cases, the terms of a collective bargaining agreement, govern and control the terms and conditions of employment of

Civil Service Employees. Where ihe teims of an applicable collective bargaining agreement or the Texas Local

Government Code conflict with the provisions of these Policies and Procedures, the collective bargaining agreemen'

or the provisions of Texas law control as to those Civil Service Employees.

All City employees except Civil service personnel are "at will"-meaning that either the City or the individual may

terminate their employment or service to the City at any time, for any reason, or for no reason.

Approved: August 28, 2006
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city of Kingsville Administrative Policies and P.ocedures Manual

POLICY NO. 31O.OO JOB POSTINGS

It is the City's policy to assist in the professional development of all its Employees by posting open employment
positions and by givrng preference to qualified City Employees whenever an open employment position is being fitled.

ihe following procedure has been established to ensure that announcements of vacant positions are posted on a

timely basis on specifled bulletin boards at City locations.

ldentification of Job openins
Open job positlons ,^,iil be tdentified by the submission of a 'lob vacancy" form by the Department Director to the

Human Resources Department.

lnternal Positions
Non Civil$en tce positions within the City will be considered "lnternal" until posted within the guidelines of this policy.

The minimum posting time for all "lnternal Positions" should be five (5) working days. lf five (5) working days have

passed and thd position is still not filled, it can be revised to an "Open Position" and posted as described in the next

section.

Open Positions
Wtren -a position nas been determined to be open to the general public, it should be posted as indicated:

A. professional - Professional positions are posted for a minimum of five (5) working days. Based on the

difficulty in recruiting for this position, the Department Director may elect to open the position for longer than five

days. li lhe Departrient Direitor does not have a sufficient number of qualified applicants as of the posted period

closing date, the closing date may be extended.

B. Managemengsupervision - ManagemenUsupervision positions are posted fora minimum of llve (5) workin

days. Based o-n tne Oificulty in recruiting for this position, the Department Director may elect to open the position fo.

longer than iive days. lf the Departmeni Director does not have a sutficient number of qualified applicants as of the

posted period closing date, the closing date may be extended.

C, Technical/Para-Professional - All technical/para-professional positions are posted for a minimum of five (5)

working days. Based on the difficulty in recruiting for this position, the Department Director may elect to open the

positio; foalonger than five days. lf the Department Director does not have a sufficient number of qualified applicants

as of the posted period closing date, the closing date may be extended.

D, Office/Clerical - All office/clerical positions are posted for a minimum of five (5) working days. Based on the

difficulty in recruiting for this position, the Department Director may elect to open the position for longer than five

days. li the Departrient Direitor does not have a sufficient number of qualified applicants as of the posted period

closing date, the closing date may be extended.

E. Service/Maintenance - All service/maintenance positions are posted for a minimum of five (5) days. Based

on the difficulty in recruiting for this position, the Department Director may elect to open the position for longer than

five days. lf th6 Departmen'l Director does not have a sufficient number of qualifled applicants as of the posted period

closing date, the closing date may be extended.

F. Temporary/seasonal - Most temporary/seasonal positions are posted. However, some immediate

appointments can be made by the Human Resources Director in emergency situations
AqProved: August 28' 2006
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POLiCY NO.32000

City of Kingsville Administrative Policies and P.ocedures Manual

POSTING TIMETABLE FOR CIVIL SERIVCE POSITIONS

Posting requirements for civil service positions are governed by Texas Local Government Code Chapter 143 and
applicable collective bargaining agreements and applicable departmental policies and procedures.

The Human Resources Department must refer to existing eligibility lists or exhaust previously screened candjdates
before posting a civil service position.

Approved: August 28, 2006

POLICY NO.330.00  RECRUiTMENT AND HIR:NG― NON―C:VIL SERViCE POSIT:ONS

The City only accepts employment applications for positions that are currently vacant.

POLIGY NO. 330.01 EMPLOYEE REOUISITION

Approved: August 28, 2006

When a job vacancy occurs, or if a new position is approved, the department will submit an Employee Requisition
Form (Appendix B-2) to the Human Resources Department. The Employee requisition is then submitted to the
Human Resources Director for approval. The Human Resource Department shall forward the form to the Finance
Department to verify funding and the Finance Department shall forward the form to the City Manager for approval.
The City Manager may approve the requisition form and forward to the Human Resource Department for processing.

Approved: August 28, 2006

POLICY NO. 330.02 RECRUITMENT

lnternal: When the vacancy has been determined to be an "lntemal Position," an "lnternal Position" job
announcement will be prepared and posted on the bulletin boards outside the Human Resources Department and
other designated areas in City facilities.

Exteraal When the vacancy has been determined to be open to the general pub‖ c,job opportunity announcements
will be prepared and sent to the requesting department/division, and will be posted on the bulletin boards outside the
Human Resources Department and other designated areas at City facilities, The requesting deparfnenudivision will
ensure thatjob opportunity announcements are posted in their areas.

Positions (except internal) will be advertised in the classified sections of the local news media.

Prospective applicants will be required to show proof of employability as outlined in the lmmigration Reform and
Control Act of 1986.

The Human Resources Department staff will review applications and refer all applicants that meet the minimum
requirements for employment with the City, conduct initial interviews upon request and, after the closing date, refer
all applicants to the hiring Department Director who initiated the Employee requisition. Department Directors, as a
member of the interview committee, will interview the reJerred applicants and make the flnal decision for employment
based on job related requirements, qualifications, and past employment verification. ln the case of an employee
applying for a position in a department other than where he is currently employed, the interviewing Director may
contact the employee's current Director regarding the employee's job performance. The Human Resources
Department shall conduct employment verification checks on applicants prior to the final employment decision.

The Department Director will make the final selection and document the selection/rejection reasons for all
interviewed applicants on the interview forms provided. The Department Director shall promptly return the
applications to the Human Resources Department.

Chapter 3
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The Department Director will indicate a preferred slarting date for the successful
coincide with the new Employee processing and must be coordinated with the
Exceptions must be approved by the Director of Human Resources.

City ofKingsville Administrative Policies and Prccedures Manual

candldate  Hiring dates should
Human Resources Departmen'

Appro1/edス tlgυ s1 2a 2θ06

POLICYNO.33O.O3 DISQUALIFICATION

An applicant shall be disqualified from employment consideration for appointment if the applicant:

. Does not meet the qualifications necessary for performance of the duties of the position involved;

. Has made a false statement of material fact on the application form or supplements thereto;

. Has committed or attempted to commit a fraudulent act at any point in the employment process;

. Has an unsatisfactory driving record as defined in City of Kingsville Policy # 880.00 Driving Policy;

. For any other reasonable grounds relating to iob requirements.

Such factors as medical, financial, personal or employment difficulties shall not necessarily disqualify an applicant
from consideration. Each case shall be individually evaluated in relation to reasonable standards for the type of

The Human Resource Depa(ment will extend the offer of employment to the successful candidate and agree on a
starting date. All offers are contingent upon results of the driver's license check, drug screen, physical examination if
requirel and the ability to produce documents of employability as outlined in the lmmigration Reform and Control Act
of '1986. The new Employee/Transfer Employee sign-up will include the completion of necessary forms (including the
l-9), physical examination, if required, police record check, identification card, and produce proof of employability and

any other pre-employment requirements. lt is also the Human Resources Department's responsibility to notify th

applicants not selected for the position.
Approved: August 28, 2006

POLICY NO. 330.05 NEW EMPLOYEE ORIENTATION

On the first day of employment the new Employee and the Department Director will complete, sign, and forward the
New Employee Orientition Checklist (Appendix B-1) to the Human Resources Department. Within 3 weeks after, the

employment date, all new Employees must attend an orientation session to learn more about the City, including
Employee relation services, beniflts, policies and procedures. Opportunity will be provided for questions and

discussions during this odentation. The Human Resources Department will schedule and conduct this orientation.

posltion involved

POL:CY NO.330 04  NEWrrRANSFERRED EMPLOYEE PROCESS

スpprovedス tlgυsf 28,2006

Approved: August 28, 2006

POLiCY NO.33006  C!VIL SERVICE HlR:NG AND RECRUITMENT PROCEDURES

Please referto the most recent Civ‖ Service Statutes forthe employment process for civ‖ service Employees

Approved: August 28, 2006

POLICY NO.34O.OO PROFESSIONAL SEARCH AND RECRUITMENT

This policy directive applies only to executive, management, and senior professional positions.

With the approval of the City Commissioners, the City may employ the services of personnel search firms f(
executive, senior professional and management positions when suitable applicants cannot be expeditiously locateo

through the regular recruitment process. The guidelines for use of personnel search firms are as follows:

Chapter 3
3
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> The department seeking to fill the position must submit a written request to the Director of the Human Resources
Department before employing the services of a search firm. The department, in consultation with the Director of
Human Resources, will select the firm.

> The City shall select firms with hiring objectives compatible with the CAy in terms of qualifications, affirmative
action considerations, and other policies and conditions of employment.

> The City Manager must approve the negotiated fee and contract for payment prior to submission to the City
Commissioners for final approval, unless the fee is less than 910,000 in which the City Manager shall have final
approval. The department seeking to fill the position must provide a written request for payment and all supporting
information to the City Manager for foMarding to the City Commissioners.

> The payment of professional fees shall be in accordance with the approved contract and policies regarding such
services. The department seeking to fill the position shall provide the funds necessary to pay for incurred fees.

Approved: August 28, 2006

POLICY NO. 35O.OO FAIR CREDIT REPORTING ACT

As part of the employment application screening process for some employment positions, the City shall use a credit-
reporling agency to conduct personal background checks and credit checks on applicants for employment. The
information received from the credit reporting agency may come to the City in the form of a "consumer credit report."
The consumer credit report may contain information pertaining to the applicant's credit worthiness, credit standing,
credit capacity, character, general reputation, personal characteristics, or mode of living. The consumer credit report
may also contain information relating to the criminal record or history of the applicant.

As required by law, the City shall provide disclosures to applicants and gain their authorization prior to the City
commencing any of the checks designated under FCRA.

Under the federal Fair Credit Reporting Act ('FCRA"), as well as under some states'laws, an Employee has certain
legal rights pertaining to any consumer credit report requested by the City regarding the Employee. Before taking
any adverse action regarding an individual's application for employment, the City must provide to the individual with a
summary of his or her legal rights under FCRA, a copy of the consumer credit report containing any information
which leads to an adverse decision regarding employment, and the name, address and telephone number of the
consumer reporting agency that provided the consumer credit report.

City of Kingsville Administratjve Policies and Procedures Manual

Approved: August 28, 2006
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City ofKingsville Administrative Policies and Ptocedures Manual

POLICY NO.41O.OO ELIGIBILITY FOR PROMOTIONS, TRANSFERS OR REASSIGNMENT

Employees are generally not eligible for promotion until they have served in their present employment Position fc

180 consecutive days. However, employees may apply for promotion even if they have not served in their present

employment position for 180 consecutive days. This policy shall not preclude the City from promoting employecs
who have served less than 180 days. All job positions shall be filled based upon the Employee's education, skills,
qualifications and ability to perform the essential functions of the job as specified in the applicable iob descriptions
and specifications. Promoted employees will be required to restart the 180 day probationary period upon

commencement of the new position.

Transfers, the re-assignments of Employees from one position lo another lhat does not involve promotion, may be

initiated at any time. Employees desiring a transfer to an open employment position should apply for the position and

discuss their desire to transfer with both Department Directors involved in the transfer. Transfers may, at the request
of an Employee, require a demotion under cerlain circumstances. Where an Employee desires to transfer into a
position tirat- represents a demotion, the transfer will not be considered disciplinary action and shall not reflect
negatively on the Employee's employmenl record with the City.

Hourly employees shall commence at the step of pay as designated by the current City of Kingsville Job

Classification and Compensation Plan approved by City Commission. (Appendix A-1)
Approved: August 28, 2006

POLICYNO.4lO.O1 RESIDENCY

Residency requirements for Employees of the City shall be based entirely on the requirements of the position held by

the Employee as determined by the City Commissioners and the City Manager, or by City ordinance, policy, or
procedure.

Department Directors may establish reasonable response time requirements for certain positions which may b

subject to emergency re;all and/or periodic service on a stand-by slatus. A definition of and guidelines for
establishing reasonable response time in the case of an emergency will be explained by the Employee's Department
Director atihe time of employment and/or at any time when job requirements or response time guidelines change.

Unless residency is required by the City Commissioners, the City Manager or by City ordinance, policy or procedure,

Employees of the City ahall noi be required to nor be discriminated against for not establishing a residence within the

Citi limits. However, ability to meet established response time requirements for some positions will be considered a

condltion of employment. 
Approved: August zB, 2006

POLICY NO. 42O.OO NEPOTISM POLIGY

The City will not contribute, through employment, internal advancement or transfer process, to the creation of any

inequity or impropriety among its Employees.

ln a department comprised of more than one division, an applicant related within the second degree of affinity or

within the third degree of consanguinity to a City Employee employed in that division will not be eligible for
employment within the same davision. An applicant for a job in a department consisting of no divisions who is related
within ihe second degree of affinity or the third degree of consanguinity to an Employee of the department will not be

eligible for employment in that department.

An applicant for a job in a division which reports to or serves as staff liaison to a City board oJ commission is

ineligilile for employment in that division if ihe applicant is related within the second degree of affinity or the third

degree of consanguinity to any member of the board or commission.
Aplroved: August 28, 200F
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City of Kingsville Administrative Policies and Procedures Manual

FAMILIAL RELATIONSHIPS DEFINED. KINSHIP

For the purposes of this policy, the following shall constitute familial relationships:

Consanguinity (Blood Relationship)

POL:CY N0 420.01

1"t Deq ree
Father
Mother
Son
Daughter

lst Degree
Spouse
Father-in-law
Mother-in-law
Son-in-law
Daughter-in-law
Stepson
Stepdaughter
Stepfather
Stepmother

2nd Degree
Grandfather
Grandmother
Brother
Sister
Grandson
Granddaughter

3d Deqree
Great Grandfather
Great Grandmother
Great Grandson
Great Granddaughter
Uncle
Aunt
Nephew
Niece

lf any issues should arise as lo the degree of a relationship not listed above, such relationship shall be characterized
as set forih in the Texas Government Code, Chapter 573, Degrees of Relationship; Nepotism Prohibitions.

An applicant shall be requested to list and shall list all relatives employed by the City or serving on a board or
commission of the City on his appllcation for employment. lntentional misrepresenlation of family relationships shall
result in immediate revocation of job offers and immediate termination of employment.

No current Employee may be appointed or promoted to any Department Director's span of responsibility that is
related within lhe second degree of affinity or the third degree of consanguinity to that Department Director. ln no
event shall the City allow the direct supervision of any employee within the first degree of afflnity or the second
degree of consanguinity to their supervisor.

ln the event of promotion or marriage between two City Employees, the following shall apply:

! lf the affected Employees are employed in different departments or different divisions of a department, those
Employees may remain with the City.

> At the discretion of the Department Director, married Employees may remain and work in the same division or
department provided that one is not directly reporting to the other and neither is in the same chain of command.
The affected Employees may report to the same director. lf however, the affected Employees are unable to meet
this criterion, then one must seek a transfer to another division of that department or another department. The
decision shall be made and agreed upon by those Employees involved, provided however, if they are unable to
agree, the employee with the least amount of seniority shall be required to transfer.

Affinity (Mariage Relationship)

2nd Deqree
Spouse's Grandfather
Spouse's Grandmother
Spouse's Grandson
Spouse's Granddaughter
Brother-in-law (Sister's spouse)
Sister-inJaw (Brotheis spouse)
Brother-in-law (Spouse's brother)
Sister-in-law (Spouse's sister)
Stepbrother
Stepsister

Chapter 4
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City ofKingsville Adminiskative Policies and Procedurcs Manual

An Employee seeking a transfer will be considered for any City position for which he is qualified but cannot remain in

the existing division ior more lhan ninety (90) days. Qualiflcations being equal, the transferring Employee shall be

given prefdrentiat treatment. lf a suitable position cannot be found by the end of this period, one of the two must b(

ierminated or be subject to reassignment if another position is available. The selection of which employee must be

reassigned and the nature of the reassignment is subject to the sole discretion of the City Manager.
Approved: August 28, 2006

POLICY NO.42O.O2 BOARDS AND COMMISSIONS

If an Employee is akeady employed with the City, then the Employee is not required to transfer or resign upon the
appointmeni of a relativ-e to a 

'board 
or commission of the City. An applicant is not eligible _for. 

a position of
eiriployment that serves as the liaison to a board and/or City Commission within the 2nd degree of affinity or the 3rd

degree of consanguinity.
ApProved: August 28, 2006

POLICY NO. 43O.OO U.S. CITIZENSHIP AND OTHER LEGAL REOUIREMENTS

As a condition of employment, each Employee of the City must have a valid social security number. Additionally,

each Employee of ttre dity shall be either a citizen of the United States or a legally documented alien with an

approved work visa or permit.

Procedurey-ffiiGnts for employment with the Cig will be asked by the Human Resources Department to provide proof of

United States citizenship or legal eligiLility to work in the U.S. in the form of a birth certificate, naturalization

paper, social security card, UiS. palsport, and a pictured identification card; i.e., driveas license or other

documents as specified in the lmmigration Reform and Control Act of '1986.

> Applicants who cannot demonstrate either United States citizenship or status as a legal alien with approval tc

work in the United States will not be considered for employment.

United States citizens or whose visa or work permit expires shall be

Approved: August 28, 2006

! Employees who lose their status as
terminated.

POLICY NO. 430.02 MINIMUM AGE

The City's minimum age for regular employment will be eighteen (18) years of age. The only.exception will be for

selected seasonal andTor temporary positions when prescribed differently by federal or state law. ln no case are

individuals younger than sixteen (16) years of age eligible for employment

A birth cer$ficate and a minor's work release will be required of each applicant who is under eighteen (18) years of

age prior to employment with the city 
Approved: August 2g, 2006

POLICYNO.43O.O3 MEDICALEXAMINATIONS

New Hire - External Apolicant
Apd6ts offered postt'o"s in alljob classifications will be required to pass a physical examination administered by a

pnysician selected by the City. N6 one who is given a medical examination shall be emPloyed unless the examining

bnysician certifies thit the person meets the i.rinimum standards of physical fitness required for the position. See

Appendix A-1 for listing ofjob classifications.

> physical examinations required by the City for an external applicant otfered a position shall be at the expense or

the City of Kingsville.

Chapter 4
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Caty of Kingsville Administrative policies and procedures Manual

Current Citv Emplovee - lnternal Applicant
Employees will be required to have a physical examination if an employee:- accepts a position that requires a higher level of physical activity as determined by the position's job description.- accepts a position that requires a commercial driver's license, and/or- has a potenlial health problem or lack of physicalfitness which prevents the performance of his/herjob duties.

D Physical examinations required by the City for promoted, transferred, or current Employees shall be paid for by
the City. Time spent by an Employee in waiting for and receiving a physical examinalion shall be considered
hours worked for pay purposes.

> Medical examinations paid for by the City are the property of the City and shall be confidential. A copy of the
medical examination report shall be available to the Employee upon written request.

! When the City requires a physical examination or physician's report concerning an illness or injury suffered by an
Employee, the examination shall be at the expense of the City and performed by a physiciin lelected bf the
City. Such examinations will be authorized by the Director of Human Resources only.

> The reports of the physicians involved, along with the demands of the job and the Employee's abitity to perform
the job duties will be the basis for a decision regarding continued employment with the Ciiy. Final decisions will
be made by the City Manager and the Director of Human Resources.

Approved: August 28, 2006

POLICYNO.43O.O4 DRUG/ALCOHOLTESTING

It is the policy of the City to require Employees and applicants given a conditional otfer of employment to be
screened for drugs and/or alcohol according to the City of Kingsville's Substance Abuse policy tt6. tiSO.OO. nny
applicant with a positive drug and/or alcohol test result shall not be eligible for hire. Tests snill be conducted by
authorized personnel as listed in Substance Abuse Policy # 830.00.

Employees shall be required to have a drug and/or alcohol test as follows:- ipon promotion or transfer to another position,
- when selected on a random basis, and/or
- yhgn the Employee's Department Director delermines there is a reasonable suspicion of drug and/or alcohol use

in the workplace.

Conditions of Emplovment

> Drug and/or alcohol testing required by the City for promoted, transferred, or current Employees shall be paid for
by the City. Time spent by an Employee in waiting for testing shall be considered hours woried for pay purposes.

> Department Directors are responsible for notifying the Human Resources Depa.tment of any situations involving
reasonable suspicion testing.

Pavment for Druq andror Alcohol Testinq
D Drug and/or alcohol tests paid for by the City are the property of the City. A copy of the medical examination

report shall be available to the Employee upon request,

> When an employee contests the results of the drug test, the employee is responsible for the cost of retesting.
See Substance Abuse Policy # 830.00.

The .reports of the physicians involved along with the demands of the iob and the Employee's abitity to perform the
job duties will be the basis for a decision regarding continued employment with the City. Final decisions will be made
by the Ciiy Manager and the Director of Human Resources.

Approved: August 28, 2006

Chapter 4
4

Chapte.4-400 Policies



City of Kingsville Administrative Policies and Procedures Manual

POLTCY NO. 430.05 CtVtL SERVTCE

ln the case of rejection of a Civil Service applicant for appointment, or for promotion, Texas Local Government Cod.
Chapter 143 Municipal Civil Service proceedings shall apply, if the applicant wishes to challenge the re.iection.

Approved: August 28, 2006
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POLICY NO. 5OO.O1 ORIENTATION PERIOD

PurDose
A.iob orientation period allows for the assessment of employee qualifications, performance, and general suitability to
meet position requirements and standards. This orientation period also provides the employee the opportunity to
determine if the position meets their expectations.

Hourly, non-civil service, employees entering the competitive service shall be required to successfully complete an
orientation period of six months from the date of hire. Hourly rate increases shall correspond to the current City of
Kingsville Job Classification and Compensation Plan schedule (Appendix A-1). The Classification Range
corresponding with the Step (number of years of consecutive City service) shall establish the employee's hourly pay

rate. The department supervisor or director shall complete an evaluation form after the employee's completion of the six
month orientation period.

Exempt employees entering the competitive service shall be required to successfully complete an orientation period

of six months from the date of hire.

Beginning salaries for exempt employees shall correspond between the position's minimum and maximum range on

the City of Kingsville's Management Level Schedule (Appendix A-1).

Compensation increases after orientation shall correspond to the City of Kingsville's Job Classification and

Compensation Plan schedule as approved by City Commission.

When an active employee is hired, promoted or transfened to another position, the employee will commence a new six

month orientation period in the new position. Hourly rate increases shall correspond with the cunent City of Kingsville
Job Classification and Compensation Plan schedule. The department supervisor or director shall complete an

evalualion form after the employee's completion of the six month orientation period. lf the selection to the new position

requires special licensing or certification, the employee shall be provided the period of time permitted by law to
acquire such license or certification.

Approved: August 28, 200b

POLICY NO. 5OO.O2 UNSUCCESSFUL COMPLETION OF ORIENTATION

lf the employee is unable to successfully complete the orientation period, the City shall terminate the employmenl
relationship. lf the person held a position with the City prior to the orientation period, the City shall give the person

the opportunity to return to their former position at the rate of pay corresponding to the position, provided the
previous position has not been filled.

Approved: August 28, 2006
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POLICY NO. 600.01 SERVICE GREDITS

ln determining creditability service for fringe bene{its, and seniority purposes, service shall be credited based on
current uninterrupted employment.

Approved: August 28, 2006

POLICY NO, 600.02 HEALTH INSURANCE
All elected officials and full-time employees in the competitive and civil service and such other employees meeting
health plan eligibility requirements shall be offered health benefits in accordance with the following provisions:

A. Elected officials and fulltime employees shall be offered coverage under the City's group medical plan.

B. Elected official and eligible employees may elect to have their dependents covered under lhe health plan with
the City contributing a percentage of the premiums as established by the City Commission.

Approved: August 28, 2006
Revised: Septembet 25, 2017

POLICY NO. 600.O3 LIFE INSURANCE
The purpose of this policy is to communicate the life insurance program for the City of Kingsville employees and other
eligible members of the City Commission to identify eligibility requirements.

Life insurance offers employees and their families' important financial protection. The City of Kingsville provides a
basic life insurance plan to fulltime employees and eligible members of the City Commission equalto either $10,000
or one year's salary not to exceed $50,000.

The City of Kangsville pays all premiums associated with this policy. Employees do have the option to waive this
coverage.

Eligible participants in the life insurance plan are subject to all terms and conditions of the agreement between the
City and the insurance carrier. Each new eligible member shall complete enrollment forms at the time fulFtime
employment or City Commission term begins. Contact the Human Resources Department for additional information
about life insurance benefits.

Approved: August 28, 2006
Revised: Septembet 25, 2017

POLICY NO. 600.04 TEXAS MUNICIPAL RETIREMENT SYSTEM (TMRS}

TMRS Retirement Plan
To identify eligibility requirements for employees to participate in the Texas Municipal Retirement System (TMRS),

the retirement system administered on a statewide basis,

Participation in the Texas Municipal Retirement System provides for monthly pension benefits at retirement.

Eliqibilitv tor Enrollment
At the time of employment, all full time eligible employees are enrolled in the TMRS pension plan.

Contributions
Contribution rates and other policies of ihe City's TMRS Plan are determined by the City Commission and are subject
to change.

Contributions to TMRS are mandatory forfulltime employees. Currently, the employee contributes 7% oftheir earning
each pay period. The contributions are tax deferred and made through payroll deductions. Vesting generally occurs
5 years after the first contribution. Cunently, the City's contributions at retirement are approximately 1.5:1 .

Chapter 6
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lnterest Earninqs
Employee deposits earn interest on an annual basis, credited to the employee's account each year. prorated interest
occurs only during the year in which the employee retires.

Benefits at Retirement
Generally, employees may retire after 240 month (20 years) of TMRS credit, regardless of age. Military Service and/or
previous governmenl employment contribute service credit toward earlier retirement.

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

Employees should 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 al www.tmrs.orq or contact the Human Resources Department.

Approved: August 28, 2006

POLtCy NO.600.0s coNsoLtDATED OMNTBUS BUDGET RECONC|L|AT|ON ACT (COBRA)

To outline the eligibility and procedures for extended health insurance through the federal Consolidated Omnibus
Budget Reconciliation Act (COBRA).

COBRA gives employees and/or dependent(s) the opportunity to continue health insurance coverage under the City,s
health plan when a qualifying event would normally result in the loss of eligibility. Some common qu-alifying events ire
resignation, lermination of employment, death, reduction in hours, an implbyee's divorce, legal sipalation, or a
dependent child no longer meeting eligibitity requirements.

Under COBRA, the employee or beneficiary will pay the full cost of coverage at the City's group rale plus an
administrative fee. When a qualifying event occurs, contact the Human Resources Departme;t ddetermine COBRA
eligibility.

Approved: August 28, 2006

PoLlcY NO.610.00 PERSONNEL FTLES: RECORDS OF EMPLOYMENT

The City of Kingsville maintains an official personnel file in the Human Resources Department on each employee
including such information as the employee's lob application, resume, performance evaluation forms, personnel aciion
forms and other employment records. The City shall follow the records control schedule as mandated by state law and
City Ordinance.

Approved: August 28, 2006

POLICY NO. 610.01 RESTRICTIONS AND CONFIDENTIALITY OF FILE

P-ersonnel files are the property of the City, and access to the information they contain is restricted. However, release
of informalion contained in the personnel file is subject to the Public lnformation Act. lnformation contained in the
personnelJile, exempted information deemed confidential by law or other information that is exempt from disclosure
under the Public lnformation 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 the file.

Medical records are maintained separate from the personnel file and will not be released to the public, unless required
by law. An employee or former employee may choose not to allow public access to information that relates io the
employee's home address, home telephone number, or social security number, or that reveals whether the employee
has family members, by signing a Written Non-Disclosure Form (Appendix C-1) at the time of employment, terminaiion
or retir€ment. An employee or former employee may also laler choose to open access to such information by signing
an aulhorization of release of information to another business entity.

Chapter 6
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POLICYNO.610.02 RELEASE OF EMPLOYEE INFORMATION/REQUESTS FOR EMPLOYMENT
REFERENCES

All requests for information, written or verbal, from persons outside the City concerning job applicants L

currenuseparated employees must be refened to the Human Resources Department. Wthout a signed release from
the Employee specifically designating the party to whom employment information is to be released, the Human
Resources Department will releese only the dates of employment, position held and current or final salary information.

No one but the Human Resource Department is authorized to release information concerning the employment history
of a City Employee- Letters of recommendation written for a current, retired or separated employee must be approved
by the aity Manager or Director of Human Resources, A copy of the letter shall become a part of the Employee's file,

Approved: August 28, 2006

POLICY NO.61O.O3 EMPLOYEE ACCESS TO FILE

Employees lvho wish to review their own file shall contact the Human Resource Department to schedule an

appointment. With reasonable advance notice, employees may review their own personnel file in the Human Resource
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.

Approved: August 28i, 2006

POLICY NO. 610.04 PERSONAL DATA CHANGES

It is the responsibility ofeach employee to notify the Human Resources Department within one (1)week ofany changes
in personai data, such as name changes, marital status, physical and mailing addresses, telephon€ numbers, and

emergency contacts. For employees with dependent insurance coverage, the number and names of dependents must

also 5e kept up to date, Adilitionally, employees should contact Human Resources for any changes to beneficiary

designation on any insurance policie! and retirement packages and any changes to an employee's W-4 designation.
Approved: August 28, 20c

POLICYNO.6lO.O5 HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY COMPLIANCE POLICY
(HIPAA)

(1) The Gity of Kingsville is a covered entity as defined by HIPM and we do maintain healthcare and related plans' ' 
that are subjeci to H|PM requirements. The City of Kingsville shall comply with federal HIPAA rules and

regulations in regards to protected health information (PHl) maintained by the City.

HlpM regulations will be followed in administrative activities undertaken by assigned personnel when they involve
pHl in any of the following circumstances: health information privacy, health information security and health

information electronic transmissions.

The City of Kingsville will consider any breaches in the privacy and confidentiality of handling of PHI to be serious.

Disciplinary action will be taken in accordance with our workplace policies.

The City of Kingsville has designed a HIPM compliance office, (HCO), and questions regarding policy provisions

should 
-be 

addrissed to the HaO. This policy is supplemented by new operating procedures issued by the HCO_

and will be effective immediately. City rlcords that are governed by this policy will be maintained for a period of
no less than six years, and when the niaximum retention period has passed, the records will be subject to the City's
policy for completed record deskuction.

(2) Health lnsurance Portability and Accountability (HIPAA)
The City of Kingsville hai adopted a polict that protects the privacy and confidenliality of- protected health

informaiion (pHliwhenever it is used by City representative. The private and confidential use of such information

will be the respoirsibility of all individuals with job duties requiring access to PHI in the course of their iobs.

Chapter 6
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PHI refers to individually identifiable health information received by the company's group health plans and/or
received by a health care provider, health plan or health care clearinghouse that related to past or present health
of an individual or for payment of health care claims. PHI information included medical conditions, health status,
claims experience, medical histories, physical examination, genetic information and evident of djsability.

The City of Kingsville has designated the Human Resources Director as the HIPAA Compliance Officer (HCO),
and any questions or issued regarding PHI should be presented to the HCO for resolution. THE HCO is also
charged with the responsibility for a) issuing procedural guidelines for access for PHI; b) developing a matrix for
personnel who will need access to PHI; and c) developing guidelines for describing how and when PHI will be
maintained, used, transferred or transmitted.

Annually or as necessary, the City performs enrollment, changes in enrollment and payroll deduction, provides
assistance in claims problem resolution and explanation of beneflts issues, and assists in coordination of benefits
with other providers. Some or all of these activities may require the use or transmission of PHl. Thus, all
information related to these processes will be maintained in confidence and employees will not disclose PHI from
these processes for employmenlrelated actions, except as provided by administrative procedures approved the
HCl. General rules are as follows:

Disclosures that do not qualify as PHI-protected disclosures include:
> disclosure of PHI tothe individualto whom the PHI belongs,
! requests by providers for treatment and/or payment,
> disclosures requested to be made to authorized parties by the individual PHI holder,
> disclosures to government agencies for reporting or enforcement purposes, and
> disclosures to workers' compensation providers and those authorized by the workers' compensation providers.

lnformation regarding whether an individual is covered by a plan for claims processing purposes may be disclosed.

lnformation external to the health plan is not considered PHI if the information is being furnished for claims
processing purposes involving workers' compensation and/or short or long term disability and medical information
received to verify ADA or FMLA status.

Personnel records and disclosures of PHI will be maintained for a period of six years as required by federal law,
unless a state law requires longer retention period. Records that have been maintained for the maximum interval
will be destroyed in a manner to ensure that such date is not compromised in the future in accordance with the
City of Kingsville's record destruction policy.

Approved: August 28, 2006

POLICY NO. 620.00 GENERAL COMPENSATION POLICY AND PAY ISSUES

The type of work required influences the compensation an Employee receives including but not limited to hours worked,
the training required, quality ofwo* performed, personal attitude of lhe Employee, professional experience, and the length
of satisfactory service rendered. Both an Employee's initial compensation and any subsequent changes in compensalion
shall be approved by the City Commission.

No Employee shall receive compensation at a rate that exceeds the rate indicated for the Employee's classification or
grade as shown in the City's current Job Classification and Compensation Plan (Appendix A).

スpprO′ed:ス tlgυst 28.20θ 6

POL:CY NO.620.01   PAY‐DAY

A‖ City Employees are pald on a bi weekly schedule,every other week on Thursdays
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POLICY NO. 620.02 OTHER PAY ISSUES_DISTRIBUTION OF PAYCHECKS

Depa(ment supervisors or their designee distributes paychecks and/or pay stubs. Every effort will be made to avoid erro
in the paychecks. Should an error be discovered, the Employee should contact Finance Department. Similarly, in th.
event that a paycheck is lost or stolen, the Employee should notify a Department Director or the Finance Depafiment
immediately. lf the City is able to place a "stop-payment" on the paycheck, the Employee will be issued a replacement
check.

Upon voluntary separation, an employee's final pay check will be available at the Human Resources Oepartment on the
next regular pay day. Upon involuntary separation, an employee's final paycheck will be available at the Human Resources
Department no later than six (6) calendar days following the day of separation. Employee must coniact the Human
Resources Department in writing if requesting other anangements.

Approved: August 28, 2006

POLICY NO. 620,03 WORKING HOURS AND TIME.KEEPING

ln order to meet the needs ofthe residence of the City, Employee work-hours may be varied, and will be set by the director
of each department.

Employees are responsible for assuring that their time worked and any leave taken, is properly reported to and recorded
by the City. Hourly and non€xempt Employees are expected to keep and maintain weekly time reports, which must be
approved by the Employee's Department Director or Designee at the end of each pay period. lt is the responsibility of each
Departrnent Director/Supervisor to instrucl new employees as to how time is recorded and maintained.

Tampering with employee time reports is skictly prohibited. Employees who violate this policy or any other City policy shall
be subiect to disciplinary action up to and including termination of employment.

Approved: August 28, 200'
Revrbed SepfemDer 1 5, 201

POLICY NO- 620.04 OVERTIME PAY

This policy and procedures section applies to non-exempt employees. Overtime for fire and police civil service
employees may be governed by the terms of their respective collective bargaining agreements.

Overtime will be authorized or directed only when it is in the interest of the City and is the most practicable and

economical way of meeting work demands and deadlines. When reasonably requested, all non-exempt employees
will be expected to work overtime. All overtime worked shall be either speciflcally requested or approved by the

Employee's Department Director prior to the employee actually working overtime except in cases of emergency
situations. Compensation of overtrme will be made by additional pay in accordance with applicable state and federal
laws, based upon the "regular rate of pay" as defined by the Fak Labor Standards Act (FLSA). Non-exempt City
employees entitled to overtime pay will be paid one and one-half (1%) hours lor each overtime hour worked and

recorded on the employee's timesheet. Overtime is calculated on a weekly basis and is based upon hours worked by

an Employee in excess of40 hours per week. The work period begins at 12:01 a.m. on Sunday and ends at 12:00

midnight on Saturday.

Holidays, Vacation time, sick leave, safety, funeral, emergency, iniury, .iury duty or other non-work related paid

absenies will not be counted as time worked for purposes of calculating overtime. Compensatory time shall not be

used in lieu of paid overtime unless requested by the employee and approved by the Department Directorand approved
by the City Manager.

Exempt employees are paid a salary for performance of theirjobs and are not generally eligable for compensatory time
off or overtime pay for time worked in excess of their standard workweeks. Exceptions may be made by the City's
Emergency Management Director for exempt employees, because of critical proiect demands during periods when tt
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emergency services policy is activated and a state of emergency is recognized by FEMA, who_must work extracrdinarily
longer hours for a short period of time.

The only other exceptions to this policy are as set out hereafter, For work performed on an official City Holiday, see
Policy 720.1 - Compensation for Holidays. lf a non-civil service City employee is called out to work beyond normal
business hours, then the employee shall be paid one and one-half (1 1/2) hours for each hour worked outside of normal
business hours.

Violations of this policy, as with any other City policy, may resull in an Employee's discipline, up to and including
termination of employment.

Working non-approved overtime is prohibited and, although paid, may result in an Employee's discipline, up to and
including discharge for repeated offenses.

Approved: August 28, 2006

POLICY NO, 620.05 PAYROLL DEDUCTIONS

Federal income tax, as well as Social Security (FICA) and Medicare tax, will be deducted from all paychecks as required
by law. The amount of this deduction will be determined on the basis of earnings and number of dependents disclosed by
the Employee, according to the schedule prescribed by the lnternal Revenue Service. A statement of total annual earnings
and tax withheld will be provided to each Employee no later that January 3lsrofthe year following the earning period.

Other deductions from wages may be made for certain purposes, such as to permit an Employee to participate in an
Employee welfare benefit to include health insurance plans or pension benefit plan of the City. However, other lhan lhose
deductions authorized by federal or state law, no deductions will be made fiom an Employee's wages without the
Employees' specific written authorization.

Approved: August 28, 2006

OTHER COMPENSATION

ln addition to the kinds of pay customarily factored into the'FLSA regular rale of pay' certain Employees may, in specified
circumstances, be eligible for other kinds of compensation as shown below.

POLICY NO. 630.01 LONGEVITY

Longevity pay applies only to Civil SeNice employees within the Police and Fire Departments as designated by their
perspective collective bargaining agreements.

For each year of service, eligible employees shall receive $4.00 per month of civil service employment up to a maximum
of 25 years. The Employee may receive longevity pay on a bi-weekly basis or on an annual basis paid in the 1d pay period
of December of each year.

Chapter 6
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POLICY NO. 630.02 NIGHT SHIFT DIFFERENTIAL PAY

Police Department-Non-Exempt, Non-Civil Service Employees of the Police Department whoare requked to work the
rotating shifts will receive Shift Differential Pay of $15 per pay period.

No Shift Differential Pay is authorized for any Employee not expressly elagible for such Pay under this policy.

Approved: Septenber 1 1, 201 7
Effective Date: October 1, 2017

POLICY NO.630.03 EMERGENCY CALL PAY

Non-exempt hourly Employees who are called into service for emergency duty (i.e., an un-planned, unscheduled or
unanticipated work assignment) will receive no less than 2-hours of compensation at their overtime rate of pay. After the
employee has received a two (2) hour minimum, the employee will be paid only for actual time woked for the remainder
of that twentyJour (24) hour period at their overtime rate of pay.

Work assignments scheduled in advance by an employee's supervisor, lvhich may involve a schedule change, are not
eligible for Emergenry Call Pay.

Approved: August 28, 2006

POLICY NO. 630.04 SEPAMTION PAY

Exempt and Non-Exempt Regular full-time Employees having completed 180 continuous days of City service who separate
from employment for any reason, other than FMLA leave or military leave under USERRA, will be paid all wages due plus

the following:

Vacation Leave -Maximum of 120 hours of accrued Vacation Leave. All accrued vacation leave in excess of this
amount is frcrfeited.

Pre-1984 Sick Leave: Maximum of 720 hours of Pre-1984 Sick leave shall be paid at separation. All Pre-'1984 Sick

Leave in excess of 720 hours shall be forfeited. Pre-1984 Sick Leave shall count on an hour per hour basis.

Non-Exempt Regular full-time Employees having completed 180 continuous days of City service and separate from

employment are also eligible for the following:

Sick Leave -lf the maximum of Pre-1984 Sick Leave is not reached then one-half (12) of accrued Sick Leave up to a

maximum of 720 hours shall be paid at separation. All accrued Sick leave in excess of this amount is forfeited.
Combination of Pre-1984 Sick Leave and Sick Leave shall not exceed 720 hours.

> Employees having completed less than 180 continuous days of City service, who separate from employment for any

reason, other than for military leave under USERRA, shall forfeit all vacation and sick leave accruals.

!. Civil Service Employees of the City's fire and police departments shall be paid according to cunent contract
specifications.

Approved: August 28, 2006
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INCENTIVES AND AWARDS

POLICY NO. 640.0,I SAFETY INCENTIVE PROGRAM

Purpose: The purpose of this policy is to establish guidelines and policies for administration of the Safety lncentive
Program. All monetary incentives are subject to taxes, federal withholding and other employee required contributions such
as retirement. Monetary incentives may vary based on budget allocations.

Scope of Policv
The provisions for the Safety lnventive Program awards shall be applicable to all employees (regular full-time, part-time
and temporary) employees, excluding (Civil Service, and those governed by Collective Bargaining).

Definitions
lncldent - Any incident that results in damage to a City vehicle, another vehlcle, City property, or other property owned by
an outside party.

Preventable - An incident that would not have occuned if the employee had used sound judgment, had followed
proper safety and operatlng procedures and/or had used proper care.

Unpreventable - An incident, which would have occuned irrespective of proper action by the employee.

Occupational - An incident which occurs at the workplace and leads to the physical injury of an employee and
results in loss of time or the need for beatment by a physician.

Vehicle - Any piece of mechanized, rolling equipment, which is either operated on the pubtic roads and highways or off
the road on other property (e,9. automobiles, hucks, tractors, heavy equipment, etc.)

l. Safetv lncentive Proqram
The Safety lncentive Program is intended to reward employees who avoid preventable incidents. The Risk Management
Department shall be responsible for administering the Safety lncentlve Program.

The program will begin on November 1d through October 31sr of each year. The employee should be in eligible
classifications, which consists of employees who work in an office environment or employees who work in a non-office
environment. Employees shall be in one of the eligible classifications for the entire program year to be eligible for an
individual award. No padial or prorated awards shall be made. Awards will be given during the Safety lncentive Awards
Banquet during the month of December.

ll. Criteria for Awards
Non-exempt, regular, temporary, part{ime hourly employees (excluding Civil Service and those governed by Collective
Bargaining) who have been employed for twelve (12) consecutive months immediately prior to the end ofthe safety awards
year and have no documented preventable incidents will be eligible for the award.

lf an employee has a preventable incident during the program year, the employee may lose all or part of the safety incentive
award, depending on the monetary loss of the incident. The employee will be eligible to participate in the safety incentive
in the upcoming year. The levelwillbe determined bythe monetary loss and number of preventable incidenls the employee
has during the program period.

Every year after October 31{, the Risk Management Department will submit a list of all employees eligible to receive the
safety incentive award to each department head. The department heads shall review the list for approval and submit the
approved listing back to the Risk Management Department.

The awards will be issued based on two job categories:
('l ) Employees who work in an ofrice environment are eligible for the following:
1.t Year -
2d Year -

8 hours off with pay and $25.00
8 hours off with pay and $40.00

Chapter 6
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8 hours off wilh pay and S50 00

(2) Employees who work in a non-office environment are eligible for the following:

3'd & Subsequent Years -

1st Year -
2ndYear -

Year
1d year incident status -
2nd year incident status
3d year incident status

Year
1'ryear incident status -
2ndyear incident status
3'd year incident status

8 hours off with pay and $50.00
8 hours off with pay and $75.00

lSt lncident

Leter of Counse‖ ng

Letter of Counselng

Letter of Counse‖ ng

l Stincident

Letler or Counse‖ ng

Letter of Counselng

Leter of Counse‖ ng

Chapter 6
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3rd & Subsequent Years - I hours off with pay and $100.00

Monetary incentives are subject to federal withholding and may vary based on budget allocations.

The lncident lncentive Scale shall be used to determine the type of incentive granted or lost due to a preventable incident.
When multiple preventable incidents occur and the incidents fall in both categories A and B in the lncident lncentive Scale,

the safety incentive lost will be determined by the next available incentive.

All employees awarded 8 hours off with pay must utilize the 8 hours before October 31s of the following year. Employee
will lose the I hours if not utilized before october 31st of the following year.

lll. lncidents
The Central Safety Committee shall review all incidents whether vehicular or occupational reports. The committee shall

meet at least monthly or as needed to review incident reports to make a recommendation if an employee followed safety
procedures for the purposes of a safety incentive award.

The committee shall review the reports and shall conduct interviews or inquiries as deemed necessary. At the completion
of the review, the committee will forward the report to the Safety and Risk Management Department with their
recommendation. The Risk Management Department will notify the employee and department head in writing of the
committee's decision regarding the incident.

Once the employee receives an incident determination letter, the employee will have ten (10) calendar days to appeal the

committee's decision from the date on the determination letter. The appeal request letter must be submitted to the Risk

Management Department. The employee will then be notified of the date and time of the appeal.

lf the employee wishes to have the City Manager or City Manager's designee review the committee's appeal decision, the
employees must make such request in writing within ten calendar days from the date of on the appeal determination letter.

The request must be made to the Safety and Risk Management Departrnent.

Once the City Manager or City Manager's designee makes a decision on the incident, the decision is flnal. The Risk

Management Department will notify the employee and department head in writing of the decision.

INDOOR EMPLOYEES
lncident lnc€ntive Scale

A. Preventable incident with monetarv loss under $50.00
Employees with 1n and 2d incidents shall mainlain curent safety incentive status for the following year.

Employees with 3d incident shall begin at the firsl year level ofthe safety incentive status the following year.

B   Preventabl● incident wnh monetarv:oss of S51.00 to S500.00

Employees in this category、 ハ‖begin the Safety lncen“ve Program next year atthe lrst yearlevel afterthe 2“ incident

2nd lncident

Lose Day Off

Lose Day off

Lose Day off

2nd incident

Lose S 25 00

Lose S 40 00

Lose S 50 00

3rd lncident

Lose$2500
Lose S 40 00

Lose S 50 00

Chapter 6€00 Policies
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C. Preventable incident with monetarv loss of $501.00 or more
Employees in this category will begin the Safety lncentive Program next year at the first year level after the 1d incident.

OUTDOOR EMPLOYEES
lncident lncentive Scale

A. Preventable incident with monetarv loss under $50.00
EmPloyees with 1'r and 2d incidents shall maintain current safety incenlive status for the following year.
Employees with 3d incident shall begin at the firsl year level ofthe safety incentive status the lollowing year.

Year
f iyear incident status
2ndyear incident status
3d year incident status

Year
1'r year incident status
2d year incident status
3d year incident status

Year
1"r year incident status
2d year incident status
3d year incident status

l St lncident

Lose Day offand s 25 00
Lose Day OfFand$4000
Lose Day or and$5000

lStlncident

Letler of Counseling

Letter of counseling

Letler of Counse‖ng

l St!ncident

Lelter of Counse‖ng
Leller of Counse‖ ng
Letter of Counse‖ng

1■
1 1ncident

Lose Day Offand s 50 00
Lose Day Offand s 75 00
Lose Day ofFand S 100 00

2“ lncident

2“ lncident

Lose Day Off
Lose Day off

Lose Day off

2“ Incident

Lose S 50 00
にoseS 75 00
Lose S 100 00

3′
。
lncident

3rd incident

Lose S 5000
Lose S 75 00

Lose s loo 00

3rd incident

Ｙｅａ
Ｆ
Ｆ

♂

B. Preventable incidentwith monetarv loss of$51.00 to $500-00
Employees in this category will begin the Safety lncentive Program next year at the first year level after the 2d incident.

C. Preventable incidentwith monetarv loss of$501.00 or more
Employees in this category will begin the Safety lncentive Program next year at the first year level after the 1q incidenl.

2nd lncident 3rd lncident

lV. ExemDt Emplovees
Exempt employees who have been employed for twelve (12) consecutive months immediately prior to the end of the
safety awards year and have no documented departmental lost time iniuries will be eligible for the safely incentive
award.

The award will be issued based on two categories:

(1) Exempt employees who work in an office environment.
(2\ Exempt employees who work in a non-otfice environment.

ExemPt employees who work in an office environment shall be eligible for the following individual award.

1'r year - 8 hours off with pay and $25.00
znd year - 8 hours off with pay and 940.00
3d & subsequent years - I hours off with pay and $50.00

Exempt employees who work in a non-office environment shall be eligible for the following individualaward.

Chapter 6
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l.tyear - I hours off with pay and $50.00
znd year - 8 hours off with pay and $75.00
3d & subsequent years - 8 hours off with pay and $100.00

Money incentives are subject to federal withholding and may vary based on budget allocations.

All exempt employees awarded 8 hours offwith pay must utilize the 8 hours before October 31srof the following year.

Employees will lose the 8 hours if not utilized before October 3'1"t of the following year'

Approved: August 28, 2006

Policy No. 640.02 Employee Recognition

The City's Employee Recognition programs are informalawards intended to permitthe City to acknowledge the exceptional

emptoyhent performance of a particular City Employee. The City has sole and absolute discretion whether to award any

City Employde an Employee Recognition Award during any calendar year. The Human Resources Department

administersihe programi uirder the supervision ofthe City Manager. Examptesof recognition programs include Employee

of the Month, Employee of the Year and Years of Service Awards and Retirement Awards.

City of Kingsville Administrative Policies and Procedures Manual 1 1

Approved: August 28, 2006
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Policy

720.01 Designation of Holidays
720.02 Compensation for Holidays
730.00 Vacation Leave
731.00 Flex Leave
740.00 Sick Leave
740.01 Sick Leave Poot
750.00 Family Medical Leave -FMLA Leave
760.00 Workers' Compensation Leave
760.01 Reporting Workers' Compensation Claims

770.00 Americans with Disabilities Act poticy
770.01 Termination for Business Necessity Reasons
770.02 Job Reassignment as Reasonable Accommodation
770.03 Modified Duty Assignments
770.04 Reasonable Accommodation for persons with Disabilities
770.05 Medical Records

Types of Leave
780.0'l BereavemenuFuneral Leave
780.02 Jury Duty Leave
780.03 Witness Duty Leave
780.04 Voting Leave
780.05 Admjnistrative Leave for Training or Other City purpose
780.06 Administrative Leave - Without pay
780.07 Administrative Leave - Emergency Situations
780.08 Military Leave

HOLIDAYS,LEAVES&ABSENCES
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POLiCY NO.72001 DES:GNAT10N OF HOLIDAYS

Certain days are ofllcial holidays for the City as dedared by the City Commission. These 'oflicial City hoiidays" are:

Description of Holidav
New Yeafs Day
Martin Luther King, Jr. Day
Presidenfs Oay
Good Friday
Memorial Day
lndependence Day
Labor Day
Columbus Day
Veteran's Day
Thanksgiving Day and
Day afier Thanksgiving
Christmas Day
Day before OR Day afler Christmas
New Yea/s Eve
(CW M anagef s discretion)

Date of Holidav
January 1{ each year
Third Monday in January each Year
Third Monday in February
Friday before Easter each year
Last Monday in May each year

July4h each year
First Monday in September eadl year
Second Monday in Oc{ober
November 1 1h each year
Fourth Thursday in November and
Friday following
December 2$h each year
December 24h OR 26h each Year
December 31sr each year

Chapter 7
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When an official City holiday ialls on a Saturday, the preceding Friday will be considered the official holiday. \^,/hen an official City

holidayfalls on a Sunday, the following Monday will be considered the offcial holiday.

For each of the official City hotidays, it will be the policy of the City to permit as many Employees as_possible to be given the day off

from wo*. 'Ttre welfare oilhe City's residents, however, dictate tirat certain Employees will be required to work in order to maintain

operations of essential City funclions.

Employees desiring lo observe religious holidays that do not coincide with the.official City holidays may be granted lime off withoui pay

for iheir observanci. Such Employees may use accrued paid hotiday or vacation leave time in such circumstances.

POLICY NO. 720.02 COMPENSATION FOR HOLIDAYS

Full-time non-civil service employees shall be enlitled to be paid Holidays according to Policy 720.01 Designation of Holidays'

Temporary or Seasonal employees are ineligible for Holiday compensation.

part-time employees shall be eligible for pay at 1 % times the regular hourly tate only when work is performed on an official City

Holiday. No othdr hotiday benefiti etigibte to Full-time Employees are applicable to Part-time employees.

The number of hours in a Holiday is defined as the normal daily shift hours of a department. Work which begins during l2:00 a.m.

and t.l:SS p.m. on tne official Hoiiday shall be compensated at I % times an employee's regular rate of pay.

lf a Holiday falls on an employee's regular day off, the employee shall be eligible for lime off or receive straight pay for the day.

The time oif and hours of siraight pay is equivilent to a norinai shifl {or the department. Employees musl.notify their supeoisor of

tt"i, 
"toi"" 

by the end of thJpai feriod in which a Holiday occurs. lf straight pay is requesled, it will be paid during the pay

;;;;J ; ;;'h ih; HotiOiy o""rri.' rt ti;ne off is requested, jt must be scheduled and taken prior to the end of the existing fiscal

yeat.

It a Holiday falls on a Full-lime employee's regularly scheduled work day, the employee shall receive 1% times the employee's

ieguta, rat! of pay for actuat hours ,Jori"a o-n thi Holiday. The employee is aiso eligible for time off or straight pay.for.lhe

if-oiioiv. it 
" 

tiir" off and hours ot sir"iltrt pay is equivalenl to a normalihift for the department. Employees must notiry their

supervisor of their choice by rhe end of thi piy periori in whicn a Holiday occurs. lf sttaight pay is requested, it will be paid during

the pay period in which the'Hotiday occurs.'lfiime otf is requested, it must be scheduled and taken prior to the end of the existing

Iiscalyear.

Full-time Employees on a leave of absence without pay on the Holiday or on the scheduled work day immediately preceding or

following the Holiday shall not receive pay for the Holiday.

Holidays falling within an Employee's vacation period or within a period of absence properly chargeable to.sick_leave shall not be

"ountJ "gainlt 
vacation or lici r""r". iir," iours of Vacation ind/or sick leave scheduled on the Holiday sha remain on the

books anithe employee shall be paid for the Hotiday at the employee's regular rate ol pay'
Aq\roved: August 28, 200

lhpdated: September 10, 2018 & Effective October 1, 2018
' 
tJpdated October 22, 201 I & Effective October 22' 201 I

Chapter 7-700 Policies



POLICY NO.730 VACATION LEAVE

All non-exempt and exempt regular, full-time Non-Civil Service Employees shall accrue paid vacation leave as
follows:

> All regulal full-time Employees with less than five (5) years of consecutive City service shall accrue 3.07 hours
Paid vacation leave for each bi-weekly pay period. All regular fult-time Employees with five (5) years or more of
service shall ac$ue 4.62 hours of vacation for each bi-weekly pay period.

City ofKingsville Adminiskative Policies and Procedures Manual

Employees under this policy may not accrue more than '120 hours of paid vacation leave during any fiscal year.

Vacation leave shall be credited as earned and may be taken in increments of one hour, or fraction there of,
upon proper approval, after the Employee has completed the 180 days probationary period.

Department heads shall schedule vacation, giving due consideration to the needs of the City and the ability of the
remaining statf to perform the work of the department. Employees shall be permitted to tike vacations at such
times in the judgment of the department heads, which will best serve the interest of the City and the Emptoyees.
No more than 120 hours of vacation may be taken at one time. Appendix D-l Leave Requeit Form.

> No cash payments for unused vacation shall be authorized except upon separation of employment. Vacation
credits are not Vansferable between Employees. Payments of unused vacation leave shall noi eiceed 120 hours
at time of separation. All Vacation Leave in excessofl20 hours will be forfeited.

> Vacation Leave shall not be used to extend an employee's separation date. The last day worked shall be the
official separation date.

! Employees shall take accrued paid vacation leave concurrently with any FMLA leave for which they are eligible in
appropriate circumstances.

> Employees on Vacation leave are subject to recall to duty in emergency situations as deemed appropriate by the
Employee's supervisor.

Civil Service Employees shall accrue leave as specified in collective bargaining contracts.

POL:CY NO.731 FLEX LEAVE
Approved: August 28, 2006

＞

　

　

＞

Flex Leave provides employees with lhe abilily to use paid time off lo meet personal needs, lvhile recognizing lhe employe/s need
to manage employee time off.

All non-exempt and exempt full-time non-civil service employees and regular parl-time non-civit service employees shall earn eight
(8) hours of Flex Leave the first payroll of December of each year. timporary and seasonal employees # ineligible for Fiex
Leave.

Flex Leave hours do not accumulate and/or roll-over and must be utilized by October 31srot each year. Any unused Flex Leave
shall be forfeited.

> Flex Leave may be taken in increments of one hour, or fraction thereof, upon proper approval.

> Employees are required to provide supervisors with reasonable advance notice and obtain approval prior to
leave. This allows for the employee and supervisor to prepare for employee's scheduled time o* and assure all
staffing needs are met.

No cash payments for unused Flex Leave shall be authorized at any time nor upon separation ol employment.

Flex Leave is nol transferable between Employees.

Flex Leave shall not be used to extend an employee's separalion date. The last day worked shall be the official
separation date.

＞

　

＞

　

＞
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> Employees shall take Flex Leave concurrently with any FMLA leave for which they are eligible in appropriate

circumstances.

> Emptoyees on Flex Leave are subject to recall in emergency situations as deemed appropriate by the

Employee's supervisor.

Approved by Resolution # 2016-80 - 11/14/2016

Policy NO. 740.00 SICK LEAVE

This policy applies to all non€xempt and exempt, regular full-time nondvil service Employees

Paid sick leave shall be earned and used as follows:

> All regular full-time Employees earn 3.07 hours of sick leave for each bi-weekly pay period worked, up to a
maximum of 80 hours per twelve (12) consecutive calendar months.

> All non-civil service Employees will be allowed to accumulate a maximum of thirty (30) days (240 hours) sick

leave. ln December of elch year, the City shall buyback sick |eave in excess of 240 hours at a rate of 50% and

the hours in excess of 240 shall be removed from t'he employee's accrual banks. This policy does not affect sick

leave earned priorto January 1, 1984.

> Sick leave shall be credited as earned and may be taken in increments of one hour or fraction there of, after the

Employee has completed 90 days of consecutive City service.

>, Sick leave may be used only for absence from duty because of personal illness, illness. in the immediate family,

injury, or routine medical oi dental appointments- which cannot be reasonably scheduled outside of working

n6urs. etiglOle Employees shall take faid sick leave concurrently with FMLA leave when appropriate under the

circumstances. Appendix D-1 Leave Request Form.

>, The City may request and obtain verification of the circumstances surrounding any use of sick leave beginning

from th6 firsf day of absence. After an absence of 3 days a medical release is mandatory before an employee

may return to work.

> Accrued vacation leave may be used to supplement sick leave upon the request of the Employee. Pay shall be

discontinued when authorized leave is exhausted.

> An Employee shall use accrued paid sick leave concurrently with Family and Medica! lea_ve Act ("FMLA") leave

when the Lmployee's reasons foi such leave falls within those covered under the FMLA. Once an employee has

exhausted all leave accruals shall discontinue.

! Sick leave credits are not transferable between Employees.

D Abuse of sick leave may be grounds for disciplinary action up to and including termination of employment.

civil service Employees shall accrue leave as specified in collective bargaining contracts.

APProved: August 28, 2006

Policy 740.01 SICK LEAVE POOL

PURPOSE

To provide additional sick leave days to full-time City employees in the event of a non-occupational catastrophic

illness or disability preventing an employee from actively working. Employee may be eligible tor Sick Leave Pool

hours only after the employee has exhausted alt accrued leave, including but not limited to, sick, vacation, holiday

and flex leave.

Chapter 7-7oo Policies Chapter 7
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The Human Resource Office shall establish procedures and forms through which eligible employees may voluntarily
donate a portion of their accrued sick leave balances to a Sick Leave Pool.

DEFINITIONS

Employee - Fulltime employees with 12 or more months of continuous full-time service

Member - eligible employee as described in "Employee" definition who has enrolled in the Sick Leave Pool by
contributing 8, 16 or 24 hours of sick leave.

Cataskophic lnjury/lllness/lmpairment - severe mndition or combination of conditions affecting the mental or
physical health of the employee or the employee's immediate family requiring services of a licensed practitioner for
prolonged time and forces the employee to exhaust all leave time earned by that employee.

Licensed practitioner - practitioner, as defined in the Texas lnsurance Code, practicing within the scope of license.

lmmediate family - individuals related by kinship, adoption, marriage or foster children who are certified by the
Department of Family and Protective SeNices living in the same household, or if not in the same household are
totally dependent upon the employee for personal care or services on a continuing basis.

Eligibility timeframe - employees inability to perform material and substantial duties of position for a period of not less
than four (4) weeks

ADMINISTRATION OF THE SICK LEAVE POOL

The Sick Leave Pool shall be administered by a member of the Human Resources Department, hereinafter referred
to as the "Pool Administrator".

PROVTSTONS

Contribution of Hours and Membership Terms

Contributing to the Sick Leave Pool is voluntary, however, all eligible employees are encouraged to participate.
Member may contribute 8, 16 or 24 hours of sick leave each year from accrued sick leave banks.

An employee who terminates employment with the City may donate up to a maximum of 120 hours of accrued sick
leave to the Sick Leave Pool.

Each annual contribution provides employee with one (1) year of membership in the Sick Leave pool after which the
employee must contribute additional hours to remain eligible for benefits through the Sick Leave pool. Each
December donations shall be accepted for the following calendar year (January - DecembeQ.

Additional donation times:

Newly hired eligible employees - may donate at the completion of 12 months of eligible continuous employment.

Sick Leave Pool Levels - City may have special voluntary donation drives if the Sick Leave Poot falls below a
"reasonable level".

Members may not stipulate who will receive donated hours. The hours shall be removed from the members accrued
leave and placed in the City's Sick Leave Pool account. The donated hours become the property of the Sick Leave
Pool and cannot be returned to member. Any Sick Leave Pool balances at the end of the calendar year automatically
carry forward to the following year.

Donations to the Sick Leave Pool

Employees may donate accrued sick leave hours to the Sick Leave Pool during designated timeframes as
established by Pool Administrator. Members must maintain a minimum of 24 hours in sick leave banks to donate.
Eligible Members may donate different number of sick leave hours with different benefit amounts. See chart below:

Chapter 7
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Donations Cannot Reduce
Sick Leave Pool Balance
Accrual Balance Below

24 hours

Donation

lncrement
I
320
480

City ofKingsville Administrative Policies and Procedures Manual

Maximum Sick Leave Pool Hourc or one-third (1/3) of

whichever is less
160

６

４

１

２

Applying for Sick Leave Pool Hours

Members meeting eligibility criteria must submit a request to use hours from the Sick Leave Pool. ln situation where

the member is not available due to event, the employee's supervisor may initiate lhe process.

Sick Leave Pool Request Forms are available at the Human Resource Department. HR Department is responsible

for developing and updating forms associated with this program.

Program Administration Guidelines

The Human Resource Department shall review administration guidelines periodically and recommend guideline

revisions and/or updates to City Manager's office for approval.

Approved: December 10, 2018

POLTCY NO.750.00 FAMILY AND MEDICAL LEAVE (FMLA)

To be eligible for the Family and Medicat Leave described in this policy, Employees_ must have been

employed-by the City for at le;st 12 months and must have worked at least 1,250 hours in the 12 consecutive

months preceding the Employee's request for leave. All City Employees meeting these eligibility
requirements are qualified for leave under this policy.

The City provides etigible Employees up to a total of 12 weeks of unpaid leave in any ''rolling'.12-month perioc

measured from the dJte an Empl6yee uses any FMLA Leave in accordance with the Family and Medical Leave Act

of 1993 (,FMIA). Upon submission and approval of a leave of absence request, eligible Employees are entitled to

leaves of absence (FMLA Leave) for the following purposes:

1, Birth/Adoption/Foster Care Leave - An Employee may take leave in connection with the birth of the Employee's

natural child or the placement of a child with the Employee for adoption or foster care. An Employee's entitlement to

leave for birth or placement of a child expires 12 months after the child's birth or placement.

2. Family Leave - An Employee may take leave to care for his son or daughter, spouse or parent with a serious

health condition.

3. Medlcal Leave - An Employee may take leave in connection with his own serious health condition, which renders

the Employee unable to perform his or her job duties.

The City will require a health care provider's certification of either the Employee's or the family.membe/s serious

health iondition, whichever is applicable. Coples of acceptable forms are available from the City. The City may

requestan up-date of the health iare provideA certtfication regarding the Employee's continued eligibility for FMLA

leave every thirty (30) days.

When it is foreseeable for the birth or placement of a child or for planned medical treatment, an Employee who

wishes to take leave under this policy must give the City reasonable, advance notice and must submit a written leave

of absence request for approvdl priilr to the commeniement of the leave. ln most circumstances, a "reasonable,

advance noticd" means iliirty (30) days advance notice. When it is not possible to give advance notice - for

example, an unforeseeable medical emergency - the Employee must notify a Department Director as soon as

pracfi;able, ordinarlly within one or two business days of when the Employee learns of the need for leave. The form

io be used for requesting Family and Medical Leave is the "Employee Request for Leave of Absence" form availablr

trom the Human R""ouries Delartment. The City also has the right to designate an absence as Family and Medical

Leave on its own volition, consistent with applicaSle laws and regulations even if the Employee does not request it.

Chapter 7
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It is.a policy oJ the City that if an Employee has accrued paid leave which he or she has not yet taken, that
paid leave will be utilized to cover any leave under this policy when permitted under the FMLA. When the
paid leave is used up, the balance of any FLMA leave will be unpaid. Workers' compensation leave will also
be required to be taken concurrently with FMLA leave. When any paid leave is used up the balance of any
FLMA leave will be unpaid.

lf a husband and wife are both employed by the City, they are limited to a combined total of 12 workweeks during any
12-month period if leave is taken (1) for the blrth of the employee's child or to care for the child after birth; (r) for
placement of a child with the employee for adoption or foster care, or to care for the child after placement; or'(5) to
care for the employee's parent with a serious health condition. The husband and wife would ea;h still be entifled to
the difference between the time he or she has taken individually and 12 weeks of FMLA leave for a purpose other
than those indicated above.

An Employee taking leave for birth or because of placement of a child for adoption or for foster care is permitted to
take leave intermittently or by working a reduced workweek only with the approval of the City. However, leave to
care for a seriously ill family member or because of the Employee's own serious health co;dition may be taken
whenever medically necessary, when supported by certification from the health care provider.

Employees on FMLA Leave will continue to be covered under the City's health benefits program and maintain the
same health insurance premiums. lf the Employee has coverage through the City's healtti plin, the Employee must
clntinue to pay his or her portion of the premiums to keep their coverage in effect, just as if he or she was working -this includes dependant coverage. The City will continue to pay its normal portion of the premium as if the Emplofee
were worklng. lf the Employee does not return to work at the end of the leave, the City ivitl charge the Employesfor
the cost ofthe health coverage during the leave. However, the Employee will not be charged for any advantes on
premiums if he or she does not return due to:

1. The continuation, recurrence, or onsel of a serious health condition which would entitle the Employee to Family
and Medical Leave; or

2. Other circumstances beyond the Employee's control.

On return to work from FMLA Leave, an Employee is entitled to be returned to lhe same position the Employee held
when leave commenced, or to an equivalent position with equivalent benefits, pay and other terms and conditions of
employment.

The City retains the right to deny reinstatement to "Key Employees" upon its determination that substantial and
grievous economic injury will result. The Employee will be given notice that the Employee is considered a,,Key
Employee'' as soon as practicable afler receipt of a request or designation by the Empldye-e of an absence as FMLA
Leave. lf a determination is made of substantial and grlevous economic injury, the Employee will be notified in
writing, with such notice being served in person or by certified mail.
An Employee on FMLA Leave may not engage in work for another employer during the City's normal business hours,
whether full or part-time. Any vlolation of this provision may jeopardize the Employle's right to return to work.

The City will require a health care provider's certification that the Employee is "fit for duty', and may return
to work, with or withoul reasonable accommodation, prior to the Employee returning to hisjob,

As used in this policy and under the Federal FMLA regulations, the following terms are defined below:

1. Continuing Treatment - A serious health condition involving continuing treatment by a health care provider
includes any one or more of the following: (i) A period of incapacity (i.e., inability to wor:k, attend schooi, or perform
other regular daily activities due to the serious health condition, treatment therefore, or recovery there fromj of more
than three consecutive calendar days, and any subsequent keatment or period of incapacity retating to the same
condition, that also involves: (a) Treatment two or more times by a health care provider, by a nurse or physician's
assistant under direct supervision of a health care provider, or by a provider of health care services (e.!., physical
therapist) under orders of, or on referral by, a health care provider; or (b) Treatment by a health care provider on at
least one occasion which results in a regimen of continuing treatment under the supervision of the health care
provider; (ii) Any period of incapacity due to pregnancy, or for prenatal care; (iii) Any period of incapacity or treatment

Chapter 7
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for such incapacity due to chronic serious health conditions; (iv) A period of incapacity which is permanent or long-

term due to a condition for which treatment may not be effective, but which requires the continued supervision of a

health care provider (e.g., Alzheimer, severe stroke, etc.); (v) Any period of absence to receive multiple treatments

ioito recov|r trom samij conOuctea or ordered by a health care provider for a condition which, if untreated, would

result in a serious health condition.

2. Equivalent Position - An equivalent positaon must have the same pay, benefits and working conditions, including

privileges, prerequisites and status. lt must invotve the same or substantially similar duties and responsibilities,

ivhich hust entail substantially equivalent skill, effort, responsibility and authority.

3. Health Care provider - A health care provider is (i) a doctor of medicine or osteopathy who is authorized to

fiactice medicine or surgery by the State in which the doctor practices; or (ii) any other person determined by the

b"o"t"ry of Labor to O-e iapiUte of providing health care services. These may include but are not limited to

poaiatrisis, dentists, clinical piychotogists, clinical social workers, optometrists, chiropractors, nurse practitioners and

nurse-midwives who are authorized 
-to piactice by the State. Christian Science practitioners listed with the First

Church of Christ Scientists in Boston, Massachusetts are also included.

4. Key Employee -A key Employee is a salaried Employee who is among the highest paid 10 percent of all the

employees 6mptoyed by the City within 75 miles of the Employee's work-site

S. parcnt - parent means a biological parent or an individual who stands or stood in loco parentis to an Employee

when the Employee was a child. The term does not include parents "in-lavr''.

6. Serious Health Condition - A serious health condition is an illness, iniury, impairment or physical or mental

condition that involves: (1) inpatient care and any corresponding period of incapacity or subsequent treatment, or (2)

continuing treatment by a health care provider.

7. Son or Daughter - Son or daughter means a biological, adopted, or foster child, a stepchild, a legal ward or a

child of a perso;standing in loco pjrentis, who is eitheiunder age 18, or age l8 or older and "incapable of self-ca(

because of a mental or physical disability".

g. Spouse - Spouse means a husband or wife as defined or recognized under state law for purposes of marriage,

including common law marriage in states where it is recognized-

The City has the right to request an Employee who requires 
-FMLA 

Leave to provide to the 
-City 

a physician's

certificition docutienting the Employee'j entitlemeni to FMLA Leave. FMLA Leave is NOT available for

bereavement purposes.

Approved: August 28, 2006
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POLICY NO. T60.00 WORKERS'COMPENSATION LEAVE

Employees who cannot perform the essential functions of their job because of an occupational injury or illness will
receive time off from work, and will be compensated according to this policy and the procedures contai;ed herein.

Employees who are iniured or become ill as a result of an occupational accidenl or exposure are entiued to the following:

> Employees shall receive their wages based upon 4o-hours of work in lhe work-week for the first seven (7) days of
their leave of absence from work, with appropriate medical documenlation supporting the leave;

> Regular - Non Civil Service Employees: After the seventh day of leave, Employees will receive wage-replacement
compensation according to state law. Regular-full time Employees may request to supplement workers,
compensation pay with accrued sick leave, vacation leave or holiday pay. Worker's compensalion and additional
supplement must not exceed an employee's regular wages.

> Civil Service Employees: After the seventh day of leave, Civil Service Employees shall continue to receive workeis
compensation pay in compliance with Texas Local Government Code, Chapter 143 for Civil Service Fire and police
personnel. Worker's compensation and additional City of Kingsville supplements must not exceed an employee's
regular wages.

) Employees on workers' compensation leave will be required to take FMLA leave concurrenuy with their workers'
compensation leave time.

D Employees on workers' compensation leave will not be paid from the City's payroll after the sevenh consecutive day
of the leave of absence, absent a contrary provision under state or federal iaw. The Texas Local Government Codg
Chapter 143 addresses exceptions for Civil Service Fire and police employees.

スρρrOνedスυgυsf 2a 2006

The Stateof Texas requires prompt reporting of occupational injuries or illness and it is the City of Kingsville's policy
that.such incidents be reported promptly and accurately. Failure to report may result in an erirptoyeet ctaim'bein!
denied or disputed. lt aan also result in substantial fines assessed againsi the City of Kinlsville by the Texai
Department of lnsurance, Division of Workers Compensation. Departhent Directois and Supervisors shall be
responsible for insuring workers compensation claims are reported promptly and accurately.

Occupational injuries or illnesses are incidents, which leads to the physical injury or illness of an employee while
Performing their job. The incident may require the need of medical treatment by'a ihysician or result in lostiime from
the workplace.

The Risk Management Department shall be responsible for coordinating and filing workers' compensation reports,
related documents and retaining records in the employee's workers, compensation ile.

Procedures for Reporting Workers Compensation Claims:

> First Reoort of lnjurv
lmmediately after the occurrence of an occupational injury or illness, the employee shall notify their Supervisor
and Risk Manager of the incident immediately. lf the incident does not warrant iirmeoiate metiicat atteniion, the
lupervisor shall bring the employee to the Risk Management Department in order to complete an ',Employer's
First Report of lnjury or Illness" as per State of Texas Law.

lf the incident warrants immediate medical attention and the injury report was not completed at the time of the
occurrence, the Supervisor shall notify the Risk Management Department of the incident as soon as practical.
Tie employej must still notify the Risk Nlanagement Department to provide information required to complete the
"Employers' First Report of lnjury or lllness".

POL:CY 760 01 REPORT:NG WORKERS'COMPENSAT10N CLA:MS

Chapter 7
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Once the "Employer First Report of lnjury or lllness'is completed, the Risk Management Department shall fax a

copy to the Ciiy'd Workers' iompensiti6ns lnsurance Carrier. A copy ofthe report.shall.be. sent to the injured

"r6loyee 
aloni with the'Employee Rights and Responsibilities" handout. The original shall be retained at the

Risk Management Department.

Supervisor's lnvestioation Reoort
The .supervtsor s}lall condrct an investigation into the occupational injury or illness immediately- after the

occrrr"nc" (within 24 hours from the datJ of the incident). After completing the investigation, the "Supervisor

tnclOent lnvjstigation Report'form shall be foMarded to the Risk Management Department for review within

twenty-four (24j hours dr the following regular business day after the occurrence of the injury or illness

lwtrlciever cbmLs tirst). The "supervisor's lncident lnvestigation Report' must indicate the daie.and time when

it'" 
"*pfoy"" 

notifled ifre Supervisor of the injury or illness. lf the Supervisor does not submit the Supervisor's

lnvestiiati'on Report within ihe twenty-four lZil trours or the following regular business day the workers

compensation claim may be disputed or denied,

When it is not possible to conduct an investigation immediately after the incident, the Supervisor shall review the
;Employers, First Report of lnjury or lllness; on file at the Risk Management Department .Aft€r reviewing the

,"poh, in. Supervisor shall coiduct an investigation into the incident. At the completion of the_investigation, the

StipervrsJr snlff complete the "supervisor lncident lnvestigation Report" and forward it to the Risk Management

Department within thi twenty+our iZ+1 hours or the next regular business day, which ever comes first.

Authorization for Medical Treatment
ffietotheincident,theRiSkManagementDepa(mentshallprovide,when
possible, the employee wittl a "Treatment Authorization for occupational lnjury and lllness" form.

lf immediate medical treatment is required, the employee shall elect a medical provider of his/her choice. lf the

;;6t"" i; physically unable to indicate such a choice, the Supervisor shall assure that the employee is taken

to Christus Spohn Hospital Kleberg. When the incident warrants an emergency 911 shall be called for rescue

and ambulance services.

ln situations after hours, the Supervisor must notify the Risk Manager of the injury or illness. T_he Risk Manager

,ifit-f.run ,"t" ju"ngements with the treating facility to ensure medical care for the injuries or ill employee. The

Risk Manager can bd contacied through the Kingsville Police Department after normal working hours.

The employee shall request a "Treatment Authorization for occupational lnjury and lllness'. folm from the Risk

lrtrnrg";"nt Department for all medical treatment received due occupational injury or illness __After 
each

ooctois appointment, the employee shall request a complete 'Texas Workers' Compensation Work Status

Report' from the treating physician.

The employee shall submit the report to the Risk Management Department immediately after leaving the doctor's

office. All doctors' statement or oiher documents shall be submitted to the Risk Management Depa(ment.

Authorization of Medical Treatment
@ibesmedicationfortheemployee,theemployeeshallrequesta,Medication
Authorization forbtcupational lnjury and lllness" form from the tiisk Management Department. .The 

form shall

ue comft"teO Uy the iisk Management Department and then given to the employee. The employee may take

the authonzatiori form to any pha-rmacy of his or her shoice in order tor the prescription to be filled.

AqProved: August 28, 2006
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POLICY NO. 77O.OO AMERICANS WITH DISABILITIES ACT POLICY

The ability of the City to provide timely and adequate salary continuation and benefit programs to assist City
Employees absent from the job due to an iniury or illness is dependent upon the City's ability to coordinate its
handling of each individual case. This policy seeks to create a coordination and uniformity of the handling of all City
Employee disability or injury cases, as well as protecting Employee rights under the Americans with Disabilities Act
CADA). lt is expected that Employees will assist and cooperate with the City in obtaining recommended medical
treatments or therapy and rehabilitative services in order to return to work at the earliest possible date.

This policy applies to all Employees of the city. Where this policy conflicts with the provisions of the Texas Local
Government Code, or with the terms of a collective bargaining agreement of which the City is a party, the terms of
Texas law or the collective bargaining agreement will control.

Definitions
The following definitions apply to this section:

> Essential functions: The major duties essential to a position (with or without reasonable
accommodation). These are determined by the job description of each position. The following should be
considered in determining if a job function is essential:

> A function is highly specialized, and the person in the position is hired for special expertise or ability to
perform it.

> Reasonable Accommodation: A modification of the work environment or work process that enables a
person with a disability to perform the essential functions of a job and associated regulaiions. The determination
of what accommodations are reasonable shall be the determination of the City, but ,ill be in compliance with the
provisions of the ADA. The determination of reasonable accommodation will also include consideration of
whether an undue hardship will be posed on the operations of the department or dlvision, or if a direct threat to
the health or safety of the Employee or others will be posed.

> Undue Hardship: An accommodation that is excessively costly, extensive, substantial, or disruptive, or that
would fundamentally alter the nature or operation of the business.

> Direct Threat: A health or safety risk that, based on valid medical and/or other objective evidence, is
determined to pose a significant risk of substantial harm, and which cannot be reduced to an acceptable level
with reasonable accommodation.

> Disabilityr Under the ADA, an indavidual with a disability is a person who has: a physical or mental
impakment that substantially limits one or more major life activities, a record of such impairmeni; or is regarded
as having such as an impairment.

> Illness, lnjury, or Medical condition: A temporary physical or mental impairment that does not
substantially limit one or more of the major life activities of an individual.

) Business Necessity: Termination: Occurs when a deparlmenfs or division's productivity or ability to deliver
services is adversely affected because an Employee is unable to perform the essential functions of ihe position
for which that Employee is hired, and no reasonable accommodation can be made.

> Modified Duty: Any restriction placed on an Employee by a treating physician which requires an Employee
to do less than his or her full job. Modified duty wilt not extend beyond 120 days.

> The position exists, in part, to perform the function.
> There are a limited number of other Employees available to

function can be distributed.

Chapter 7
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Procedures
When an Employee is unable to perform the essential functions of his or her position due to a disability, injury
illness, or medical condition (and reasonable accommodation is not possible), the City may separate the Employee
due to business necessity and fill the position except as is required by the Family and Medical Leave Act.

Eligibility for benefits as defined in this procedure is dependent upon the complete compliance of the Employee with
the resf,onsibilities outlined in this procedure and the requirements and procedures stated in the Employee benefit
booklets or appropriate benefit policies.

An Employee who experiences a non-occupational injury or illness that renders the Employee incapable of
performing his or her regularly assigned duties shall use his or her accrued sick, vacation, and other paid leave

balances. The Employee may use his or her available leave balances until the earlier of:

> the date that the Employee has exhausted all such leave balances; or

> the date that the Employee is able to return to work and perform the essential functions of his or her position.

Benefits will be calculated as listed below:

> Employees who are absent from work due to a non-occupational injury or illness shall continue to accrue
vacation and sick leave for as long as they are receiving paid leave (i.e. sick, vacation, or other paid leave time).

> Benefit accrual and usage would follow the provisions of the Family and Medical Leave Act policy.

> The Employee and eligible dependents will remain qualified for health benefits coverage through the City's grouP

plan as iong as the premiums for the Employee and dependent coverage under the City plan are paid on a timely
basis by the Employee (either through payroll deduction or personal payment), and as long as the Employee
remains employed by the City.

> The City will continue to pay its portion of health insurance premiums for the Employee as provided by the Family

and Medical Leave Act.

Employees who qualify for FMLA leave must comply with all provisions of the FMLA policy.

Approved: August 28, 2006

POLICY NO.77O.O1 TERMINATION FOR BUSINESS NECESSITY REASONS

An Employee's position shall be filled and the Employee shalt be terminated due to business necessity under the
following ionditions and guidelines. This section applies to non-occupational iniuries or illnesses and certain

occupati-onal injuries or illriesses. Where ihis policy conflicts with the provisions of the Texas Local Government

Codd, or with the terms of a collective bargainang agreement of which the Gity is a party, the terms of Texas law or

the collective bargaining agreement will control.

> The Employee has been unable to perform the essential functions of his or her job with or without reasonable

accomniodltion for a period of nine (9) consecutive months from the beginning date of the disability, illness,

injury or medical condition.

> The Employee's treating physician does not anlicipate any change in status that will allow the Employee to
perform the essential functions of his or her.lob for an additional ninety (90) days,

> Department Directors shall consult with the Director of Human Resources prior to initiating .
recommendation of termination due to business necessity

Chapter 7-700 Policies Chapter 7
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The Risk Manager shall also be consulted if the Employee's injury is occupational. The following shall be taken into
consideration during the decision-making process:

a A doctor's prognosis indicating the Employee will not be able to perform his or her regular duties or modified
duties if available. ln the case of an Employee with a disability, teimination would not bi considered unless no
reasonable accommodation (which would not cause undue hardship on the organization or pose a direct threat to
the health or safety of the EmPloyee or others) exists that would dnable thetmployee to perform the essentiat
functions of his or her position, and no job reassignment is possible.

b. The Employee's refusal to follow a prescribed course of treatment.

c. The Employee's refusal of ptacement in a position for which the Employee is qualified.

d. The Employee's refusal of a modified duty assignment after expiration of any available FMLA leave for an
occupational injury.

e. The.Employee's non-compliance with established safety rules and regulations and/or city work rules and
regulations.

f. The failure of the Employee to present satisfactory evidence of an inability to return to work, either in a limited
duty capacity if such work is available, or to regulai duty according to the timetable established in this procedure
or upon request by the City.

g. Falsifications or misrepresentations made by the Employee concerning his or her physical condition or capacity.

h. The failure or refusal of the Employee to relurn to regular duty on the day specified by the treating physician.

i, The Employee's failure to contact.their immediate supervisor on a regular basis (as directed by his or her
Department Director) and notify of their condition and expected retum-to-i/vork date. titne emptoyee is unable to
make_contact personally, the Employee shall have someone contact his or her Department Diiecior on his or her
behalf.

j rhe Employee's fairure to provide the requested progress reports from the treating physician.

k. For an on-the-job injury, if the Employee is found to be participating in any activity, including outside employment
or selFemployment, that impedes the Employee,s progress of recovery.

l. For an on-the-job injury, if the. EmploJee fails to report to his or her Department oirector his or her participation in
any other employment, including self-employment.

lf after reviewing these factors, the Department Director determines a proposal for termination for business necessity
is. appropriate, the Department Director shall consult with the Human Resburces Department. in" ir."n Resource
Director shall present the information to the caty Manager for his decislon. lf ihe decision is io terminate tire
employee the employee must be notified in writing. An Employee who receives a proposed terminaiLn for business
necessity shall be afforded lhe same resp.onse rights as any other Employee who ieceives a poposed dismissal
under..the city's disciplinary procedures. However, separation for busineis necessity shail ndt 

-f,e 
considered a

disciplinary action and shall not deny an Employee the use of any accrued benefit! as ouflined in appropriate
policies.

Approved: August 2A, 2006
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POLICY NO.77O.O2 JOB REASSIGNMENT AS REASONABLE ACCOMMODATION

Job reassignment will be provided as follows when an Employee is unable to return to his or her current position due

to a disability, illness, injury, or medical condition:

> lf a position for which the Employee is qualified and physically able to do is vacant, the Employee may b-e

considered for transfer to a job ieassignment. Job reassignment will only be considered within the six (6)

month period from the date of disability, illness, injury, or medical condition

> lt will be the Employee's responsibility to contact the Human Resources Director to identify positions for
which he or she maybe qualified and physically able to perform, and to request such job reassignment.

Should an Employee be unable to return to work in his or her current position due to a disability, the City may provide

;ob reassignmint as a reasonable accommodation in accordance with the Americans with Disabilities Act of 1990.

Job reassignments are not guaranteed. Such requests will be discussed with the Director of Human Resources and

the Departhent Director oathe hiring department. The final approval will be obtained from the City Manager.

lnterviews with the hiring DepartmenaDirector will be conducted. Rate of pay will be determined by the City's Job

classification and compensation Plan for the position to which the Employee is being reassigned.

Aqqroved: August 28, 2006

POLICY NO.77O.O3 MODIFIED DUTY ASSIGNMENTS

Modified duty assignments may be considered based on the following when an Employee is unable to pertorm the

duties of his br her current posiiion due to a disability, illness, injury, or medical condition:

> lf a modified duty position is available in the department which the Employee is physically able to do.

Modified duty statls will only be considered during the six (6) month period from the date of disability, illness,

injury, or medical condition.

! lt will be the Employee's responsibility to contacl his or her Department Director_and the Human Resources

Director to determine il a mobified duty position for which he or she may be qualified and is physically able to

perform, is available.

Modified duty assignments are considered temporary and witl last no longer than 120 {1Vs, fype and length of

modified duty assig:nments will be contingent upbn avlitaOility and a doctofs statement indicating any restrictions in

performing modified duty assignments.

Modified duty assignments are not guaranteed. Such requests will be discussed with the Department Director and

Human Resources Director prior to assignment
APPaved: August 28' 2006

POLICY NO. 770.04 REASONABLE ACCOMMODATION FOR PERSONS WTH DISABILITIES

Reasonable accommodation will be provided to any otheMise qualified Employee with a known disability as defined

by the ADA. Reasonable accommodation will bL provided only when it enables the Employee to perform the

essential functions of the job.

Requests for reasonable accommodation must be submitted by the individual to the Director of Human Resources.

The Director of Human Resources will review such requests and make a recommendation to the City Manager. The

City Manager and/or City Commission will determine whether reasonable accommodation will cause the City Undue

Hardshlp in any particular Employee's case. 
Approved: August2g,2006
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All medical records obtained pursu-ant to this procedure will be kept in confidential medical files as required by the
Americans with Disabilities Act of 1990.

Approved: August 28, 2006

TYPES OF LEAVE
See Appendix D-1 for Leave Request Form.

POLICYNO.78O,Ol BEREAVEMENT/FUNERALLEAVE

The city of Kingsville provides up lo_3 consecutive workdays (maximum of 24 hours) of paid leave to l time employees
who miss work due to the death of an immediate family member. An immedhti family member under this poliiy is
deiined as an employee's spouse, parent, child, sibling, grandparent or grandchild and a; Employee,s spouses; parint,
child or sibling.

The employee shall notify their department supervisor of the need to use funeral/bereavement leave as soon a possible.
Leave shall be granted unless there are unusual business needs or staffing requirements.

FunerauBereavement pay is calculated on the base pay rate at the time of absence and will not include shifi differentialpay. Paid time off for funeral/bereavement leave wiil not be counted as hours worked f"r the ilil;; of determining
overtime.

Employees may,. with their Department Director's approval, use available vacation leave for additional time off as
ilu^::.:?Z'- lrfL"vees wshing 

.to 
attend a funeral olher than that of an immediate tamiry memLei miy use vacation

teave or teave without pay. Sick leave shall not be used for attendance at a funeral.

Regular part-time Employees shall receive pay.under this policy for the hours they were scheduled to work during the 3
workdays of the requested bereavemenUfuneral leave.

Approved: August 2A, 2006

POLICY NO.78O.O2 JURY DUTY LEAVE

The City 
-of 

Kingsville encourages employees to fulfill their civic responsibilities by serving on a jury when required. paid
time off for Jury Leave will not be counted as time worked for tie purposes bt oeteinining' overtjme, nor shall shifidifferential pay apply.

Jurv Dutv
Full-time employees qualify for paid jury duty leave. Employees must show the .iury duty summons to their supervisor as
:Ti"::.1?::iPP .-1lhat the supervisor.mav make arrangements to accommodite thlk absence, Jury duiy pay is aoenerlt mat wll be calculated on the employee's base rate of pay for the number of hours the employee otherwise would
have worked on the day of the absence- All Employees suminoned for.lury arty or. 

"ii!ior" 
,ir,"!. liiy *n be excused

from work at least t hour prior to reporting for jury ciuty. Employees are expected to ieturn to work wlienever the courtschedule permits or if released from court with woik trouis itill remaining. emproyees aie-ainrJo to reep 
"nycompensation received from the court forjury duty service.

POLiCY NO.77005 MEDiCAL RECORDS

City of Kingsville Administrative Policies aod Procedures Manual
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POLICY NO. 780.03 WITNESS DUTY LEAVE

The City of Kingsville encourages employees to fulfitl their civic responsibilities by fulfilling witness duty, when required.
paid time off foi Witness Dutyleave wili not be counted as time worked for the purposes of determining overtime, nor

shall shift differentiat pay appiy. Time spent in court by employees who are required to aftend court in the course and

scope for their job shall be counted as lime worked for the purposes of determining overtime'

Witness DutY
joO*etateO: part+ime or full-time employees serving as a witness for a job-related event will receive paid time off for the

period of witness duty. The subpoena must be shown to the employee's supervisor immediately upon receipt so that

operating and schedule adjustments can be made to accommodate the absence

Expert Witness: Full-time employees who make a court appearance, as an expert witness because of their professional

knilwledge will be expected to schedule the time off in advance and take vacation leave'

Non-Job Related: Employees are to request the use of vacation leave or if no vacation leave is available, an absence of

leave without pay.

Aqqroved: August 28, 2006

POLICY NO.78().04 VOTING LEAVE

It is the policy of the City to atlow Employees short{erm paid leaves of absence when work scheduling would prohibit

participdtion 'as 
a voter in national, state; county, district, and municipal elections. The City encourages employees to

iutnit ttteir civic responsibilities by voting in eleciions. Generally, employees are able to lind time to vote either before

or aft"i r"gular work hours. Departirent directors should Lncourale employees to use.early voting in lieu oJ

iequesting lpecial leave. lf employees are unable to vote in an election during their non-working hours, the City will

grant up to two (2) hours of paid time off to vote.

Employee should request time off to vote from their supervisor at least two (2) working days praor to.the Election Day

AAvanie notice is required so that the necessary time otf can be scheduled at the beginning or end of the work shift,

or when the absence provides the least disruption. voting time off will not be counted as time worked for the

purposes of determining overtime.

A\Proved: August 28, 2006

PoLIcYNo.TS0.o5ADMINISTRATIVELEAVEFoRTRAININGoRoTHERCITYPURPoSES

ln ce(ain circumstances the Employee's Department Director may feel it is necessary or desirable for the Employee to

"tt"nO 
iriining professional conferehce, convention or civic function. Where the Employee's attendance.at one of these

iun"tions is niariaated by the City, the Employee will receive a paid leave of absence from the City for such attendance.

r/vhen the Employee attends a function voluntarily, it will up to the D€partment Director and City Manager to determine

*'t etnei p"iO 6ave will be grantea ior purposes o:f tne Employee's attendance. All paid leaves under this policy shall be

subject to the approval of the.City Manager.

Administrative leave for training or other City purpose that is for the benefit of the employer shall be counted as time

worked for the purposes of calculating overtime-

City of Kingsville Administrative Policies and Procedures Manual
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POLICY NO. 780.06 ADMINISTRATIVE LEAVE WTHOUT PAY

When an Employee requires additional leave as a reasonable accommodation for impairment, illness, or disability, or
when other appropriate circumstances make it desirable for the Employee to be granted a leave of absence, the
Employee may, with the recommendation of the Employee's Depariment Director and the approval of the City Manager,
be granted an unpaid leave of absence from the City after having exhausted all other eligible leave. During such periods
of leave, the Employee will receive no wages or accruals of Employee benefits. ln some cases, the Employee will be
issued a COBRA notice with respect to the City's group health and dental plans.

Approved: August 28, 2006

POLICY NO. 780.07 ADMINISTRATIVE LEAVE - EMERGENCY SITUATIONS

Employees should never assume City offices will be closed. ln the event of bad weather, such as hurricanes,
instructions regarding the closing of City otfices or facilities will be issued by the City Manager. .The City Manager will
determine which City personnel are "necessary or essential" and therefore will be required to work, despite the
closing of any other City offlces, during bad weather. Employees considered "necessary or essentaf will be notified
by- their Department Directors prior to the closing of City offices. See Emergency Services Policy for more detailed
information.

POL:CY NO.78008  M:L:TARY LEAVE
Approved: August 28, 2006

Military Leave under the Uniformed Services Employment and Reemployment Rights Act (,,USERRA,,)

As required by USERM, the City will provide any Employee a leave of absence without pay to permit the Employee to
enter the service of the Uniformed Services of the United States. "service in the Uniformed Seruices" means the
P.erf.orm?lce of duty, either voluntarily or involuntarily, in the uniformed services of the United States, including the
National Guard. With regard to leave under USERRA:

> An Employee off on USERRA leave is entitled to an unpaid leave of absence. The Employee may use accrued
paid vacation or other paid leave during the leave of absence to help cover the cost of the leave to tie Employee.

D Upon reemployment, an Employee is entitled to the same "seniority rights" and benefits under a collective
bargaining agreement as if the Employee had remained continuously employed during the period of USERRA
leave. To the degree promotion opportunities were available during leave, the Emp-loyee will be put on the
eligibility list (following .passing the tests, etc.) in the same rank as the Employee would have held, but for the
USERRA leave.

> Upon the Employee's return to work:

o The Employee may elect continuing coverage for group health benefits for 24 months beginning on the date
on which the person's absence begins; or the day after the date on which the person flils to apply for or
return to a position of employment. A service member who elects to continue health-plan coverage may be
required to pay not more that 102 percent of the full premium under the healthcare plan. ln cases when
service members perform service for less than 31 days, such person may not be required to pay more than
the employee share, if any, for such coverage. The City shall give the Employee ihe appr6piiate notices
and offer the opportunity to make an election for continuing coverage.

o The Employee is entitled to continue to accrue benefits under the City's Texas Municipal Retirement System
(TMRS) plan, and to make contributions to the plan on his own upon return to service, in an amount equal to
those contributions that would have been made had the Employee not experienced a break in service
because of USERRA leave. ln other words, the Employee can make up contributions to the City's TMRS
plan upon his or her return to work. Non-discretionary contributions ofthe City will be made to the plan upon
return to work, as well as any discretionary matching contributions, assuming the Employee makes his or her
contribution.

Chapter 7
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o Upon return to work, the Employee will be provided all seniority rights that the Employee would have earned

if the Employee had been continuously employed. Vacation and Sick leave accrual rate placement shall

depend on years of cunent City employment plus USERRA qualified military leave.

> USERRA rights under this policy are conditioned upon:
o the leave of absence from employment is less than 5 years, unless federal law provides an exception;

o the Employee is honorably discharged; and
o the Employee re-applies for employment within either:

. ttre firit regular'work day following 8-hours after discharge where the military service was less than 31

days in duration;. 14 days after disoharge where service was for more than 30 days but less than 180 days; or
. 90 dars after discharge where service was tor more than 180 days, but less than five (5) yearc.

Approved: August 28, 2006
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City of Kingsville Administrative Policies and Procedures Manual

POLICY NO. 8O1.OO CODE OF ETHICS

Refer to the most current City of Kingsville Code of Ethlcs Ordinance approved by City Commission. (Appendix E-1).

Approved: August 28, 2006

POLICY NO. 81O.OO NO HARASSMENT POLICY

The City expressly prohibits harassment of and discrimination against Employees on the basis of race, color, sex,
religion, national origin, disability, veteran status or any other status protected under local, state or federal law by
managers, Employees or outsiders. We do so because we want to provide all of our Employees with a productive
working environment. All Employees are responsible to conduct themselves in ways that ensure others are able to
work in an atmosphere free from harassment of any kind.

Harassment Defined
An employee's intentions and motives are not the decisive factors in considering alleged harassment behavior. The effect
of one employee's behavior upon another employee is the decisive factor. The welcomeness, frequency, and severity of
the behavior determine whether or not harassment has occuned. Harassment shall be deemed to have occurred if the
conduct or behavior:

a. Has the purpose or eflect of creating an intimidating, hostile, or offensive working environment;
b. Has the purpose or effect of interfering with an employee's work performancei or
c. Adversely affects an employee's employment opportunities.

Upon investigation and a determination that certain conduct constitutes harassment, the refusal ofan employee
to modify or cease such conduct shall be grounds for immediate termination. All decisions, determinations, or
tindings by the City regarding enforcement of this policy shall not be subject to review by the TEAM Review
Process or appeal to the civil service commission.

How to ReDort Harassment
Allegations of harassment should be reported promptly to any Department Director. lf the Employee feels
uncomfortable in filing such a report, the Employee shall contact and file a statement with the Human Resources
Department at 361-595-8018 or the City Legal Department at 361-595-8016.

Policv statement
The City will not tolerate sexual harassment, or any other form of harassment, whether based upon race, color, sex,
religion, national ongin, disability, veteran status or any other status protected under federal, state or local law.

Who ls Covered?
ln short, anybody an Employee encounters as he or she performs his or her job for the City is covered by this policy,

This includes all applicants and Employees regardless of position, title, grade, seniority or function, as well as clients,
temporaries, visitors, independent contractors and vendors. Nobody is immune from this policy.

What ls Unlawful Sexual Harassment?
Sexual harassment has been defined as unwelcome sexual advances, requests for sexual favors, and other verbal or
physical conduct of a sexual nature when:

. Submission lo such conduct is either made explicitly or implicitly a term or condition of employment;

. Submission to or rejection of such conduct is used as the basis for employment decisionsi or

. Such conduct has the purpose or effect of unreasonably interfering with the work environment or creating an
inlimidating, hostile or offensive work environment.

Sexual harassment can be subtle or direct. lt usually involves different genders, bui may be committed by someone of
the same gender. Sexually harassing behavior may include intentional physical conduct that is sexual in nature, sexual

iokes and innuendo, sexual advances or requests for sexual favors, propositions, verbal abuse of a sexual natu(
commentary about an individual's body, sexual prowess or sexual deficiencies, leering, touching, sexually base'-

Chapter 8-800 Policies Chapter B
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City of Kingsville Administrative Policies and Procedures Manual

obscene comments or gestures, display of sexually suggestive objects or pictures and any other type of physical, verbal
or visual conduct of a sexual nature.

Sexual harassment may occur through various methods including personal contact, in writing, over the telephone, over a
cell phone, through cell phone pictures and videos, through e-mail, on the lnkanet or lnternet or through any other forms
of communication devices. The means by lvhich sexually harassing behavior is conducted does not change its
inappropriateness. Sexual harassment will be disciplined, up lo and including discharge.

Obliqations o, All Emplovees
It is an essential responsibility for every Employee to report any incidents of actual or perceived harassment. This
includes harassment directly involving the Employee, or where the Employee is only a witness. Every Employee must
consider the obligation to report harassmenl as an essential function of their job. Failure to report harassment of any co-
worker will be disciplined, up to and including discharge.

Professional Environment
Our work environment is such that many individuals interact with each other every day. Differences of opinion,
discomfort with personality traits, and even anger are inevitable. The City wants our workplace to be both interactive and
professional. Tolerance of others is encouraged.

Statement of Harassment Required
Allegations of harassment may be reported in any manner that effectively communicates the message the Employee
desires to send. This includes reporting in writing, orally, by e-mail, letter, memo or note or any other reasonable means.
The City shall require a final statement in writing in order to have a clear and complete account of he Employee's
perception of the situation. The most beneficial written reports will include at least:

1. The dates and times of all incidents of harassment:
2. The names of all harassers and vlctims;
3. A detailed factual description ofthe harassmenti and
4. The names of all individuals present during the challenged conduct or who otheMise could corroborate

or refute the facts alleged.

Employees should also remember that in resolving a problem of harassment, it may be beneficial with the assistance of
the City to directly confront the harasser, clearly communicating what behavior is deemed unacceptable. ln many
instances, this alone will stop the undesirable behavior because lhe harasser does not realize the inappropriateness of
his or her conduct. lf the Employee does not feel that such a step is appropriate, however, the Employee should report
the problem elsewhere, as previously discussed.

lnvestiqations
ln most cases, a prompt investigation will immediately follow the reporting of behavior believed to constitute unlaMul
harassment. Any such investigation will be designed to address the allegations made, but will usually include detailed
inteNiews of the persons directly involved, witnesses, and review of any documentary items that tend to support or refute
the allegations. The City shall determine the level of investigation necessary to support or refute the allegations.

lnvestigations will be kept as confidential as practical, but in keeping with the City's desire to conduct a lhorough review
of all facts and events,

Determinations
ln instances where sufficient information is available, the City will promptly make factual and disciplinary determinations
about the challenged conduct. However, an Employee should keep in mind that some inappropriate behavior is not
reflected in documents or witnessed by other people. ln those situations, individual credibility determinations will have to
be made, and the City will strive to do its best at making those determinations conectly. All determinations will be based
upon a totality of the circumstances then known to the City.

Discipline
Any Employee engaged in any form of harassment will be subject to discipline, up to and including discharge. This
includes first-time offenders. All disciplinary decisions will be made on a case-by-case basis.

Chapter I
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Retaliation
Any act of retaliation against an Employee who reports, participates in an investigation of sexual or other harassment or
is otheMise involved in such an inquiry is strictly forbidden. Any Employee found to have retaliated against another
person will be subject to discipline, up to and including discharge.

False Claims
Harassment is a very serious matter. Accordingly, while all legitimate claims of unlarryful harassment must be
reported, such claims must never be fabricated or lodged without the utmost sincerity. Any person found to have
intentionally falsi{ied a claim of harassment, or who lodges a claim for malicious or improper reasons, is subiect to
immediate discipline, up to and including discharge.

Consensual Romantic Relationships
Consensual relationships between Employees are unwise, and such relationships between a Department Director and
hiyher subordinates are strictly prohibited. Failed relationships provide the groundwork for one or both of he Employees
to make allegations of harassment against the other. The only way to avoid this situation is not to engage in this type of
behavior in the first place. The best policy is to keep your personal life private and out of the workplace.

Traininq
The City shall make available information or training for Employees on issues involving unlaMul workplace
harassment. This will entail various forms and methods designed to heighten your awareness and education on the
subject. Every Employee should also keep and regularly review a copy of this policy.

Approved: August 28, 2006

POLICY NO. 82O.OO NO RETALIATION POLICY

The City supports the Texas Commission on Human Rights Act, which protects a public Employee (undr
Subchapter B. Unlawful Employment Practices of Chapter 21. Employment Discrimination of the Texas Labor Code)
who:

(1) opposes a discriminatory practice;
(2) makes or files a charge;
(3) files a complaint; or
(4) testifies, assists, or participates in any manner in an investigation, proceeding, or hearing.

Appr07eび ス●gυs1 28,2006
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POLICY NO.83O.OO SUBSTANCE ABUSE POLICY

Pumose
The City recognizes the problem of substance abuse (including illegal drugs and misuse of alcohol, prescription drugs
and over-the-counter drugs) in our society. lf unchecked in the workplace, this problem could adversely affect both the
productivity and prolitability of our business and the professional, personal and family lives of our associates. The City
will strive to balance respect for individual privacy with the need to keep a safe and productive work environment;
however, the City is committed to and will aggressively pursue the goal of this policy. The City INTENDS TO MAINTAIN
A SUBSTANCE ABUSE-FREE WORKPLACE. With that basic goal in mind, the City has established this policy with
regard to use, possession and sale of alcohol and drugs.
Prohibited Conduct

llleqal Druqs.
This policy prohibits any Employee from bringing onto City premises or property, having possession of, being under the
influence ol possessing in the Employee's body, blood or urine in amounls exceeding predetermined culoff levels, or
using, consuming, transferring, selling or attempting to sell or transfer any form of illegal drug while on City business or at
any time during the hours between the beginning and ending of the Employee's work day, whelher on duty or not, and
whether on City property or not.
For purposes of this policy, an "illegal drug" is any drug (a) which is not legally obtainable; (b) which may be legally
obtainable but has not been legally obtained by the Employee; or (c) which is being used in a manner or for a purpose
other than as prescribed for the Employee.

Alcohol
This policy prohibits any Employee from being under the influence of alcohol while on City business or at any time during
the hours between the beginning and ending of the Employee's work day, whether on City property or not.

This policy also prohibits any Employee from bringing alcohol onto City premises or property or using, consuming,
kansferring, selling or attempting to sell or transfer alcohol while on City business or at any time during the hours
between the beginning and ending of the Employee's work day, whether on City property or not, except as specifically
authorized by the City.

Prescription and Over-the-Counter Druqs
This policy prohibits any Employee from abusing prescriptlon medications or over-the-counter drugs while on City
business or at any time during the hours between the beginning and ending of the Employee's work day, lvhether on duty
or not, and whether on City property or not.
For purposes of this pollcy, "prescription or over-the-counter drug abuse" means taking medications that were prescribed
for someone else; using prescription drugs or over{he-counter drugs for a purpose other than for which they were
prescribed or manufactured or other than in accordance with the doctois instructions or recommended dosages.

Employees are expected to consult with their physicians regarding the effect of medications prescribed for them and to
consult any package warnings for over-the-counter drugs. When an Employee is taking a prescription or over-the-
counter drug that can or will have an effect on the Employee's normal mental and/or physical state or interfere with work
such as operating vehicles, machinery, equipment, etc., the Employee must inform his or her immediate Department
Director so that an accommodation may be made to allow the Employee to contlnue job performance without
endangering his or her health and safety or the health and safety of others.

Substance Screeninq
The City shall require individuals to undergo drug or alcohol screening under the following circumstances:

1. Applacant Testing.
The City shall require any job appticant who has received a conditional offer of employment to undergo a drug and/or
alcohol test as a condition of commencement of employment. lf the job applicant refuses lo undergo substance testing
or has a confirmed positive test result, the conditional offer of employment will be withdrawn and the individual will not be
hired.

Chapter I
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2. Reasonable Suspicion Testing.
The City shall require any. Employee to undergo drug and/or alcohol testing if it has a reasonable suspicion that t.
Employee is using or has used drugs or alcohol in violation of this policy.

By way of example only, a "reasonable suspicion" for purposes of this policy may be based upon such circumstances as
physical symptoms or manifestations of being under the influence of drugs or alcohol or direct observation of drug or
alcohol use while at work or on duty; a reliable, credible and independently coroborated report of drug or alcohol use
while at work or on duty; evidence that an individual has tampered with a drug or alcohol test during his or her
employment with the Cityi or evidence that the Employee is involved in the use, possession, sale, solicitation or transfer
of drugs lvhile on duty or while on City premises or operating the Citys vehicles, machinery or equipment.

3. Post-AccidentTesting.
Generally, the City shall require an Employee to undergo drug and/or alcohol testing if the City has a reasonable
suspicion that the Employee or another person has sustained a work-related injury or City property has been damaged
as a direct result of the Employee's use of drugs or alcohol. Any accident in lvhich a City Employee is operating a City
vehicle or personal vehicle on City business, regardless of whether reasonable suspicion exists, will require a post
accident alcohol and drug test.

4. Random Testinq.
The City shall require any Employee to undergo drug and/or alcohol testing on a random selection basis. ln selecting
Employees at random for alcohol or drug testing, all Employees will have a substantially equal chance of being selected
for random testing and the City will not have the discretion to waive the selection of any Employee.

5. Post-RehabilitationTesting.
The City shall require any Employee to undergo drug and/or alcohol testing without prior notice following a prior
conrirmed positive test or following the Employee's participation in a drug or alcohol dependency treatment program
which the Employee has completed as a condition of continued employment with the City ('Rehabilitation Option"). This
postrehabilitation testing shall continue for up to two years.

The Rehabilitation Option is not available for posltive test results arising from drug tests administered on the
basis of post-aecident, reasonable suspicion, or any other basis under this policy includinq ,andom testing.
Upon the sole discretion of the City, the City may suspend disciplinary action and allow the employee to exercise this
Rehabilitation Option provided the employee agrees to:

a. Accept a s-day suspension without pay;

b. lmmediately enter a rehabilitative program of his choosing for such time as necessary to complete the program.
All time in excess of the s-day suspension shall be treated as sick leave. The employee shall not be allowed to
return unless a certificate provided by a recognized licensed health care provider that the employee has
satisfactorily completed a rehabilitation program.

c. This post-rehabilitation testing shall continue for up to two years.

d. The employee will be responsible for ihe cost of the rehabilitation program, to the extent not covered by medical
insurance, as well as the cost of post-rehabilitation testing.

e. The employee shall not be eligible for promotion or any step increase based on anniversary date for a period of
two years from the date of the conlirmed test result. There shall be no retroactive payment or eligibility for
promotion upon completion of the two-year period.

f. ln the event any employee covered by a collective bargaining agreement is unable to successfully complete
rehabilitation within the time frame required by the collective bargaining agreement for promotions or filling a
vacancy, the employee shall be terminated and the position shall be fllled as required by the collecti\
bargaining agreement.

Chapter 8
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5. Scheduled, Periodic Testing.
The City shall require any Employee to undergo drug and/or alcohol testing as part of a routinely scheduled fitness-for-
duty medical exam to the extent such an exam is regularly conducted on the Employee. Also, Employee's shall be
required to undergo drug and/or alcohol testing which is routinely scheduled for all members of the Employee's
classification or group. The City shall schedule random drug and/or alcohol testing of its Employee pool. The City shall
follow applicable federal regulations for employees required to possess commercial drivefs licenses, Commercial drivers
will have a designed classification for U.S. Department of Transportation (DOT) drug testing purposes and for the City to
maintain required documentation. The City will also include commercial drivers (DOT pool) in the City's entire Emptoyee
pool for random testing purposes.

Substance Screeninq Methods and Limits
lnitial tests for alcohol will almost always be through breath or sallva samples (blood samples may be used in limited
situations). Confirmation tests will be through breath or blood samples. Testing of urine samples for alcohol will be done
only in connection with post-rehabilitation testing to monitor that an Employee continues to be substance kee following
participation in a treatment program.

Substance screening may also be conducted through urine tests for the following drugs and their metabolites at the
indicated initial and confirmation levels:

Druq Name

(1) marijuana
(2) cocainemetabolites
(3) opiate metabolites

(a) codeine
(b) hydrocodone
(c) hydromorphone
(d) meperidine
(e) methadone
(0 oxycodone
(g) propoxyphene

o)  6 Acetylmorphine
(4)    phenCyc‖ dine

(5)  amphetamines

(h) morphine (test for o-Accetylmorphine, when morphine exceeds 2000 ng/ml)(i) heroin

initial

level

(nq/mハ

50
300
300

25
1,000

Confirmation
Ievel
(no/ml)

' 15
150
300

10 ng/ml

10
500

(a) amphetamines
(b) methamphetamines
(c) methylenedioxyamphetamine
(d) methylenedioxymethamphetamine
(e) phentermine

(6) barbiturates 300 300
(a) amobarbital
(b) butalbital
(c) pentobarbital
(d) secobarbital

(7) benzodiazepines 300 300(a) diazepam
(b) chlordiazepam
(c) alprazolam

(8) methaqualone 300 300

lnitial test of l000ng/ml shall be used for meperidine, and a confirmation test of 500ng/mt.

The levels shown above are subjecl to change in accordance with new or revised regulations established by the city
Commission,

Chapter 8
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lf an applicant or Employee has a conflrmed positive test result, the individual may at his or her option explain the tes,
results in confidence to the City's Medical Review Offrcer. The name of the curent Medical Review Olficer, who is
medical professional trained and authorized to receive and interpret drug tesl results, can be obtained from the Humat,
Resources Departrnent. An applicant or Employee who has received a positive test result may also request a retest of
the same specimen in order to challenge lhe results of a positive test; however, the individual shall pay all costs of the
retest, unless the retest reverses the findings of the challenged positive test, in which case the City shall reimburse the
individual for the costs of the retest.

All samples will be collected in a manner that is designed to protect to the fullest extent possible individual privacy of
Employees. Employees will not be subject to direct observation while rendering urine samples; however, if there is a
valid suspicion that the Employee has tampered with a sample, preventive measures will be employed. l[ an Employee
provides a sample that contains conrirmed evidence of any form of tampering or substitution, this shall constitute a
refusal to be tested and the Employee shall be subject to discipline in accordance with this policy,

All records and results pertaining to substance screening shall be maintained by the City as "Confidential" in the same
manner as medical remrds. Any applicant or Employee who wishes to obtain information or records related to his or her
individual drug or alcohol test may, however, have access to those records upon written request to the Human
Resources Department.

Emplovee Notification of Criminal Druq Conviction or License Suspension
ln accordance with the federal Drug-free Workplace Act, any Employee who is convicted of a violation of a criminal drug
statute involving an on duty or off duty incident must notify the City within five days of conviction or driver's license
suspension.

EmDlovee Educalion and Assistance Proqmm
In an effort to help Employees understand the issues surrounding substance abuse, the City has established an ongoing
education program. This program includes information about the dangers of substance abuse, the City's Substance
Abuse Policy, information about treatrnent services available and the penalties for violation of the Substance Abus
Policy.

The City also provides drug and alcohol dependency evaluation and refenal services for substance abuse counseling,
treatment and rehabilitation as part of an Employee Assistance Program. Employees are encouraged to seek assistance
through this program and an Employee's decision to seek assistance from the Employee Assistance Program will not be
used as the basis for disciplinary action prior to administering an alcohol or drug test which produces a positive result or
other violation of this Policy. On the other hand, using the Employee Assistance Program will not be considered a
defense to imposition of disciplinary action when the City becomes aware of a positive drug test or other violation of this
Policy outside of the Employee Assistance Program.
Depending on the circumstances, the City may suspend the imposition of dasciplinary action subject to an Employee's
successful participation and completion in an alcohol or drug dependency treatment or rehabilitation program, but such
suspension of disciplinary action shall be in the sole discretion of the City. No Employee shall be able to avoid
disciplinary action for violation of this Policy if he or she does not meet the standards ofjob performance established for
his or her position even if the individual's lack of performance is due to alcoholism or drug dependency.

Gonsequences o, Failure to Complv with this Policv
Any applicant who has been made a conditional offer of employment and who refuses to undergo substance testing or
who has a confirmed positive result shall not be hired by the City. Any Employee who violates any provision of this Policy
shall be deemed guilty of misconduct and subject to discipline up to and including discharge from employment, even for
the first offense. This shall include any use, possession or sale of illegal drugs as prohibited by this Policyi any use or
abuse of alcohol as prohibited by this Policy: and any prescription or over-therounter drug abuse as prohibited by this
Policy.
lf you test positive, at the City's discretion and as an alternative to disciplinary action, you may be required to undergo a
treatment program at your expense to the extenl not covered by medical insurance. When you return from the treatment
program you will be subject to an individual schedule of random tesling for two years. lf you test positive in a follow-up
test you will be terminated. This (mandatory termination provision) shall also include any refusal to submit to an alcohol
or a drug test required by the City as outlined and in compliance with this Policy or any delay in submitting to such a te,
when requested.

Chapter 8
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The City of Kingsville shall not tolerate any use of non-prescribed drugs or alcohol. lf an employee comes to work under
the influence of drugs or alcohol or uses drugs or alcohol while on City business or at any time during the hours between
the beginning and ending of the Employee's work day, whether on City property or not, disciplinary action will be taken up
to and including termination of employment.

All decisions, determinations, or lindings by the City regarding enforcement or administtation of this policy
shall not be subject to review by the TEAM Review Process or appeal to the civil service commission.

Comoliance with Applicable Law
To the extent any portion of this Policy is determined to be contrary to the requiremenls of any applicable federal or state
statutes, rules or regulations, it is the intent of the City to conduct its program prohibiting alcohol and drug abuse in the
workplace and any alcohol or substance screening in connection therewith in accordance with those legalguidelines, and

the City shall do so even if this Policy has not been modified to address such inconsistencies.

ResponsibiliW for Administration
This Policy shall be uniformly administered to insure faimess to all Employees of the City. The Human Resource
Departrnent is responsible for administering this Policy. This responsibility includes: (1) communicating the Policy to all
Employees; (2) disseminating drug and alcohol awareness information and making information regarding the Employee
Assistance Program available to all Employees; (3) providing appropriate training lo Department Directory personnel; and
(4) administering this Policy fairly and consistently throughout the City. The City will provide advisory and technical
assistance and is responsible for insuring uniform administration of the Policy throughout the City.

Approved: August 28, 2006

POLICY NO.84O.OO DRESS CODE

ln order to enhance and maintain a good image to the general public, City employees must maintain high standards of
personal cleanliness and grooming and shall present a neat businesslike appearance at all times during working hours.
Presenting a professional image creates a favorable public impression for the City, promotes respect among co-workers
and encourages higher work standards.

Appropriate Business Attire
All clothing must be neat, clean, in good condition and appropriate for duties of the position. Business attire includes:
dresses, pantsuits, slacks, skirts, blouses and shirts. Clothes shall be designed in styles and fabrics that are appropriate
for City business. A shirt with the City logo is acceptable. AII employees are expected to comply with safety regulations
as dictated by departmental and industry safety standards.

lnappropriate Business Attire
lnappropriate business attire includes, but is not limited to:. Ctothing that is unsuitable for the business environment, such as team sports apparel and t-shirts. Clothing including caps with offensive promotion/advertising designs or language

. Clothing styles that are extremely conspicuous, such as mini-skirts, revealing blouses or other clothing. Suggestive attire or radical departure from traditional office atlire. Shirts and blouses must completely cover the aMomen and back .. Proper undergarments, shall be worn at alltimes.. Overalls, sweat shiG, sweat pants or wind suits. Sneaker or shower shoes. Tight pants, leggings or shorts. Off the shoulder tops, halter tops, tube tops or muscle shirts. Frayed, tattered, unhemmed or holey clothing

Chapter 8
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Dress Code Exceptions
The Dress Code applies only to those employees who are not required to wear a City uniform. However son
departments may have an alternate dress code which includes the daily use ofjeans in the workplace. Unusual
circumstances as approved by the supervisor, such as weather conditions, special work assignment, medical
reasons, worksite conditions and/or unusual working hours or situations, may be sufficient reasons to grant an
exception to the dress code.

Casual Fridays
The exception to this policy is on .Casual Fridays" for omce personnel when less formal clothing is authorized such
as jeans. The employees are still expected to present a neat appearance and are not permitted to wear untidy
clothing, athletic wear or similarly inappropriate clothing.

Additional Provisions
More traditional business attire may be appropriate for ce(ain meetings and/or presentations either inside or outside
City offices. Department Directors and supervisors have the responsibility to inform thelr employees of appropriate
attire when meeting the general Public or any other time the Director may deem it is necessary

Personal Appearance
Without unduly restricting individual tastes, the following personal appearance examples are not permitted:. Hairstyles are expected to be in good taste. Unnaturally colored hair or extreme hairstyles are not permitted

' Offensive body odor and poor personal hygiene. Torso body pierclng with visible jewelry or iewelry lhat can be seen lhrough or under clothing must not be
worn during work hours* Tattoos/body art or brands that are offensive, advocate drugs, advocate sexual, racial or religious
discrimination are prohibited from being visible while on duty.. lntentional body mutilation or piercing that is excessive or eccentric is not permitted. Some examples are a
split or forked tongue or foreign objects inserted under the skin to create a design or pattern. Jewelry that pierces or is clipped to the eyebrow, tongue, nose, scalp, forehead, or other exposed parts,
the body, except the ear, may not be worn during work hours

Employees who do not meet dress code or personal appearance standards will be sent home wilh no compensation
until they are properly groomed or in the proper attire. Violation of this policy is cause lor disciplinary action, up to
and including iermination of employment. Department Directors may implement more stringent dress codes-
Questions about proper attire may be directed to the Department Director or the Human Resources Department.

Approved: August 28, 2006

POLICY NO. SSO.OO OUTSIDE EMPLOYMENT

The City shall be the primary employer for all Employees for which benefits are being supplied. An Employee may be
employed in any capacity in any other business, trade, occupation or profession while employed by the City, so long
as it is determined that such employment does not tend to bring the City into disrepute, reflect discredit upon the
Employee, or conflict with his/her employment or performance as a City Employee.

The City recognizes the prerogative of its Employees to pursue other employment to occupy off duty hours. However,
this must be balanced with the City's need for full productivity during working hours and with loyalty from its'
Employees. Employees must notify their Department Director in writing prior to accepting outside employment and
whenever the nature of such employment changes. The information will be forwarded to the Human Resources
Department for placement in the Employee's personnel file.

Employees may pursue other employment only when it is not in conflict with the operations and business of the City
and does not interfere with the performance of their work. Outside employment shall not impair Employee's
availability upon emergency recall by the City.

Chapter 8
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Outside employment will not be considered an excuse for poor job performance, absenteeism, tardiness, or refusal to
work overtime. Should the outside employment cause or contribute to any of these situations, it must be discontinued
or the Employee will be sub.iect to termination from City employment.

As the primary employer, the Employee musl recognize the City's need for flexibility and changing schedules based
upon the demand for services or departmental needs.

Approved: August 28, 2006

POLICY NO. S60,00 PERFORMANCE EVALUATION

The purpose of performance evaluations is to help both employees and their supervisors to monitor the employee's
job performance and progress within the City's organization. For performance evaluations to be helpful to the
employee, supervisors and Department Directors should communicate their performance expectations for the up-
coming year during job performance evaluations.

Performance evaluations are scheduled approximately every 12 months by the Human Resources Department. An
employee may attach a statement to their performance evaluation for rebuttal or clarification, if desired. Performance
evaluations shall be in a written format and signed by the employee, evaluator and Department Director. Completed
original performance evaluations must be submitted to the Human Resources Department for placement in the
employee's personnel file.

Approved: August 28, 2006

POL:CY N0 87000 SOLiC:TAT:ON POL:CY

Postings
No other non-job related announcement or printed material may be attached to any window, or building owned by the
City unless approved by the City Manager or his designee. Announcemenls and printed material must have the
approval of the City Manager or his designee to be posted on a City bulletin board. Specific technical job related
material must be approved by the Department Director. All items posted must have a removal date and be removed
timely. The public service bulletin board located in the Robert J. Kleberg Public Library is exempt from this policy.
However, users of the public service bulletin board must adhere to the guidelines established by the Library.

Distribution of Literature
Any printed item, r.e., discount coupons, tickets, announcements, etc., to be distributed to City employees must be
coordinated with the Human Resources Department. To obtain approval, a prinled item must be City-related
business or a specific beneflt for City employees due to their employment with the City. The Human Resources
Department will determine the method of distributing all approved materials.

Approved: August 28, 2006

POLICY NO. 871.00 POLITICAL ACTIVITY

City employees shall noi be permitted to lake an active part on any political campaign for an elective position if they
are in uniform or on duty.

/tpplovedス ●9″s12a2006
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POLTCY NO. 880.00 DRtvtNG POLTCY

Employees who are required to drive or operate a motor vehicle for the City, whether the vehicle is personal or Cr 
_

owned, will be immediately suspended from all City-related driving activities when it is determined that the Employee has
an "unsatisfactory driving record" as defined below.

Employees whose drivefs license is suspended; who are convicted for DW or DUID or who upon a drug or atcohol test
in accordance with City policy, lest positive for alcohol or the illegal use of drugs will be immediately suspended from
driving. ln addition, the City may take disciplinary action up to and including termination of employment.

An 'Unsatisfactory driving record" is where:

> The Employee is determined to be uninsurable by the City's insurance carrier

> The Employee two (2) or more'atfault" accidents within a three (3) year period

> The Employee has one (1) or more'Type A" violations within a three (3)year period

F The Employee has any combination of accidents and "Type B" violations which equal three (3) or more such
violations within a three (3) year period

> The Employee loses his or her driver's license for any reason and is unable to perform the essential functions of their
iob.

"Type A" violations include:

> Driving while intoxicated ("DW")

> Driving under the inffuence of drugs ("DU|D")

). Negligent homicide arising out of the operation of a motor vehicle

> Operating a motor vehicle during a period of driver's license suspension or revocation

> Aggravated assault with a motor vehicle

> Operating a motor vehicle without the owner's permission

) Permitting or assisting an unlicensed driver to operate a motor vehicle

> Reckless driving or racing

> Hit and run lvhere bodily injury or property damage was sustained

'Type B" violations are all motor vehicle and moving violations not listed, above.

Employees who are arrested or convicted ot DWI or DUID, or whose license is revoked or suspended must report their
status to their supervisor immediately bul no later than 5 days from the date of the incident. The department supervisor
shall consult with the Human Resources Department regarding the Employee's license stafus. Failure of he Employee
to make a proper report with their supervisor will result in discipline, up to and including termination of employment.

Employees who lose their driving privileges under this policy may be reassigned to another employment position within
the City, at the sole and absolute discretion of the City Manager.

Chaplel S-800 Policies Chapter 8
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General Disciplinarv Guidelines for Avoidable Accidents
The following guidelines will be applicable to exempt and non-exempt non{lvil service employees involved in city
owned motor vehicular or equipment type accidents. Supervisors are to take into consideration allmitigating factors
including severity, frequency, policy and procedure violations and an employee's driving history within the prior three
(3) years.

Definition

Avoidable Accident - An accident shall be considered avoidable if an employee receives an official citation from a
law enforcement agency.

These guidelines are as follows:

- An employee who has an avoidable accident with no damage may receive a written warning in their personnel
file.

- An employee who has an avoidable accident where damages are up to $1,000.00, the employee may receive
two (2) days suspension without pay.

- An employee who has an avoidable accident where damages are up to $5,000.00, the employee may receive
three (3) days suspension without pay.

- An employee who has an avoidable accident where damages exceed $5,000.00, may receive a minimum five (5)
days suspension or more without pay or termination.

A semnd avoidable accident within lhe prior three years with no damage may be treated as a first offense with
minimum damage. The second avoidable accident within the prior three years may double the punishment.

A third avoidable accident within the prior three years may be grounds for twelve (12) days suspension without pay or
termination.

A fourth avoidable accident within the prior three years shall be grounds for further disciplinary action up to and
including termination of employmenL

Approved: August 28, 2006
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POLICY NO.881.OO EMERGENCY SERVICES POLICY

l. Purpose
The citizens of Kingsville depend on City employees before, during, and after an emergency or disaster to provide
quality customer service in the restoration of essential public services required to maintain the health, safety, and
quality of life for our community. City employees demonstrate pride and a commitment to quality customer service by
ensuring a continuation of public services during the essential periods of every emergency or disaster. This policy
sets out responsibilities of City employees before, during, and after disasters to ensure that City employees function
as a team in restoring City services.

ll. Scope
This policy applies to all City employees who in the course and scope of their employment provide services for the
benefit of the general public during emergency situations that threaten the safety of the citizens of Kingsville.
Effective upon approval of this policy, as revised, all City job descriptions are hereby amended to require current City
employees to provide services in the course and scope of their employment for the benefit of the general public
during emergency situations that threaten the safety of the citizens of Kingsville.

lf conflicts arise between the Policy and Police and Fire Collective Bargaining Agreements, the applicable agreement
shall govern.

lll. Application
This policy will be in effect whenever the City Manager, or designee, in accordance with the City Emergency
Preparedness Plan, declares that emergency conditions warrant it, either in preparation for, or as a reaction to, one
or more disastrous events such as: a civil disturbance, hurricane, tornado, earthquake, flood, ice storm, fire,
chemical accident including a hazardous material spill, possible public exposure to hazardous conditions, or other
disasters which threaten the safety of the citizens of Kingsville.

lV. Position Desiqnation And Responsibllities
All employees of the City of Kingsville hold essential services positions and, as part ot the City's Emergen(
Response Team, provide services in the course and scope of their employment for the benefit of the general public
during emergency situations that threaten the safety of the citizens of Kingsville. All city employees may be required
to work immediately before, during, or immediately after an emergency or disaster as required by the circumstances,
unless a waiver is requested and approved as per section Vll of this policy.

V. Readiness Conditions
The procedures of the Emergency Services Policy will correspond to lhe increased readiness actions in the
Emergency Preparedness Plan. The City Manager or designee will notify departments of any change in readiness
conditions. Hazardous conditions anclude, bul are not limited to, one or more disaslrous events, such as: a civil
disturbance, hurricane, tornado, earthquake, flood, ice storm, fire, chemical accident including a hazardous material
spill, possible public exposure to hazardous conditions, or other disasters which threaten the safety of the citizens of
Kingsville.

Basic Readiness Ongoing Phase - Customer Service and responsiveness is the daily job of all City employees.
Employees of the City of Kingsville are responsible to the citizens of Kingsville for providing for their safety, health
and welfare in the event of a state of emergency or disaster.

A. Basic readiness requires City employees to know their functions and responsibilities in a disaster.
management will maintain minimal basic emergency response equipment and supplies as required
applicable department.

Department Heads will review policies and procedures with all employees on or before May 15th of each year.
The Department Head, or designee, will (a) provide each employee with a copy of the Emergency Services
Policy, (b) obtain signed and correctly completed Acknowledgement Forms (Appendix F-l), and (c) verify that
each employee has an up{o-date Employee ldentification Card.

B. lncreased Awareness Phase (Readiness Condition 4) A higher degree of readiness is needed than is normally
present. The condition can occur at any moment due to the probability of a hazardous condition. This conditio
will automatically be in effect during hurricane season, June 1 through November 30.

The Risk Manager will initiate general increased readiness activities.

Chapter 8
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The department heads will review their respective Standard Operating Procedures and advise the Risk Manager
of any changes.

Department Heads will ensure personnel are aware of readiness conditions.

A Department Head may set a higher condition anytrme when considered necessary (with the permission of the
City Manager or designee). Departments will notify the Risk Manager when setting a higher readiness condition.

C. Watch Phase (Readiness Condition 3) - lndicates the existence of a potential danger that could develop into a
hazardous condition requiring a higher degree of readiness than Condition 4, but is not an immediate threat to
life or prope(y. The hazardous condition has the probability of requiring moving into Readiness Condition 2.

Department Heads will conduct briefings with their staff and check readiness of equipment, supplies and
facilities. Departments should correct deficiencies and begin securing equipment and property.

Supervisors will review policies and procedures with City employees. The reviews will address work schedules,
special equipment availability, notification of last minute changes, and the process to be used to contact
employees after shift hours and on weekends.

Employees will review procedures with their families and inform them of the probability of Readiness Condition 2
and make final arrangements. lt is the responsibility of the employee to be ready for Readiness Condition 2.

Supervisors and employees will be allowed to secure their homes and belongings during this Phase as approved
by the Department Head, or designee, by taking sick or vacation leave.

D. Warning Phase - (Readiness Condition 2)

A situation has definite characteristics of becoming hazardous, and there is significant probability of injury and/or
property damage.

The City Manager will declare that the Emergency Services Policy is in effect.

City Property will be secured and protected.

Other actions will be taken as necessary in individual departments as required by the Emergency Operating Plan
(EOP) and departmental Standard Operating Procedures (SOP).

The Phase will begin at the same time throughout the City, but it may end at different times in different
departments.

Employees will remain at work until dismissed by their supervisor in accordance with the department's
operational demands or Hurricane Standard Operating Procedure.

The City employee shelter will be opened and made ready with supplies, food, equipment needed. City
employees will be advised of the shefter location and opening aime.

Approved Leave Reassessed:
Department Heads will reassess on a case-by-case basis all approved vacation leave requests for employees
who are off duty on vacalion or personal leave at the time the Emergency Services Policy is activated (Warning
Phase) and will use discretion in deciding to cancel, re-approve, or reschedule the leave.

Employees who are scheduled for approved vacation or personal leave lhat runs concurrently with the time for
activation of the Emergency Services Policy (Warning Phase) will have such leave automatically cancelled. At
the discretion of the Department Head, such leave may be rescheduled or re-approved on a case-by-case basis
based on individual circumstances and operational needs.

Employees who are on approved leave and are outside the city limits of the City of Kingsville, upon learning of
the Mayor, or City Manager, or designee, opening the Emergency Operations center, are responsible for calling
in to their Department Heads, or designees, at the applicable department or the Emergency Operations Center.
Based on circumstances, the Department Head may use discretion to cancel or re-approve such leave.

lf the employee is out of state or country, and does not learn of the opening of the Emergency Operations Center
from available media, he/she will not know to call in. Under such circumstances the employee's approved leave
will not be cancelled.

E. Essential Services Phase - (Readiness Condition 1) A hazardous condition is imminent or has occurred. Events
such as a civil disturbance, hurricane, tornado, earthquake, flood, ice storm, fire, chemical accident including a

Chapter 8
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hazardous material spill, possible public exposure to hazardous conditions, or other disasters that threaten the
safety of Kingsville's citizens will result in declaration of Readlness Condition 1.

1. The availability of City employees to work is necessary for the benefit of the general public immediately
before, during, and/or immediately after the emergency. Employees will not be authorized to evacuate
should an evacuation order be issued in accordance with Chapter 22 of the Texas Labor Code unless they
have requested and received an approved Waiver Form.

2. Upon an evacuation order being issued in accordance with State law, employees who have been granted
approved waivers shall be released from duty and may evacuate the City. Employees with approved waivers
who evacuate the City are responsible for reporting back to work in compliance with the Return{o-Duty
Phase of this Policy.

3. Shifts during the Essential Services Phase may be establashed according to departmental needs at the
discretion of the Department Head. Employees who are list in the Departmental Operations Pool must
provide phone numbers, pagers, addresses, or other information to their Department Head where the
employee can be contacted prior or during an emergency. The Department Head shall list the employees
contact information on the Departmental Operations Pool form. Employees who need to request a waiver
will be responsible for complying with deadlines and waiver request procedures as outlines in Section Vll of
this policy.

4. Shelters: The Risk Manager, or designee, will communicate to department heads, or designees, the locations
of shelters for city Employees who are on the Emergency Operations Pool, during the Essential Services
Phase of this policy. Families of employees are strongly encouraged to evacuate with the general public
when an evacuation order is issued. See "Shelter and Mass Care" in the Emergency Operating Plan for
additional details.

Return-to-Duty Phase: By reporting to duty as directed, each employee meets his/her responsibility to work with
other City employees as a team in restoring the community to normal service levels following a disaster.

Following the announcement of the Return{o-Duty Phase by City Officials, employees who remained in locr
shelter, or sheltered-in-place in their homes, or evacuated (waiver approved status only) will report to work at th.
start of the next normal shift unless otherwise directed to call in or report sooner.

Waivers are granted only for the Essential Services Phase of an emergency and/or disaster. Employees who
receive an approved waiver are still required to work before and after and emergency and/or disaster.

Employees who cannot report at the start of the next normal shift must call in, or otherwise contact their
supervisor, or designee, at or before the time the employee's shift begins, or in no case later than 4 hours after
the time the employee's shift begins.

Employees must make every attempt within reason to contact their supervisor, or designee, to report their
inability to report to work and request authorized leave.

Mitigating circumstances that prohibit the employee from calling in, or reporting to duty at the next normal shlft,
will be considered on a case-by-case basis based on the facts of each circumstance.

Failure of employees to call in or otherwise contact their supervisor, or designee, will result in the leave being
designated "unauthorized without pay", and sub.iect the employee to disciplinary action up to and including
termination depending on the circumstances and if such action is approved by the Director of Personnel and City
Manager.

Employees should contact their supervisor to obtain information on the Return{o Outy Phase.

Responsibilities

City Manager and Department Heads:

1. lt is the shared responsibility of the City Manager, Assistant City Manager and Department Heads to
communicate the implementation of the Emergency Services Policy to City Employees.

2. Department Heads and other positions incumbent in the Management Pay Plan are required to call th€
Emergency Operations Center for duty assignments upon becoming aware of an announcement by th.
Mayor, City Manager, or designees, that the Center is being activated.

Chapter 8
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3. On or before April 30ih of each year, the Department Head will meet with assigned personnel and train
employees on the content of the Emergency Services Policy, as last revised, and secure a signed
Acknowledgement Form from each employee stating he/she has had an opportunity to ask questions on the
Policy and understand his/her responsibilities.

4. The Department Head will provide the Risk Management Department with a completed "Emergency Services
Employee Departmental List" form with employee names with designated employee assignments, such as:

a. Emergency Operations Pool (Employees shall remain throughout the emergency before, during, and after
the emergency);

b. Emergency Operations Center (command center stafO;

c. Departmental Operations Pool (Employees shall be available to assist before/after the emergency and are
subject to work upon request); and

d. Approved waiver request.

5. Employees designated as belonging to the Emergency Operations Pool are subject to assignment to tasks
as needed immediately before, during, or immediately after the emergency based on operational necessity,
including, but not limited to, shelter management and support: telephone bank; bus evacuation assistance,
etc. A copy of the Emergency Services Employee Departmental List will be forwarded to Risk Management
and a copy to the Human Resources Department.

Risk Manager will assign individuals from departmental lists to perform specific functions including, but not
limited to, shelter management and suppo( telephone bank; bus evacuation assistance, etc. lmmediately
before, during or immediately after the emergency

lf employee names on this list have not been assigned to a work assignment, then these employee names
will stay in the 'Department Operations Pool" and will remain available to assume woIk assignmenls as
needed immediately berore, during, or immediately after the emergency. 'Pool status" must be documented
on the Employee Departmental List in the column by each employee's name.

Employees who are designated to assist as needed immediately after the emergency will be instructed on
when and where to report for duty upon announcement of the Returnto-Duty Phase.

Employees who are granted an approved waiver will be instructed on when to report to duty upon
announcement of lhe Return{o-Duty Phase.

Department Heads are responsible for releasing employees with approved waivers at the time evacualion is
ordered for the public under Chapter 22 of lhe Texas Labor Code to enable the employee to evacuate.
Waivers are granted only for the Essential Services Phase of an emergency and/or disaster. Employees
who receive an approved waiver are still required to work before and after an emergency and/or disaster and
comply with the Return{o-Duty Phase when announced by City officials,

6. Prior to April 30th of each year, the Department Head is responsible for development and implementation of a
process for communicating with employees (through use of a Communications "Tree" or Chart) whereby
employees can be called in to work after normal shift hours and on weekends. The "Communication Tree"
needs to clearly designate the persons responsible for calling assigned groups of employees to report to duty
under this Policy.

7. Upon receipt of work assignments provided by Risk Management for departmental employees, the department
head is responsible for ensuring lhat employees are aware of their individual responsibilities under this Policy.

8. The City Manager will have final decision-making authority over disputed waiver request, which have been
reviewed & ruled on by the three (3) member Review Committee.

9. Department Head, or their designees, will be responsible for checking all employee Acknowledgement Forms
to ensure that the form is fully completed and signed. This verification will be indicated by the Department
Head's, or designee's, signature on the Acknowledgement Form for each employee in the Department.

10. Department Head, or designees, shall ensure that all City job descriptions and Vacancy Notification state that
City employees are required to provide services in the course and scope of their employment for the benefit of
the general public during emergency situations that threaten the safety of Kingsville's citizens. The only
exception to this requirement is when a waiver is requested and approved under this policy.

Chapter 8
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11. Department Heads shall ensure that all employees assigned to them have a City of Kingsville Employe,
ldentification Card (provided by the Kngsvi e Police Depattment) before the beginning of Hurrbane Seaso'
June 1 of each year.

12. Department Heads, or designees, will documenl all hours worked by non-exempt and exempt personnel
including their assignments,

Supervisors

1. Supervisors are responsible for the support and implementation of this Policy in a consistenl and fair
manner. Supervisors are responsible to their Department Heads for documentation, reporting potential
violations of this Policy by employees, assisting with fact-finding, and assisting the department head in the
initiation of necessary disciplinary action.

2. Supervisors are responsible for ensuring that each employee under their supervision correctly completes and
signs his/her Emergency Services Policy Acknowledgement Form.

3. Supervisors are required to review and sign Waiver Request Forms submitted by their assigned personnel
and to iake action to ensure that a replacement employee is assigned to cover the essential services upon
approval of the waiver.

City Employees

'1. Each employee is responsible for knowing his/her responsibilities under this Policy. Compliance with this
Policy is mandatory. Each employee is responsible for calling in, and reporting as directed, to the
Emergency Operations Center or elsewhere as otherwise assigned.

2. Employees shall be responsible for complying with waiver request procedures and deadlines as outlined in

Section Vll of this Policy.

3- Employees are required to report to their Department Head, or as directed under the Retum{o-Duty Phase
of this Policy.

4. Employees who do not have a telephone, will be required to contact their department head, or designee, in
person and on their own initiative, in a reasonable time period, upon knowledge that the Mayor, City
Manager, or their designees, have announced the opening of the Emergency Operations Center or the need
for employees to report to duty regardless of the Readiness Condition at the time of the announcement

Human Resources Department - The Human Resources Department shall:

1. Facilitate a three (3) member Waiver Review Committee to be appointed by the City Manager, or designee,
to review all waivers for citywide consistency. This Waiver Review Committee will ensure that each
department head receives an initial list of employees who have been granted approved waivers and an
amended list as additional waivers are approved throughout the year;

2. Originals of approved waivers will be filed in the employee's official personnel file in the Human Resources
Department;

3. Ensure that recruitment advertisements include notification of applicants that all City job descriptions require
incumbents in the course and scope of their employment to provide services for the benefit of the general
public during emergency situations that threaten the safety of Kingsville's citizens, and that without an
approved waiver, City employees must be able to work immediately before, during, or immediately after an
emergency;

4. Provide general information about this Policy to all new employees during New Employee Orientation
Training, and obtain signed Acknowledgment Forms from new employees to be placed an their personnel
files; and

5. Provide general assistance to the City Manager, including coordination of disciplinary actions, waiver
reviews, and resolution of pay issues.

Risk Manager

The Risk Manager, or designee, is responsible for maintaining and updating the Emergency Services Polic;
annually. The Risk Manager, or designee, shall provide assistance to departments in planning and coordinating
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the activities of all Phases to insure consistency with the City's Emergency Operating Plan and the emergency
services plans as established by the State of Texas .

F. Shelter Coordination & Communication with Employees:

1. The Risk Manager will advise Department Heads in a timely manner of the names of employees from their
departments required for specific work assignments, as directed by the City Manager. The Risk Manager, or
designee, is responsible for ongoing coordination of shelters for City employees through liaison with the
Kingsville lndependent School District (KISD) and other local community agencies. The Risk Manager shall
coordinate with the City's Legal Department to ensure that an inter-local agreement between Kingsville
lndependent School District and the City of Kingsville is implemented regarding shelter, bus and drivers.

2. The Risk Manager, or designee, will communicate to department heads, or designees, the locations of
shelters for use of City Employees who must work immediately before, during, and/or immediately after the
Essential services Phase.

Vll, Waivers

ANNUAL WAIVER RQUEST FORMS REOUIRED

A. Waivers are granted only for the Essential Services Phase of an emergency and/or disaster.

B. Employees who receive an approved waiver are still required to work before and after an emergency and/or
disaster and comply with the Return{o-Duty Phase of this Policy.

C. Upon an evacuation order being issued in accordance with State law, employees who have been granted
approved waivers shall be released from duty and may evacuate the City.

D. Employees with approved waivers who evacuate the City are responsible for reporting back to work in
compliance with the Return{o-Duty Section of this Policy.

1. Submission of Waiver Request Form:

a. lf an employee has personal circumstances, which would affect his/her ability to work during the
Essential Services Phase (Readiness Condition 1) of this Policy, it is the responsibility of the employee
tofileanannual Waiver Request Form (Appendix F-2) on or before May lsuofeach year. This Waiver
Request Form must be co-signed by the employee's supervisor.

b. The employee must file additional Waiver Request Forms when his/her circumstances change.

c. lf circumstances change, waiver requests may be made within three (3) working days of the
implementation of the Essential Service Phase of this Policy, and will be granted for circumstances that
the employee could not have foreseen prior to the event.

d. A copy of the Wavier Request Forms is located in Appendix F-2). An employee who is denied approval
of a Waiver Request may appeal in writing within five (5) calendar days to the City Manager.

2. Review and Approval:

a. The Human Resources Department will facilitate a three (3) member Review Committee to be appointed
by the City Manager, or designee, to review all waivers for consistency Citywide and to provide a list of
approved waivers to each department head for his/her assigned employees;

b. Originals of approved waivers will be filed in the employee's official personnel file in the Human
Resources Department;

3. Waiver Requests that meet the following circumstances will automatically be approved by the Human
Resources Director without going through the Review Committee if the approval does not cause
departmental understaffing during the emergency situation.

a. An employee who is a single parent with primary responsibility for children under the age of 17, or for
care of elderly family members, and for whom other care arrangements cannot be made;

b. An employee who personally sutfers from serious health problems, has a physical and/or mental
disability, or who has prlmary responsibility for a chronically ill spouse and/or family member under
similar circumstances; and,
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c. An employee who has a spouse who works for the City of Kingsville must report to work under tl,'
Policy, or who has a spouse employed by another governmental entity, hospital, or other public or prive
essential services provider (e.9. employees of private business who provide emergency food, supplies,
equipment, gasoline, water, etc.), who must report under a comparable policy requirement, or work
immediately before, during or immediately after the Essential Services Phase, and who meet the criteria
stated in Section Vll, Subsections 3-1 and 3-2. Written conflrmation from the spouse's employer shall
accompany the Waiver Request Form unless the spouse is employed by the City of Kingsville.

d. An employee who cannot perform the essential functions of his/her position and who has not been
released to "full duty" by his/her physician at the time of the Essential Services Phase is exempt from
filing a waiver and automatically granted waiver status. This may include an employee who is:

. On Family Medical Leave (FMLA) for any eligible purpose; or

. On approved non-FMLA leave due to an occupational and/or non-occupational illness or injury; or

. Who ls on limited duty or no{uty assignment under the City's Limited-Duty Policy.

e. An Employee on approved leave due to a death in the employee's immediale family as defined in the
City's emergency leave policies Chapter Vll-Absence - Section 7.08.

f. An employee who has been granted a waiver in the best interest of the City.

Requested Waivers submitted by employees for reasons other than those listed in Subsection 3 of this Section will
be considered on a case-by-case basis with consideration given based on the facts and circumstances.

Vlll. violations of this Poticy

An employee violates this Policy by:

1. Refusing to perform assigned duties required by this Policy or to obey any order or direction made or given
by a supervisori

2. Failing to report for duty as directed during any applicable Phase of this Policy;

3. Failing to abide by City Policy, departmental rules or regulations, Standard Operating Procedures (SOP's);

4. Any conduct that interferes with, or might reasonably be expected to interfere with, the proper and orderly
conduct of the City's business, or brings, or might reasonably be expected to bring, discredit on the public
service.

lX. Consequences for Violation ofthis Policy

A violation of this Policy shall be considered a violation of City Policy, departmental rules or regulations, Standard
Operating Procedures, and Rules and Regulations for which disciplinary action up to and including termination may
be taken by the applicable department head, with the concurrence of the Director of Human Resources_and City
Manager, or designee.

X, Pay Provisions

A. Use of Leave With and Without Pay by Exempt and Non-Exempt Employee:

Employees will be allowed to secure their families and property as scheduled by the Department Head, or
designee, and to use vacation or sick leave, if any, or leave without pay if paid leave is exhausted, for that
purpose.

B. Non-ExemptEmployees:

1 . All hours worked by non-exempt employees over 40 hours in a 7-day work period shall be compensated at
the overtime rate of one and one-half the employee's hourly base rate as provided in the City's Overtime
Policy.

2. Unless notified in advance, non-exempt City employees who do not have an approved waiver will be
required to report to work during a civil disturbance, hunicane, tornado, earthquake, flood, ice storm, fir,
chemical accident including a hazardous material spill, possible public exposure to hazardous conditions,
or other disasters which threaten the safety of Kingsville's citizens.
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3, Non-Exempt employees who report under these circumstances, and who are subsequently released from

duty due to emergency condition, shall be paid:

a. A minimum of two (2) hours at the regular rate of pay, or for the number of actual hours worked,
whichever is greater, and

b. Allowed to use accrued vacation, or accrued sick leave, if any, or leave without pay, if paid leave is

exhausted, to cover work hours missed during that work period.

C. Exempt Employees:

1. Exempt employees on a salaried basis may be charged leave, as applicable, for partial day absences.
The use of leave by municipal employees is allowed under FLSA regulations without affecting the exempt
employee's salaried status.

2. Specific overtime provisions are addressed in City of Kingsville Administrative Policies and Procedures
Manual, Policy 620.04 Overtime Pay.

D. Compensation Questions Related to This Policy:

1. Questions related to compensation arising from this Policy shall be directed to the applicable department
head and the Human Resources Director.

Approved: August 28, 2006
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WORK PLACE POLICIES

POLTCY NO.890.01 NO SMOKTNG

Except where prohibited by state law, smoking of cigarettes, cigars or pipes is not permitted in the City's facilities. No
smoking or use of any tobacco product is permitted in any City owned vehicles or facilities. For those Empbyees who
wish to smoke, they should do so for a very brief period of time outside the City's facilities in the designaied' smoking
area. The City may discipline for excessive break periods taken for the purpose of permitting an Employee to smoke.
Employees are expected to keep designated smoking areas clean, and to properly discard cigaiette and cilar butts,

Approved: August 28, 2006

POLICY NO. 890.02 CONFIDENTIALITY

Many Employees of the City are in positions that give them access to confidential information in regards to the City and
its customers. This information must be respected and not discussed in any manner with persons oJtside the City unless
authorization is obtained.

Employees are not to disclose any information to any other person in the City unless there is a legitimate business
reason for doing so or to anyone outside the City unless the appropriate department director has expiessly stated that
the information can be disclosed to that person. Any breaches of this rule could result in disciplinary action up to and
including termination.

Newsf,apel representatives, attorneys, law enforcement agents and all other persons not connected with the City shall
be referred to administration when requesting information of Employees.

Approved: August 28, 2006

POLICY NO.89O.O3 CONDUCT AND WORKING ENVIRONMENT

It is the policy of the City of Kingsville that employees mainlain a working environment that encourages mutual
respect, promotes civil and congenial relationships among employees and is free frcm all forms of harassment and
violence.

This policy identifies the City's responsibility and the employee's responsibility as it relates to conduct and working
environment.

Employees are expected to conduct themselves in an appropriate manner as judged by a reasonable person.

Employees have the right to conduct their work without disorderly or undue interference from other employees. The
City prohibits employees from violating this right of their co-workers,

The .City encourages a mngenial work environment of respecl and professionalism. Therefore, the City prohibits
employees from intentionally harming or threatening to harm other employees, clients, vendors, visitors tir property
belonging to any of these parties. This prohibition includes but is not limited to intentional acts such as:. Physically harming others

. Verbally abusing others

. Using intimidation tactics and making threats

. Sabotaging anotheis work

. Stalking others

. Making false statements about others with malice that cause harm. Publicly disclosing another's private information
Employees are responsible for maintaining their work area in a neat and professional manner.

Chapter I
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Employees are responsible ior assuring the security of the City's confidential/proprietary material in their possession
and similarly maintaining the security of the City provided equipment. Employees concemed for the security of their
work area or equipment must inform their supervisor of such concerns.

The City may take disciplinary action against employees whose conduct violates this or other City policies and
practices. The supervisor should consult the Department Director and/or the Human Resources Director on such
matters-

スρρ′o、c● ス″glls1 2o 20θ 6
POLiCY NO.890.04  PR:VACY

Because the City is responsible for the safety and security of all its Employees while they are at work, the City reserves
the right to inspect each Employee's work area and personal items at any time, and for any reason. Therefore,
Employees are put on notice that they should have no expectation of privacy in their work spaces, including desks,
drawers, cabinets, file cabinets, mail, computers or other assigned storage areas, or in such personaleffects as purses,
backpacks, luggage and in any form of electronic communication devices lvhile the Employees are on City property.

poLrcy No. 890.05 cuNs AND FTREARM' 
Approved: August 28' 2006

The possession of guns and firearms on the City's premises, whether during normal work hours or olheMise, is stricty
prohibited. Any Employee, other than designated peace officers or city marshals, found to be carrying or holding a gun
or firearm on City property will be immediately terminated from his or her employment.

An employee, including designated peace officers and city marshals, may not carry firearms to a City Commission
meeting unless he/she is designated or duly appointed as a security officer by the City Manager.

Approved: August 28, 2006
POLiCY N0 890 06   ATTENDANCE POL:CY

Dependability, attendance, punctuality, and a commitment to do the job right are essential at all times. Employees are
expected to report for work promptly and to work all scheduled hours and any required overtime. Excessive tardiness
and poor attendance disrupt workflow and customer service and will not be tolerated.

An employee must notify their supervisor or designee as far in advance as possible or no later lhan one hour before the
scheduled start time if late or absent or as directed otherwise. This policy applies for each day of absence. Unauthorized
or excessive absences or tardiness shall result in disciplinary action, up to and including termination. An absence is
considered to be unauthorized if the employee has not followed proper notification procedures or the absence has not
been properly approved.

When an Employee must be absent from work or tardy because of unexpected illness or family emergency, the
Employee, or a representative of the Employee, such as a family member, must notify his or her Dlpartment
Director/supervisor prior lo the beginning of the Employee's work shift. Employees who are absent from work for
three (3) consecutive days, without giving proper notice, will be considered to have abandoned their job and the
DePartment Director shall make recommendation lor disciplinaty action up to and including termination of
employment.

Where an Employee has properly notified their Department Director/Supervisor regarding an unexpected illness or family
emergency, the Employee shall request that his or her absence be documented as sick leave. Employees should, in
such cases, submit a completed leave request form to the Department Director/Supervisor as soon as practicable after
taking a leave of absence and, in any event, no later than 2 work days after returning to work. Before granting the paid
sick leave time request, the City may require the Employee to provide a medical or other appropriate verificafion of the
Employee's reasons for the unscheduled absence from work.
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POLICY NO.89O.O7 MEAL AND REST PERIODS

Meal Periods
R g0 minuie to t hour allowance for meal breaks is customarily granted to regular full-time employees. This meat
period is not considered work time il employees are completely relieved of their work duties.

lf employees must continue their work duties through the meal period, this work time must be approved in advance
by a supervisor and recorded as work time.

Meal periods shall be determined by the department directors for each of their divisions. The amount of time
allowed for a meal period will not be used as a form of disciplinary action by any City of Kingsville department
director or supervisor.

Rest Periods
tt auttrorizeO Uy an employee's supervisor, employees may be allowed two 15 minute rest periods during the day

Such rest periols shall be ionsidered a privilege, not a right, and shall never interfere with proper performance of the

work responsibilities and work schedules of each department. lf possible, rest periods will be provided in the middle

of the work periods. Rest periods shall not be combined, taken at the start or the end of an employee's work day, or

be used to extend meal periods. Since this time is counted and paid as time worked, employees must not be absent
from their workstations beyond the allotted rest period times.

AqProved: August 28, 2006

POLICY NO.89O.O8 TELEPHONE USE, CELLULAR PHONES AND PAGERS

This policy outlines the use of office phones, personal celt phones and pagers at work, the Personal use of Cily
provided iell phones and pagers and the safe use of cell phones by employees while driving. Emqloyees are
encouraged to follow and use safe practices when placing or accepting catls or checking messages.

Procedures:
1. Telephone Use
The City recognizes that employees will occasionally need to place and receive personal phone calls during the

workday. ln aii cases personalcalls should be minimal, whether the calls are placed and received using City phones

or personal phones. Receiving and placing excessive calls is disruptive to others. Therefore, abuse is subject to

disciplinary action.

While at work employees are expected to exercise discretion in using City phones. Excessive personal calls during

the workday, regardless of the phone used, can interfere with employee productivity and be distracting to others. A
reasonable-staridard the City encourages is to limit personal calls during work time. Employees are therefore asked

to make any other personal calls during non-work time when possible and to ensure that friends and family members
are aware of the City's policy. Flexibility will be provided in circumstances demanding immediate attention.

Employees that make long distance personal calls shall be required to pay for said calls at a rate specified by the
Fininie Department. ThL employee will be asked to reimburse the City by cash or check for any personal long

distance calls placed and cirargeO to the City. Payments shall be submitted to the Collection's Division located on

the 1sr floor oi City Hau. The receipt issued by Collections must accompany the copy of the phone bill and be

submitted to the Finance Oepartment. Mark personal calls on your bills in such a way as to easily distinguish

business calls from personalcalls (i.e. highlighting personal calls).

Note:
. The Finance Department maintains a list of account codes needed when making a payment to the Collection's
Division. Please obtain the account code for your department pnbr to making a payment to ensure you receive
proper credit.

lf no personal calls appear on the phone bill, note on the bill no persona/ calls. The phone bill shall be forwarded to

the Finance Departmeht. The information shall be submitted within seven (7) working days of receiving a phone bill

tor review.
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2. Personal Cellular Phones
While at work employees are expected to exercise the same discretion in using personal cellular phones as is
expected for the use of City phones. Excessive personal calls during the workday, regardless of the phone used,
can interfere with employee productivity and be distracting to others. A reasonable standard the City encourages is
to limit personal calls during work time. Employees are therefore asked to make any other personal calls during non-
work time when possible and to ensure that friends and family members are aware of the City's policy. Flexibility will
be provided in circumstances demanding immediate attention.

The City will not be liable for the loss of personal cellular phones brought into the workplace.

3. Personal Use of City-Provided Cellular Phones
Where job or business needs demand immediate access to an employee, the City may issue a business cell phone
to an employee for work-related communications. The City provides the cell phone and cell phone plan allowing the
employee a sufficient amount of talk time to be accessible to the City's needs.

Employees that make or receive personal calls shall be required to pay for said calls at a rate specified by the
Finance Department. The employee will be asked to reimburse the City by cash or check for any personal calls
placed or received. Payments shall be submitted to the Collection's Division located on the lstfloor of City Hall. The
receipt issued by Collections must accompany the copy of the cell phone bill and be submitted to the Finance
Department. Mark personal calls on your bills in such a way as to easily distinguish business calls from personal
calls (i.e. highlight personal calls).

Note:
. The Finance Department maintains a list of account codes needed when making a payment to the Collection's
Division. Please obtain the account code for your department pnbr to making a payment to ensure you receive
proper credit.

lf no personal calls appear on the cell phone bill, note on the cell phone bill no persona/ cal/s. The cell phone bill
shall be forwarded to the Finance Department. The information shall be submitted within seven (7) working days of
receiving a cell phone bill for review.

Employees in possession of City equipment such as cellular phones are expected to protect the equipment from loss,
damage or theft. Upon resignation or termination of employment, or at any time upon request, the employee may be
asked to produce the phone for return or inspection. Employees unable to present the phone in good working
condition within the time period requested (i.e. 24 hours) may be expected to bear the uninsured cost of a
replacement.

Employees who separate from employment with outstanding debts for equipment loss or unauthorized charges will
be considered to have lefl employment on unsatisfactory terms and may be sub.iect to legal action for recovery of the
loss.

Employees are to limit directory assistance usage and other features that cause additional expenses besides the
normal monthly plan rates. Any invoices that indicate overages in plan usage shall be reviewed by the City Manager
or his designee. The City shall not be responsible for charges related to abuse of phone usage. Employees will be
requested to reimburse the City for overages that cannot be substantiated by the employee. Disciplinary action will
be taken for unauthorized use of City property.

4. Safety lssues for Cellular Phone Use
Employees whose job responsibilities include regular or occasional driving and who are issued a cell phone for
business use are expected to refrain from using their phone while driving, Safety must come before all other
concerns. Regardless of the circumstances, including slow or stopped traffac, employees are strongly encouraged to
pull off to the side of the road and safely stop the vehicle before placing or accepting a call. lf acceptance of a call is
unavoidable and pulling over is not an option, employees are expected to keep the call short, use hands-free options
if available, refrain from discussion of complicated or emotional discussions and keep their eyes on the road. Special
care should be taken in situations where there is traffic, inclement weather or the employee is driving in an unfamiliar
area.
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Employees whose,ob responsibilities do not specifically include driving as an essential function, but who are issued
a cell phone for business use, are also expected to abide by the provisions above. Under no circumstances arr
employees allowed to place themselves or others at risk to fulfill business needs of responding lo phone calls.

5. Personal Pagers
While at work employees are expected to exercise the same discretion in using personal pagers as is expected for
the use of City pagers. Excessive personal pages resulting in personal phone calls during the workday can interfere
with employee productivity and be distracting to others. Employees are asked to limit personal phone calls to non-
work time jnd to ensure that friends and family members are aware of the City's policy. Flexibility will be provided in

circumstances demanding immediate attention.

The City will not be liable for the loss of personal pagers brought into the workplace.

6. Personal Use of City-Provided Pagers
Where.iob or business needs demand immediate access to an employee, the City may issue a business pager to an

employee for work-related communications.

Employees in possession of City equipment such as pagers are expected to protect the equipment from loss,

damage or theli. Upon resignation or termination of employment, or at any time upon request, the employee may be

asked to produce ine pager for return or inspection. Employees unable to present the pager in good working
condition within the time-period requested (i.e. 24 hours) may be expected to bear the uninsured cost of a

replacement.

Emptoyees who separate from employment with outstanding debts for equipment loss or unauthorized charges will

be ionsidered to have left employment on unsatisfactory terms and may be subject to legal action for recovery of the
loss.

As a public employer and as public employees who are entrusted with the responsibility of administering public funds

efficientty, the biiy of Kingsville and its employees must ensure that City property, equipment, and facilities ar

utitized for the sole purpose of providing services lo the citizens of Kingsville. The use of City property, equipment, or
facility for personal business or gain is strictly forbidden and any such action could result in immediate termination.

Employees who violate this policy and/or any other City policy shall be subject to dlsciplinary action up to and

including termination of employment.
Approved: August 28, 2006
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PoLlcY No. 890.09 TAKE HOME VEHICLE POLICY

This Administrative Policy establishes regulations for the use of City-owned vehicles as a take-home vehicle. The
purpose of the take-home vehicle policy is to provide a special equipped vehicle at ready access for use in delivering
City services required after regular business hours. These regulations establish parameters which will conserve
energy, improve vehicle-operating costs, and extend vehicle life.

Take-Home Vehicles are vehicles owned, leased, or otherwise under care and control of the City of Kingsville. Using
a City take-home vehicle for conducting personal business is prohibited.

A Take Home Vehicle Authorization Form (Appendix - K-1) must be submitted to the City Manager for approval prior
to assigning a lake home vehicle. The City of Kingsville allows the use of City owned vehicles as Take Home
Vehicles to the following department personnel only:

Police Department - Police Chief and civil service law enforcement personnel subject to the Take Home Cars
section of the collective bargaining contract.

Fire Department - Fire Chief and Fire Marshal

City of Kingsville Task Force - Personnel assigned as Task Force Agents (excluding clerical personnel)

City/County Health Department - Personnel who are subject to calFouts within the City and Kleberg County provided
the individual(s) resides within the limits of Kleberg County.

Use
. Take-home vehicles shall only be authorized for use by personnel subject to emergency callbacks, as they are

defined in this policy, or to ensure timely provision of City services during otf-duty hours.
. Vehicles must be equipped with tools/equipment necessary for emergency callback.
. All vehicles must be operated in a laMul manner and appropriately maintained under the care and control of the

assigned employee.
. Employees will not use City vehicles to haul or tow anything other than City equipment needed in the

performance of their job assignment.
Employees will not possess, purchase, or be under the influence of drugs or alcoholic beverages while operating
City vehicles or equipment.
Employees are responsible for the security of take-home vehicles and tools/equipment in the vehicle. Any loss
or damage shall be reported as soon as possible to the appropriate Department Director and Risk Management.
ln case of an accident, while driving a City vehicle or using a non-City owned vehicle on City business, the
employee shall immediately call the police or law enforcement agency in the jurisdiction and his/her supervisor.
The supervisor shall notify Risk Management. The employee should not leave the scene of the accident, unless
required to do so because of injury, until after the law enforcement investigation is completed.
ln no case shall a person other than a City employee be allowed to drive a City vehicle or ride in one if not
associated with City business.
Employees who will be absent from their normalwork shall park their assigned unit at the City facility to which the
vehicle is assigned.
Employees shall not operate any City vehicle while on leave due to illness, injury, medical condition or while on
light duty or other restricted duty unless approved by the attending physician's restrictions.
Employees are encouraged to exercise discretion and good judgment when stopping for personal business while
commuting to and from the workplace. The duration of the resustop, type of personal business and parking
location are very critical factors in determining the validity and good iudgment.. Any violations of these limitations will result in corrective action and/or disciplinary action, up to and including
termination.

Care ot Vehicles
To prolong the life and properly maintain City vehicles, employees will ensure that their assigned vehicles
sufficient gas, oil, and other fluids to prevent premature failure, and that all tires are kept properly inflated.
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employee is responsible for the condition of the vehicle and that it continues on its scheduled maintenance program
as set up by the Garage Department.

Careless, abusive, negligent, or reckless handling or operation of any City vehicle by any employee shall result in
disciplinary action, up to and including termination of employment.

Authorization
A "Take-Home Vehicle Authorization Form" (Appendix K-1) must be completed for each potential take+ome vehicle
and included with the Department's budget each year for authorization by the City Manager or his designee.

Revocation
All actions associated with the use of take-home vehicles must be reasonable and appropriate, given the nature of
the concerned employee's assignment.

Any non-compliance of this administrative procedure shall result in immediate suspension from the take-home
vehicle program or disciplinary action, up to and including terminalion.

lf an employee is in doubt about a circumstance related to his/her use of a City vehicle or any other piece of
equipment, supplies, tool, or materials purchased with taxpayer funds, the employee musi check with his/her
supervisor before proceeding with the use of that vehicle/equipment. Violations of any of the provisions related to the
use of City vehicles/equipment will result in disciplinary actions, up to and including termination of employment.

Approved: August 28, 2006
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POLICY NO. 890.10 VIOLENCE IN THE WORKPLACE

l. Prevention of Violence ln The Workolace
It is the policy of the City of Kingsville to provide all employees with a work environment that is sate and free from
violence. The City expressly prohibits any acts or threats of violence by any current or former employee against any
other employee in or around the workplace or elsewhere at any time while conducting City business, The City alsa
will not tolerate any acts or threats of violence against employees, customers, visitors, vendors or other people at the
work site at any time or whlle they are engaged in business with or on behalf of the City. Such violations shall be
treated with disciplinary action up to and including termination of employment.

Any employee who becomes aware of a display of violent, abusive or threatening behavior, or a threat or tendency to
engage in such behavior by another employee, ls to report such behavaor to his immediate supervisor or to Human
Resources. To the extent possible, such reports will be handled confidentially. Employees have an obligation to
inform their immediate supervisor, department director, or Human Resources of any activity in the workplace that
they believe could result in violence. For example, this includes threats of violence, aggressive/confiontational
behavior, offensive acts, or threatening/hostile comments.

Employees shall report violence or threats of violence between employees away from the work site occurring at any
time. These reports should be made to the Human Resource Department. Employee reports made pursuanl to thii
policy will be held in confidence to the extent possible. The City will not tolerate any form of retaliation against any
employee for making a report under this or any other policy.

The purpose of this policy is preventative and to establish a zero-tolerance policy for the City of Kingsville, which
prohibits all workplace violence. Each employee is to be treat6Eiifr-E[iii[rlspeit ano fairneis, Viotence, threats
of violence or physically threatening behavior by or against any City of Kingsville employee at any level will not be
tolerated.

Notices of this Policy shall be posted conspicuously on City premises to alert employees and the public of
this Policy. (Appendix - G-l)

ll, Responsibilities
Each employee and supervisor plays an important part in preventing workplace violence.

A, Management's And SuperyisoCs Responsibilities:
Managers and supervisory staff shall take the initiative in preventing workplace violence.

Su.pervisors and managers must not ignore, condone, or disregard any violent or physically threatening behavior
exhibited or threatened by any employee.

All City employees shall receive a copy of this Policy and acknowledge that violence, threats of violence, or other
physically threatening behavior in any form shall not be tolerated in the workplace.

B. EmployeeResponsibility
Employee shall take the initiative in preventing workplace violence.

co-workers, supervisors, and managers shall not excuse, cover for, or protect an employee who threatens or
commits a violent act against another person or property.

City employees shall comply with the City's Policy which prohibits a concealed or unconcealed handgun,
licensed or not, or other weapon from being carried by a City employee while in any way involved in an actr'vity
related to their employment, including, but not limited to, while on City premises or work sites. Certified law
enforcement officers of the City of Kingsville are excluded from this prohibition.

No employee shall engage in threats of violence, violence or other physically threalening behavior against City of
Kingsville employees, citizens, or property.
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All threats of violence, including those expressed jokingly, shall be taken seriously, and employees engaging in

this type of behavior shall be subject io disciplinary action up to and including termination.

Employees who are aware or concerned that they may exhibit violent, or physically threatening behavior may

requesi leave to seek private counseling or medical assistance if such participation or request occurs prior to the

employee's involvement in prohibited behavior as stated in this Policy.

Human Resources Department Responslbllities:
The Human Resources Department shall consult with employees, supervisors, and managers regarding

employee conduct issues, interpretation of policies, rules and training. The Human Resource Department shall

also work with the Legal Department to resolve conduct and policy interpretation issues.

Responsibilities Of The Employee Assistance Program (EAP):
The City of Kingsville offers its employees and their enrolled dependents the opportunity to seek.assistance
through the EAi as part of the City's health plan. The City's EAP program is available 24 hours a day and the

disculsions are kept confidential between the employee and the EAP. The current EAP is Ciqna

and their tollfree teleohone number is 1-888-800-8849

Reportinq Threats
The first pnorir;fany City employee is to secure his/her own safety. The employee is to report the threat, as

directed 6elow based'on ihe urgency of the situation. An employee shall not attempt to handle a violent or
potentially violent incident on hls/hei own. Upon becoming aware of the violent or physically threatening
behavior'of anyone in the workplace, the employee shall promptly report such activity using the following
guidelines:

lmminent Threats
When reporling imminent threats and/or Acts of violence, the employee shall:

Notify the local police by dialing .911" for threats or incidents in progress. Carefully describe the circumstance

such'as weapons involved, deicription of the person making the threats or performing acts of violence including

location of incident, layout of facility, and physical descriptions.

Notify your immediate supervisor. Employees should follow their respective chain of command when reporting

incidents.

The city Manager shall be notified of all incidents of workplace violence as soon as safety permits.

A timely report of incidents shall ensure thal appropriate investigation and follow-up procedures are

implemented.

NonJmminent Threats:
lf the threat is nol imminent, immediately inform the first level supervisor or follow the appropriate chain of

command. The supervisor to whom the incident is reported will immediately notify their department director to

investigate the incident and submit findings to the City Manager. Questions regarding the investigation process

should- be directed to the Human Resources Depirtment which will work in conjunction the City's Legal

Department. The city Manager shall have final approval on any disciplinary aciion taken by the city.

lnternal Nature of Policv
Thls poltcGhaifi"t ,n any way enlarge the legal responsibility or liabiiity of the Gity or of any employee of the

City iivltty or criminally. As to'outside parties, this policy does not create any higher standard of.duty, safety,

liaOitity, or other purpoie, than if this policy did not exist. The City shall use violations of this policy in an internal

discipiinary or arimiiistritive context that involves only the employer/employee relationship and may not be the

basis of action by an outside party.
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Policy No.890.11 ACCEPTABLE USE POLICY

1. Overview
lnterneulntranevExtranet-related systems, including but not limited to electronic and computer equipment, software,
operating systems, storage media, network accounts providing electronic mail, V1ilAM/ browsing, and File Transfer
Protocol (FTP), are the property of City of Kingsville. These systems are to be used for business purposes in serving
the interests of the city and of our citizens in the course ol normal operations.
Etfective security is a team effort involving the participation and support of every City of Kingsville employee and
amliate who deals with information and/or information systems. lt is the responsibility of every computer user to know
these guidelines, and to conduct their activities accordingly.

2. Purpose
The purpose of this policy is to outline the acceptable use of electronic and computing equipment at the City of
Kingsville. These rules are in place to protect the employee and the City. happropriate use exposes the City of
Kingsville to risks including virus attacks, compromise of network systems and services, and legal issues.

3. Scope
This policy applies to the use of information, electronic and computing devices, and network resources to conducl
City of Kingsville business or interact with internal networks and business systems, whether owned or leased by City
of Kingsville, the employee (to the extent the employee uses thek personal device for City business), or a third party
(to the extent the third party uses their personal device for City business). All employees (full{ime, part-time and
temporaries; hereinafter "employees"), contractors, consultants, and other workers at City of Kingsville are
responsible for exercising good judgment regarding appropriate use of information, electronic devices, and network
resources in accordance with City of Kingsville policies and standards, and local laws and regulation. Exceptions to
this policy are documented in section 5.2
This policy applies to employees, contractors, consultants, and other workers at the City of Kingsville, including all
personnel afiiliated with third parties. This policy applies to all equipment owned or leased by City of Kingsville.
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4. Policy

4.1 General Use and Ownership

4.1.1 City of Kingsville proprietary information stored on electronic and computing devices whether owned or
teased by the City of Kngsville, the employee, contractor, consultant or a third pafty, remains the sole
propefty of City of Kngsville. Employees contractors, and consultants must ensure through legal or technical

means that propietary information is protected in accordance with generally a@epted data protection

standards.

4.1.2 Employees contractors, and consultants have a responsibility to promptly report the theft, loss or
unauthorized disclosure of City of Kngsville proprbtary information.

4.1.3 Employees contractors, and consultants may access, use or share City of Kngsville proprietary information

only to the extent authoized and necessary to fulfill assigned iob duties,

4.1.4 Employees contractors, and consultants are responsible for exercising good judgment regarding the

reasonableness of persona! use. lndividual depafiments are responsible tor creating guidelines concerning
personal use of lnternet/lntranet/Extanet syslems. /, the absence of such policies, employees should be

guided by depadmental policies on personal use, and if there is any unceftainty, employees should consult

their supervisor or manager. Contractors and consultants should contact the City's lT Depaftnent with any
questions.

4.1.5 For secuity and network maintenance purposes, authoized individuals within the City of Kngsville may
monitor equipment, systems, and network traffic at any time

4.1.6 City ot Kngsville reserves the right to audit netuvorks and sysfems on a periodic basis to ensure compliana

with this policy.

4.2 Security and Proprietary lnformation
4.2.'l All mobile and computing devices connecting to the internal network must abide by generally accepted

baseline security standards (ie., Current anti-virus software, application of good judgement when

downloading liles or opening attachments from unknown sources).

4.2.2 System level and user level passwords must comply with the standard operating procedures (SOP'S) and

guidelines as set forth by the City's lT Department. Providing access to another individual, either deliberately

or through failure to secure its access, is prohibited.

4.2.3 All electronic and computing devices must be secured as per lT Department SOP'S and guidelines with a
password-protected screensaver with the automatic activation feature. You must lock the screen or log off
when the device is unattended.

4.?.4 Postings by employees from a City of Kingsville email address to newsgroups should contain a disclaimer

stating that the opinions expressed are strictly their own and not necessarily those of City of Kingsville,

unless posting is in the course of business duties.

4.2.5 Employees must use extreme caution when opening e-mail attachments received from unknown senders, as

they may contain malware.

4.2.6 Working Off-Site
1. lt is accepted that laptops and mobile devices will be taken off-site.

2. Working away from the office must be in line with City of Kingsville policies.

3. Equipment and media taken off-site must not be left unattended in public places and not left in sight in a car.

4. Laptops must be canied as hand luggage when travelling.
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5. lnformation should be protected against loss or compromise when working remotely (for example at home or
in public places). Laptop encryption musl be used.

6. Particular care should be taken with the use of mobile devices such as laptops, mobile phones,
smartphones, and tablets. They must be protected at least by a password or a PIN and, where available,
encryption.

4.2.7 Mobile Storage Devices
'1. Mobile devices such as memory sticks, CDs, DVDs and removable hard drives must be used only in

situations when network connectivlty is unavailable or there is no other secure method of transferring data.

2. Only City of Kingsville authorized mobile storage devices with encryption enabled (when applicable) must be
used, when transferring sensitive or confidential data.

4.2.8 Software
1. Employees contractors, and consultants must use only software that is authorized by the City of Kingsville on

City computers and electronic devices.

2. Authorized software must be used in accordance with the software suppliefs licensing agreements.

3. All software on City of Kingsville computers must be approved and installed by the City of Kingsvllle lT
Department unless an exception is provided under Section 5.2.

4. lndividuals must not store personal files such as music, video, photographs or games on City of Kingsville
equipment,

4.3 Unacceptable Use

The following activities are, in general, prohibited. Employees may be exempted from these restrictions during the
course of their legitimate job responsibilities (e.9., lT statf may have a need to disable the network access of a host if
that host is disrupting production services).
Under no circumstances is an employee of Caty of Kingsville authorized to engage in any activity that is illegal under
local, state, federal or international law while utilizing City of Kingsville -resources.
The lists below are by no means exhaustive, but attempt to provide a framework for activities which fall into the
category of unacceptable use.
4.3.1 System and Network Activities

The following activities are strictly prohibited, with no exceptions:
1 . Violations of the rights of any person or city protected by copyright, trade secret, patent or other intellectual

property, or similar laws or regulations, inoluding, but not limited to, the installation or distribution of "pirated"
or other software products that are not appropriately licensed for use by City of Kingsville.

2. Unauthorized copying of copyrighted material including, but not limited to, digitization and distribution of
photographs from magazines, books or other copyrighted sources, copyrighted music, and the installation of
any copyrighted software for which Gity of Kingsville or ihe end user does not have an active license is
sAictly prohibited.

3. Accessing data, a server or an account for any purpose other than conducting City of Kingsville business,
even if you have authorized access, is prohibited.

4. Exporting software, technical information, encryption software or technology, in violation of international or
regional expo( control laws, is illegal. The appropriate management should be consulted prior to export of
any material that is in question.

5. lntroduction of malicious programs into the network or server (e.9., viruses,
bombs, etc.).

worms,Trolan horses,e― ma‖
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6. Revealing your account password to others or allowing use of your account by others. This includes family
and other household members when work is being done at home.

7. Using a City of Kingsville computing asset to actively engage in procuring or transmitting material that is in
violation of sexual harassment or hostile workplace laws.

8. Making fraudulent offers of products, items, or services originating from any City of Kingsville account.

9. Effecting security breaches or disruptions of neiwork communication. Security breaches include, but are not
limited to, accessing data of which the employee is not an intended recipient or logging into a server or
account that the employee is not expressly authorized to access, unless these duties are within the scope of
regular duties. For purposes of this section, "disruption" includes, but is not limited to, network sniffing,
pinged floods, packet spoofing, denial of service, and forged routing information for malicious purposes.

10. Port scanning or security scanning is expressly prohibited unless prior notification to City of Kingsville lT
Department is made.

11. Executing any form of network monitoring which will intercept data not intended for the employee's host,
unless this activity is a part of the employee's normaljob/duty.

Circumventing user aulhentication or security of any host, network or account.

lntroducing honeypots, honeynets, or similar technology on the City of Kingsville network,

lnterfering with or denying service to any user other than the employee's host (for example, denial of service
attack).

Using any program/scripUcommand, or sending messages of any kind, with the intent to interfere with, or
disable, a useis terminal session, via any means, localty or via the lnterneulntraneuExtranet.

Providing information about, or lists of, City of Kingsville employees to parties outside the City of Kingsville.

4.3.2 Email and Communication Activities
Vuhen using city resources to access and use the lnternet, users must realize they represent the City. Whenever
employees state an affiliation to the City, they must also clearly indicate that "the opinions expressed are my own and
not necessarily those of the City of Kingsville". Questions may be addressed to the Legal Department regarding
content of email communications.

1. Sending unsolicited email messages, including the sending of 'Junk mail" or other advertising material to
individuals who did not specifically request such material (email spam).

2. Any form of harassment via email, telephone or paging, whether through language, frequency, or size of
messages.

3. Unauthorized use, or forging, of email header information.

4. Solicitation of email for any other email address, other than that of the poste/s account, with the intent to
harass or to collect replies.

5. Creating or forwarding "chain letters", "Ponzi" or other "pyramid" schemes of any type.

6. Use of unsolicited email originating from within City of Kingsville 's networks of other
lnterneulntraneuExtranet service providers on behalf of, or to advertise, any service hosted by City of
Kingsville or connected via City of Kingsville 's network.

7. Posting the same or similar non-business-related messages to large numbers of Usenet newsgroups
(newsgroup spam).
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4.3.3 Blogging and Social Media
1. Blogging or social media use by employees contractors, and consultants, whether using City of Kingsville's

property and systems or personal computer systems, is also subiect to the terms and restrictions set forth in
this Policy. Limited and occasional use of City of Kingsville 's systems to engage an blogging is acceptable, if
it is done in a professional and responsible manner, does not otherwise violate the City of Kingsville's policy,
is not detrimential to City of Kingsvllle's best interests, and does not interfere with an employee's regular work
duties. Blogging from City of Kingsville's systems is also subject to monitoring.

2. City of Kingsville's Confidential lnformation policy also applies to blogging. As such, Employees are
piohibited from revealing any City of Kingsville confidential or proprietary information, trade secrets or any
other malerial covered by City of Kingsville's confidentiality policies or procedures_when engaged in
blogging.

3. Employees, contractors, and consultants shall not engage in any blogging that may harm or tamish the
image, reputation and/or goodwill of City of Kingsville and/or any of its employees. Employees, contraclors,
and consultants are also prohibited from making any discriminatory, disparaging, defamatory or harassing
comments when blogging or otherwise engaging in any conduct prohlbited by City of Kingsville's No
Harassment Policy.

4. Employees, contraclors, and consultants may also not attribute personal statements, opinions or beliefs to
City of Kingsville when engaged in blogging. lf an employee, contractor, or consullant is expressing his or
her beliefs and/or opinions in blogs, they may not, expressly or implicitly, represent themselves as an
employee or representalive of the City of Kingsville. Employees, contractors, and consultants assume any
and all risk associated with blogging.

5. Apart from following all laws pertaining to the handling and disclosure of copyrighted or export controlled
materials, City of Kingsville's trademarks, logos and any other City of Kingsville intellectual property may also
not be used in connection with any blogging activity

5. Policy Compliance
5.'l ComplianceMeasurement
The City of Kingsville lT Department is tasked with the responsibility of conducting testing to_ verify compllance with
this policy. Various methods, including but not limited to, business tool reports, internal and external audils, and
feedback to the policy owner may be utilized.

5.2 Exceptions
Any exception to the policy in order to conduct City business must receive approval by the City of Kingsville lT
Department in advance.

5.3 Non-Compliance
An employee found to have violated this policy may be subject to disciplinary action, up to and includlng termination
of employment. A contractor or consultant found to have violated this policy may be subject lo suspension of service
or other aclion, up to and including termination of relationship with the City.

6. Related Departmental Standard Operatlng Procedures (SOP's) and Guidelines
The City of Kingsville lT Department shall issue further clarification by way of departmental standard operating
procedures and guidelines to assist employees in complying with this Acceptable Use Policy.

. Password Protection SOP

. PasswordConstructionGuidelines
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7. Definitions and Terms
. Blogging- website containing a writer's or group of writers' own experiences, observations, opinions, etc., an

often having images and links to other websites.
. Honeypot- Programs that simulate one or more network services that you designate on your computels

ports. An attacker assumes you're running vulnerable services that can be used to break into the machine. A
honey pot can be used to log access attempts to those ports including the attacker's keystrokes. This could

give you advanced warning of a more concerted attack.
. Honeyne! a network set up with intentional vulnerabilities; its purpose is to invite attack, so that an attacker's

activities and methods can be studied and that information used to increase network security. A honeynet

contains one or more honey pots.

. Proprietary lnformation- Proprietary information is that information unique to a company and its ability to
compete, such as customer lists, technical data, product costs, and trade secrets.

. Spam- Electronicjunk mail orjunk newsgroup postings.

Approved: May 8,2017

Chapter &800 Policies Chapter I
35



CHAPTER 9

DISCiPLINARY&DiSPUttE RESOLUT10N

Policy

910.00 Disciplinary Process
920.00 Disciplinary Action Hearing and Appeal
930.00 Complaint Resolution Procedures for Persons with Disabilities
940.00 The Employee Achievement and Management Review Policy

Page

1

7
8
8

:



City of Kingsville Administrative Policies and Procedures Manual

POLICY NO. 9,IO.OO DISCIPLINARY PROCESS

It is the policy of the City to maintain an effective, productive, and disciplined work force in order to deliver quality an.
adequate services to the citizens of Kingsville. Each Employee is responsible for performing his job in a safe,
productive, and effective way and within the instructions and standards established by his/her Department Director.
In addition, Employees are expected to maintain acceptable standards of conduct in their employment. Department
Direclors are responsible for instructing Employees in job duties and responsibilities and communicating
performance standards for the job. Department Directors accomplish this through job orientation, job instruction,
coaching and informal discussions with the Employee.

This policy applies to non-probationary full time Employees. Those Employees governed by the provisions of
Chapter 143 of the Texas Local Government Code (Civil Service), the City Manager, City Attorney, Municipal Judge,
persons employed by an employment agreement signed by the City Manager, probationary, temporary, and seasonal
Employees shall be exempted for the application of this policy, unless specifically stated otherwise herein. However,
an opportunity for a response and hearing shall be afforded such Employees when the conduct charged has been
publicized by the City to the extent that the reputation of the Employee is brought into dispute or the conduct charged
constitutes the exercise of a constitutional right. The purpose of this policy is to give direction to Department
Directors only. lt confers no contractual or property rights upon any Employee, and all Employees are employed
strictly on an at.will basis.

Procedures
These administEtive procedures are established to provide appropriate guidelines in carrying out the policies of the
City regarding the progressive disciplinary program. They are intended to address general application of the
principles of disciplinary actions in typical situations. Disciplinary actions should recognize the importance of the
City's responsibility to provide quality service delivery to the citizens. These procedures address a broad range of
perFormance of duties and conduct problems. However, they are not intended to address every problem or situation
which might arise. lt is the responsibility of the Department Oirector to determine the nature, extent, facts and

circumstances in each disciplinary action and use judgment in the application of these policies and procedures.

lf an Emptoyee demonstrates unsatisfactory performance of duties or unsatisfactory conduct problems, disciplinary
actions are designed to help the Employee correct the problem and build a renewed commitment to the City and his
job in an equitable and consistent manner.

Definitions for purposes of these Procedures shall be as follows:
Vyhenever the terms "Director of Human Resources or designee" or "authorized representative of the Department of
Human Resources" are used, they shall mean the Director of Human Resources or, upon his absence or act of
designation, the Human Resources Coordinator.

Whenever the term "Department Directof is used, it shall mean that person who is responsibie for hiring the
Emptoyee and administering performance evaluations and disciplinary actions for that Employee.

General Criteria Governing Disciplinary Action
The Depa(ment Director may consider the following criteria in determining what disciplinary action is to be taken:

> Severity and kind of offense(s)
> lmpact of the offense(s) on other Employees, the City and citizens
> Employee's length of service and work record

>, Period of time since discussion with the Employee about a similar problem or recent disciplinary action for
the same or similar problem

All or a combination of the following disciplinary measures may be taken depending upon the padcular
circumstances surrounding the Employee's conduct.
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lf a Department Dkector determines that the nature, severity and impact of the Employee's aclion(s) require severe
disciplinary action, he should thoroughly investigate the situation, discuss it with and obtain approval of the Director
of Human Resources prior to taking any action.

Responsibility and Authority Regarding Disciplinary Action
Department Directors are responsible for enforcing all City policies and procedures, accomplishing the goals and
objectives of a division or department and maintaining the work performance, attendance and conduct standards
among their Employees. They are vested with the authority to take appropriate disciplinary action under the
dlrections and guidelines set forth in these procedures.

The City Manager or Department Director or designated supervisor may issue an oral or written reprimand to an
Employee under his responsibility, place an Employee on an Employee Action Plan, suspend an Employee
without pay, or dismiss an Employee.

Prior to any disciplinary action being administered, the Department Director will conduct a thorough examination
of the sjtuation before deciding to take any disciplinary action.

All proposed disciplinary progress periods, suspensions or terminations shall be reviewed by the Director of
Human Resources or his designee prior to any formal action being taken.

All disciplinary actions for written reprimands, suspensions, Employee Aclion Plans and terminations will be
properly documented, substantiating the action being taken and copies of documents required by this policy will
be included in the Human Resources Department files.

lf a serious problem arises endangering the safety, health, or life of the Employee, another Employee, or citizen,
the Department Director will immediately notify the City Manager and the Director of Human Resources. The
City Manager has the authority to immediately place the Employee on administrative leave with or without pay.
This will allow time to investigate, determine appropriate action and discuss alternate actions prior to formal
action being taken.

> The City Manager and Assistant City Manager shall have authority to discipline a Department Director, or other
direct reporting subordinate.

Examples ol Conduct Subject to Disciplinary Action
Coaching and informal discussions are everyday responsibilities performed by Department Directors to ensure
Employees are pertorming their jobs and conducting themselves in an acceptable manner. lf a work performance,
attendance, or conduct problem arises, the Department Director may coach and informally discuss the problem with
the Employee. The objective is to assist the Employee in recognizing that a problem exists and develop effective
solutions to correct the problem. Normally, the Employee corrects most problems in this manner. However, when
informal discussions fail to bring about the appropriate changes in the Employee's behavior, formal disciplinary action
may be taken.

The following actions are intended to be descriptive of reasons for disciplinary action and serve only as a guide to the
types of problems for which disciplinary action, up to and including termination, may be appropriate. This listing is not
intended to be exhauslive or exclusive of the types of conduct for which disciplinary action may be taken:

A. Work Performance
1 . Sleeping (excluding shift firefighters) or engaging in unauthorized personal business during work hours;
2. lnsubordination, the failure or refusal to comply with a supervisor's direction or instructions unless such

directions or instructions are illegal, a violation of City policy, or endangering the life of another person, or
damaging property:

3. Failure to appropriately respond in an emergency situation;
4. Failure to properly maintain prescribed records;
5. Failure to comply with City safety policies or procedures;
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6. Failure to immediately report an accident on City premises involving an on the iob injury or property damage,
or an accident in which the employee is involved;

7. lncompetence, neglect of duty, negligence in the performance assigned duties, or unsatisfacto[
performance of essential or assigned job dutiesi

8. Concealing, falsifying, altering, misusing, or removing City files or records, including but not limited to time
records and work records (paper, electronic, or otherwise);

9. Failure to accurately record time records, or recording the time of another employeei
10. Defrauding or attempting to defraud City of goods, services or money;
11. Giving false information to other agencies or to employees responsible for recordkeeping, failure to provide

accurate and complete information whenever such information is required by an authorized person;
12. Making or reporting false claims;
13. Providing false testimony or information, or withholding information in the course of an official investigatlon,

failure to provide statement or testimony or evidence in the course of an oflicial investigation, failure to
conoborate with and official investigation;

14. Failure to immediately report or disclose a violation of ihe law or a City policy to the appropriate supervisor,
department director or the Human Resource Department;

15. Providing City files or records (paper, electronic or otherwise) to unauthorized persons;
16. Sharing a City key, identification card or passwords or codes with another employee or third party;
'17. Unauthorized use or misuse of City funds, property or personnel;
18. Failure to treat other employees and the public in a courteous, productive, and respectful manner;
'19. Failure to follow prescribed rules and regulations;
20. Violation of a City policy or procedure:
21. Conduct that brings discredit to the City;
22. Engaging in any conduct on or off the job, or on or off duty, that adversely affects the employee's credibility,

effectiveness, or ability to pertorm the duties and responsibilities of the position held;
23. Threatening, intimidating, coercing, or interfering with another employee or supervisor at any time;
24. Failure to report for scheduled overtime work;
25. Making false statement or claims, or making misrepresentation to obtain sick leave, accident benefits

workers' compensation benefits, or other benefits;
26. Distracting the attention of other, or causing confusion by unnecessary shouting or demonstration on the job;
27. Boisterous or disruptive activity in the workplace;
28. Use of profane, abusive, or loud/boisterous language in the workplace;
29. Hindering, limiting or interfering with another employee's work;
30. lnability to work scheduled hours/days;
31. Working overtime without the City's prior approval;
32. Failure to inform the supervisor when leaving the work area for work break or meal period, or failure to report

back to the work area at the conclusion of a work break or meal period, if requested by supervisor;
33. Use of another's computer sign-on or computer access code(s), or providing an individuals sign on or

computer access code to a third party without proper authorization to gain unauthorized access to
confidential or privileged information; and/or;

34. Engaging in any harassing or discriminatory conduct or conduct that violates another person's right or
privacy.

35. Possession of, accessing, or viewing of offensive material while on duty or in the workplace.
36. Failure to meet or maintain specifled condilions of employment, such as failure to obtain or maintain a

license or certificale required as s condition for performing a iob.
37. Engaging in unbecoming conduct, either on duty or in the workplace.

B. Attendance and Punctuality
'1. Repeated tardiness, unexcused or excessive absenteeism, or absences which exhibit a pattern or kend;
2. Failure to report promptly to work at the scheduled starting time or leaving work before the scheduled quitting

time, without specific approval of the supeNisor;
3. Failure to observe the time limits and scheduling of meal, rest or other authorized breaks;
4. Failure to promptly notify the supervisor on each day of absence, unless such notice requirement is waived;

and/or
5. Any unauthorized absence of three (3) or more workdays without notifying the supervisor.
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C. Use of Property
1. Use of City Personnel, property, equipment or supplies for personal use or for other than approved activities:2. Unauthorized posting or removing of notaces or items from City bulletin boards;
3. Wllful or intentional damage to City property, misapproprialion, negligent or reckless use of City property;

and/or
4. Unauthorized entry to City property, including entry outside of assigned hours of work or entry to restricted

areas,

D. Employee Actions and Appearance
1. Fighting with, threatening, injuring, or attempting to iniure another person;
2. Using abusive language towards employees, or other persons;
3. Unauthorized possession of weapons:
4. Making false or malicious statements concerning another employee, citizen, or the City;
5. Exhibiting the signs of being under the influence of alcoholic beverages or illegal drugs during working hours:

the use of alcoholic beverages or illegal drugs during working hours; lllegal possession, use or sale of drugs
on or off the job;

6. lllegal use of legal drugs;
7. Reporting for work under the influence of alcoholic beverages or illegal drugs;
8. Discrimination on the basis of race, sex, age, religion, national origin, citizenship, disability or veteran status;
9. Taking an adverse personnel action against an employee in retaliation for disclosing alleged wrongful

conduct,
10. Falsification of resume or false or misleading statement in employment application materials or omission of

material factual information i

1 1. Misrepresentation to obtain employment with the City;
12. Engaging in work activities for personal gain while on City time, including work performed while on sick

leave, workers' comp leave or other paid City time:
Conviction of a felony;
Smoking or using tobacco products in other than designated areas;
Carrying, possession, or use of firearms, explosives, or other weapons while on duty or during work hours or
on City premises, except when authorized in connection with City employment;
Soliciting or canvassing of employees during working hours except for work related reasons:
Gambling of any type on City premises;
commission of any crime on city premises, such as theft of city property or private property from city
premises, willful or inlentional damage to City property or private property on City premises, possession oi
alcoholic beverages, illegal drugs, explosives, gambling devices or items, weapons on City premises except
when authorized by law;
Charging personal long distance phone calls to the City;
Reading another employee's mail, correspondence, or email without express permission except as otherwise
aulhorized by personnel policy
Listening to another employee's voice mail without express permission except as authorized by the
personnel policy;

22. Giving false or misleading information to obtain a leave of absence;
23. Failure to comply with the uniform or dress code policy, including the wearing of identification badges and/or

name tags;
24. Unauthorized or improper use of possession of uniforms, identification cards or badges; and/or
25. Failure to exercise good judgment, or being discou(eous in dealing with another employee or the general

public.
26. Preventable accidenls see Driving Policy # 880.

Disciplinary Procedures
The following disciplinary process outlined below may be applied to an Employee whose performance of duties or
personal conduct is unsatisfactory. These disciplinary procedures are not intended to establish a policy of
progressive discipline and shall in no way prevent the Department Director from taking appropriate disciplinary action
when the severity of the violation(s) warrants such action. The following are intended to be descriptive and serve only
as a guide to the types of disciplinary responses which may be appropriate. This listing is not intended to be
exhaustive or exclusive:
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Reprimands
Oral Reprimand
F The Department Director shall discuss the situation with the Employee in private and make every effort t'

discovei the reason(s) for the Employee's performance and advise the Employee of the necessary changes in

his behavior to correct the problem.

> A report concerning the discussion and specific actions and agreements to correct lhe problem will be prepared

bythe Department Director for inclusion in the Employee's personnel file. (Appendix H-1)

The reprimand shall remain in the employee's personnel file.

Written Reprimand
The written reprimand (Appendix H-2) shall be issued by the Department Director when the Employee has
demonstrated in inability io perform his job duties, or has had more than two unexcused absences or personal

conduct problems. An Employee who demonstrates significant inability to perform his duties or a serious personal

conduct problem may be issued a written reprimand without having been issued an oral reprimand or having
discussed the problem with the Department Director. lt is recommended that a wriften reminder or reprimand include

the following information:

> The reason for the reprimand, including previous oral reprimands or informal discussion for the same or other

violations.
> The effective date or dates of the reprimand.
! The specific change in behavior expected by the Department Director.
! The time frame allowed for improvement to occur,

A copy of the report shall be forwarded immediately to the Employee's official file in the Human Resources

Department, the City Manager and the Employee.

Disciplinary Progress
Differences-in the nature of the work unit, type of work performed, the type of Performance problem and the severity

of the impact on the organization, may require that diflerent disciplinary actions be available that are responsive to

both the needs of the Employees and the needs of the organization

When the job performance of an Employee falls below the acceptable level, Department Directors siould point out

deiiciencies to the Employee at the time they are observed. An Employee who continues to perform below the

acceptable level may be ilaced on a formal program designed to improve performance. The Department Director

should communicate this to the Employee oraily anO by pretenting him with a memorandum (Employee Action Plan)

including the following:

> The specific deficiencies observed in the Employee's performance of duties.

>, The actions necessary to bring about improvement.

F The period of time in which improvement must occur.

! The specific dates and times during this period at which the Department Director shall meet with the Employee

and discuss his progress in improving his performance.

> What further action will result if the Employee fails to show satisfactory improvement?

The Emptoyee Action Ptan should be signed by both the Employee and the Department Director. The Employee

should undirstand that his signature iniicates receipt of the document only, not necessarily acceptance of its

contents. lf the Employee refus;s to sign, the Department Director should have a witness sign that a copy was giv_en

to the Employee. ihe originat Employle Action Plan shall be placed in the Employee's permanent personnel fll'
maintained in the Human Resources Department, and a copy given to the Employee.
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lf an Employee fails to demonstrate the necessary improvement as required in the Employee Action Plan upon
completion of the disciplinary progress period, the Department Director may reassign, demote or dismiss the
Employee.

lf an Employee demonstrates sufficient improvement as required in the Employee Action Plan, the Department
Director will discuss the improvements with the Employee and monitor the Employee's performance.

Nothing shall preclude a Department Director from proposing disciplinary action when an Employee commits an act
of serious personal misconduct even though the Employee is completing an Employee Action Plan.

Suspension without Pay
> A Department Director may recommend a suspension without pay for up to 30 days. ln determining the length of

the suspension, the Department Director should consider the nature and severity of the conduct, impact on the
organization and previous disciplinary actions. No disciplinary suspension or combination of suspensions will
exceed 30 working days in a l2-month period. All proposed suspensions without pay will requhe the approval of
the City Manager.

! Before an Employee is suspended, notice of the proposed disciplinary action shall be given to the Employee. The
Employee may respond to the Department Director proposing the suspension within two (2) working days. While
the response may be in oral or written form, the Department Director shall ensure that a face{o-face meeting
with the Employee occurs to review the response, giving the Employee the opportunity to present facts on his
behalf. After such response is made, the Department Director shall consider the response and render a written
decision to the Employee.

> Even if the Employee fails to respond, he may be suspended without pay on the next day following the
expiration of two (2) working days from the date of service of the notice of disciplinary action or as soon
thereafter as determined convenient for the Department by the Department Director and as approved by the
Director of Human Resources.

> ln the event the Employee chooses to respond, and afte[ reviewing the testimony and evidence presented by the
Employee, if the Department Director decides the proposed suspension remains appropriate, the Employee shall
be suspended without pay.

> An Employee who is suspended may request a hearing to review the action in accordance with the TEAM
Review Process, even if he did not choose to respond to the proposed action.

Termination
A Department Director may propose that the Employee be dismissed from employment with the City. A Department
Director proposing a dismissal must provide clear, specific and detailed .iustification for an action of dismissal. All
dismissals will be reviewed by the Director of Human Resources and the City Attorney prior to action. The City
Manager shall have final approval on all terminations.

With the exception of terminations that implicate an Employee's rights under the United States Constitution,
upon the concurrent approval of the City Manager and City Attorney, after consultation with the Director of
Human Resources, the City Manager may deviate from any or all of these procedures and summarily dismiss
any Employee at any tlme for any reason or for no reason, with or without a hearing.

Probationary Employees
A probationary Employee may be disciplined or dismissed for any reason or for no reason without being afforded a
hearing.

Approved: August 28, 2006
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POLICY NO. 92O.OO DISCIPLINARY ACTION HEARING AND APPEAL

It is the policy of the City to give individual employees an oppo(unity for a hearing regarding, disciplinat,
suspensions or demotions. TEAM Review hearings as provided in Policy No. 940 TEAM Review Process are

designed to be heard according to prescribed guidelines. The TEAM Review process is designed to afford the
employee a responsive forum to guard against biased or arbitrary decisions, and to provide a forum for a name
clearing hearing; however, nothing in this policy shall be construed as a grant to any employee of a property right in
public employment. All employees are employed strictly on an at-will basis.

Those employees governed by the provisions of Chapter 143 of the Texas Local Government Code (i,e. Civil Service

Emptoyees) ind piobationary Employees shall be exempted from the application of this policy, unless specifically
statbd otherwise herein. However, an opportunity for a response and hearing shall be afforded such employees when

the conduct charged has been publicized to the extent that the reputation of the employee is brought into dispute or

the conduct charged constitutes the exercise of a constitutional right.

Hearing and Appeal Procedures
Hearing lnformation
> Sinie it is important that TEAM Review hearings be resolved as rapidly as possible, time limits, as set out in the

following paragraphs, shall be considered a maximum and every effort shall be made to expedite the process.

Howeve-r, the iimiis may be extended or shortened at any or all steps if both parties agree in writing. ln the event

either party cannot agrLe, the Director of Human Resources shall have the discretion to shorten or extend the

time liilits. ln the event the last day ot a time limit falls on a weekend or a City holiday, the time limit shall include

the next working day, ln all instances, consecutive working days will be counted (excluding Saturday, Sunday,

and City holidays) in aniving at the length of the time interval. Under no circumstances shall any failure to meet

any tima limit affect the validity or finality of the event for which a hearing is sought.

> All requests for TEAM Review hearings must be in writing on forms provided by the Human Resources

Departhent, and must be filed with the Human Resources Oepartment. All decisions rendered in response i
TEAM Review hearings must be in writing to the employee, either in memorandum or letter format.

>, An employee who requests a TEAM Review hearing must inform the Human Resources Department in writing of

nis coireit mailing address and telephone number. Failure to provide current mailing address and telephone

information may result in administrative closure of the TEAM Review hearing.

Hearing Process
F An-employee who has been demoted q suspended may request a hearing in accordance with the TEAM Review

process. 'lf the chosen panel memb;play;d a role in the disciplinary action proposed, the Director of Human

Resources will assign a different panei member. A director shall be presumed to have played a role in the

disciplinary action if he:

o Discussed the details of the proposed disciplinary action with the employee or any supervisor in the

chain of commandi
o Approved the disciplinary action; or
o Personally imposed the disciplinary action

> Nothing shall prevent a Department Director from acting as a panel member for an employee's hearing if he has

merely-been informed of the type of disciplinary action imposed against the employee

> The employee must make the request for the hearing in writing within 1O working days after receiving notification

of an action taken. The written request must set forth the speiific reasons why the employee feels the action is

not justified.

> A request for a TEAM Review hearing shall commence at step 2 of the TEAM Review process.

> A hearing will be conducted within 30 days of the employee's request for a hearing, unless an extension r'

agreed upon by both parties as described in this policy.

Chapter I
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>  Upon conclusion of the hearing,the TEAM Review panel w‖ I make a final decision recommendauon tO the cty
Manager and have a flnal action concluded within ten(10)WOrking days upon concurrence bythe City Manager,
the Human Resources Director w‖ i communicate the decision in wrtting lo the employee, the employee's
supervisor and others with the need to know in the chain of command

Approレedス trgυs1 2a 20θ 6

POLiCY NO.930.00  COMPLA:NT RESOLUT:ON PROCEDURES FOR PERSONS WITH DiSAB:LiT:ES

Persons who be‖ eve the Cty is notin compttance wlh the Amelcans wlh Disab‖ lies Act of 1990(ADA)may lle
complaints wlh the Human Resources Department(See"AmeHcans with Disab‖ les Act of 1990・ PO‖Cy)

Requests for services,ques,ons,concerns,and/or complaints regarding the accessib‖ ‖y of City fac]lies,services,
programs, andノ or activities may be爾 led by ca‖ ing the City's Human Resources Department if a complaintis not
resoived through informal channels,aw「 itten complaint may be lled The Human Resources Director or designee
w‖ l investigate cOmplaints and respond to the complainant in writing if the complainant is not satisfied with the

outcome of the investigation,a writen request fo「 further review by the city 1/1anager's Offce must be submitted to
the Human Resources Directo「 wthin ten(10)working days a■er receipt of the Human Resources Dlector's
response The City Manager o「 designee wi‖ review the matter and prepare a inal written response which w‖ l be
sentto the complainant as soon as practlcable

Applicants with dlsab‖ ities may f‖ e complaints with the Human Resources Department Complaints w‖ l be processed
ln accordance wth the Ctty's TEAM Review Process

Employees wth disab‖ lies may flle complaints with the Human Resources Department  Complaints w‖ l be
processed in accordance with the TEAM Review Process

Appro、/edハυg●sf23 2006

POL:CY NO.940.00  THE EMPLOYEE ACH:EVEMENT&MANAGEMENT REV:EW POLiCY

THE EMPLOYEE ACHIEVEMENT&MANACEMENT REVI日 Й′POLICY(TEAM REVIEVV PROCESS)DOES NOT
PROVIDE LECAL RIGHTS TO EMPLOYEES  ONLY THE CITY COMMISS10N, IN ENACTING THE CITY
CHARTER AND CODE,MAY CONFER RIGHTS TO EMPLOYEES THESE PROCEDURES ARE DRAFTED FOR
THE PURPOSE OFIMPLEMENTING THE KINGSVILLE C!TY CODE

THE TEAM REVIEW PROCESS SERVES AS GU!DELINES FOR THE ORDERLY PROCESSING OF
GRIEVANCES AND DISCRIMINATiON COMPLAINTS  THE HUMAN RESOURCES DIRECTOR MAY WAIVE
PROCEDURAL RULES FOR G00D CAUSE FAILURE OF THE CITY TO STRICTLY FOLLOVVTHE GU:D[LINES
DOES NOT PREVENT THE CITY FROM!MPOSING DiSC!PLINE ON EMPLOYEES,UP To AND INCLUDING
TERMiNAT10N

lt sha‖ be the polioy ofthe City of Kingsv‖ le to give e‖ gible employees an opportunity tO discuss thei「 grievances and
discrimination complaints with their supervisors in order to reach a mutua‖ y satisfactory resotution as soon as

POSSibie :n the presentation of grievances and discriminatlon complaints,employees are assured of freedom from
restraint, interference, discrimination or reprisaL Resolutions may be negotiated at any step throughout the TEAM

Review Process

City Employees who have successfu‖ y completed their inltial probationa!γ  penod and whO are not employed in a
tempo「ary status may f‖ e grievances and complaints  Some employees are excluded from coverage under these
procedures(see Exclusions provision)

The Human Resouにes Dttd∝ shalbe esponSЫe bre麒
器」畢題:冊Tt譴lal霊酪詣躙£電闇評∬processed in acco「 dance with estab‖ shed procedures E
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implementation of these procedures shall be made by the Human Resources Director after consultation with the City
Attorney.

A grievance is a formal protest of an action other than oral and written reprimands, disciplinary dismissal, demotion
or suspension which results in an alleged personal harm.

A Disciplinary Review is a formal protest of a disciplinary action imposed on an employee consisting of a dismissal,
demotion, or suspension. The elements of an Employee Action Plan, verbal counseling, or an oral or written
reprimand are not subject to the TEAM Review process.

A discrimination complaint is a grievance which states that the alleged personal harm, other than disciplinary
dismissal, demotion, or suspension is the result of disparate (unequal) treatment based upon race, color, national
origin, gender, age, religion, sexual orienlation and/or disability.

Any discrimination complaint shall be construed as being a claim against the City of Kingsville. Each complaint,
unless delermined by the City Attorney to be facially invalid, shall be investigated as if it were a claim. The Human

Resources Director shall investigate the complaint for review by lhe City Attorney.

All discrimination complaints shall be filed directly with the Human Resources Director, and the resolution process

shall begin at Step 2.

Applicants with disabilities may file complaints with the Human Resources Director in accordance with the City's

"Complaint Resolution Procedures for Persons with Disabilities" Policy

The TEAM Review Process

Filing a Grievance or Complaint
The Sggrieved employee must contact the Human Resources Director within five (5) working days of the occurrence

of the-riatter aggriev;d or within five (5) working days after the employee first learned aboutthe incident. A meeting

will be convene-d-to discuss the employ6e's concern!, to determine eligibility, and to explain the process and provide

the documents needed to file a grievance or complaint. (Appendix l-1)

Step 1: Department Director
A completed crievance/Appeat Report form shall be delivered to lhe Department Direclor within five (5) working days

after meeting with the Human Resources Director.

The Department Director shall have ten (10) working days to gather the facts. attempt to secure a.resolution and

r".pond in writing. Fact{athering responiibiiities shall rest with the Department Director. Attempts should be made

to settle the probiem within the department if deemed reasonable and appropriate.

The Department Director should meet with the aggrieved employee to discuss the issues being contested before a

written response is prepared.

lf the Department Director successfully resolves the problem, the settlement shall be written by the Department

Director ind signed by all parties, copies of which ahall be distributed to the aggrieved employee, DePartment

Director and Human Resources Depariment along with the appropriate copy of the Grievance/Appeal Report form.

The complete file shall be maintained by the Human Resources Department.

Step 2: Human Resources Department
lf thl grievance is not resolved at Step 1, the employee shall deliver the Grievance/Appeal Report form, along with

the Stip 1 response, to the Human Resources Department within two (2) working days after receipt of Step 1

response.

Chapter 9‐ 900 Polcies                             Chapter 9
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An employee who requests a Disciplinary Review must make the request for the hearing in writing within ten (10)
working days after receiving notification of a disciplinary action being imposed.

The Human Resources Director shall have ten (10) working days to conduct additional fact-gathering and attempt to
resolve the issues.

ln the event the employee has failed to direct his graevance or complaint to the applicable Department Director, the
Human Resources Director shall direct and arrange for the employee to complete Step 1. However, should the
Human Resources Director determine that the employee, or other relevant parties or witnesses, witl not proceed with
TEAM Review process for fear of retaliation, reprisals, or intimidation, then upon such a finding, Step 1 shall be
waived. The Human Resources Director shall consult with the City Manager and City Attorney for authorization to
alter, suspend, or modify the process upon granting such a waiver.

ln those cases where it appears that the Human Resources Director may alter the Department's decision, the
Department Director and the aggrieved employee shall meet with the Human Resources Director to discuss and
clarify the facts. This meeting shall be convened wiihin the ten (10) working days allotted for Step 2.

lf the Human Resources Director alters the department's decision to the satisfaction of the employee, a resolution
statement will be prepared, signed by all parties and distributed with the appropriate copy of the Grievance/Appeal
Report form to the aggrieved employee, Department Director and Human Resources Department which shall
maintain a complete case file.

Step 3: TEAM Review Panel (Disciplinary Review, Grievances and Complaints)
Failure to resolve the employee's grievance or discrimination complaint results in his option to proceed to Step 3 or
discontinue the grievance or discrimination complaint. lf the employee decides to proceed, the employee must
contact the Human Resources Department in writing within five (5) working days after receipt of the Step 2 response
to request that the Human Resources Director convene TEAM Review panel (the "panel").

The Human Resources Director shall schedule and convene the panel as soon as practical.

Either party may request a rescheduling of the hearing by notifying the Human Resources Deparlment as soon as
possible prior to the time of the hearing. lf, in the Human Resources Director's iudgment, the request is reasonable,
ihe hearing will be rescheduled. lf, in his judgment, the request is not deemed reasonable, ihe issue will be submitted
to the Panel, which may administratively suspend or terminate the TEAM Review process. ln no event shall the
TEAM Review process be suspended for longer than g0 days. Expiration of g0 days shall result in automatic
termination of Disciplinary Review process, the grievance, or the discriminatory complaini

lf.an employee does not cooperate with the hearing scheduling process by failing to attend a scheduled hearing
without notice or by failing to provide information needed to schedule a hearing, that employee's disciplinary reviewl
grievance or discrimination complaint may be administratively closed by the Human ResourcLs Director.

Hearing Procedures
l The Panel shall only consider the issues contained in the employee's Grievance/Appeal Report form and the

rationale for the action taken. Evidentiary information presented at the hearing by eith6i party must directly relate
to those issues. The Panel shall receive a copy ofthe employee's Grievance/Appeal Report'form, the Stei 1 and
2 responses, and the action being g eved.

2. Hearings may be tape-recorded by either party (using their own equipment) orthe Panel; otherwise, hearings will
not be tape-recorded.

3. The Panel shall select a member to preside over and direct the hearing (the "Chairman') and will be
compensated for their time at the hearing.

4. The Panel may question all the evidence plesented in order to clarify factual statements and to ensure their
understanding of the points being presented.
Each party may question statements, evidence and testimony.
The Panel shall adjourn the hearing after both parties complete their presenlations.

Chapter 9
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Within ten (10) working days after the hearing or as soon thereafter as practicable, the Chairperson shall submit
the Panel's written findings and recommendations to the City Manager.
Upon receipt of the findings and decision from the City Manager, the Human Resources Director or designe
shall foMard copies of the findings and recommendations of the Panel, as implemented by the City Manager, to
the aggrieved employee, Department Director, Panel members and Human Resources Director along with the
appropriate copies of the Grievance/Appeal Report form. The grievance and discrimination complaint process
shall be concluded.

Findings and Recommendations
1 . Panel findings and recommendations shall be based upon a preponderance of the evidence (i.e., by the greater

weight of the evidence presented).
2. The Department shall have the burden of proof, by a preponderance of the evidence, to show that just and

reasonable cause for the action taken was present.
3. If the employee alleges that discrimination was the basas of the action taken by the department, the burden of

proof shall rest upon the employee who must establish by a preponderance of the evidence that discrimination
has taken place.

4. lf the Panel determines that the City's action is not sustained, the Panel shall recommend an appropriate course
of action for the City Manageis conslderation. lf the Panel determines that the City's action is sustained, the
Panel shall recommend that the department's action be upheld.

5. Such recommendations shall be limited to a statement of whether the Panel finds that the City's action is
sustained or not sustained, and the corrective action which the Panel recommends. The Panel may, in its
discretion, recommend that an employee be awarded part or all of any pay lost due to suspension without pay
when the Panel finds that such action would be appropriate.

Step 4: City Manager Review
The Human Resources Director shall send the case file to the City Manager within five (5) working days after the
Panel's determination and recommendation is final. At the discretion of the city Manager, a meeting may or may not
be convened with the employee.

The City Manager will review the Panel's findings and recommendations and will determine whether to accept,
modify or reject the Panel's recommendations. The City Manager's decision will be final and forwarded to the Human
Resources Department.

Upon receipt of the decision of the City Manager, lhe Human Resources Director shall foMard copies of the Panel's
findings and recommendations, and the decision by the City Manager, to the employee (and representative, if
applicable), Department Director, the Panel members, and the Human Resources Department which shall maintain a
complete case file and the review process shall be concluded.

Provisions Pertaining to Response Deadlines
lf the employee fails to pursue a grievance or complaint within the time limits set forth under Step 1, 2, or 3, the
grievance oi complaint shall be considered settled, based upon the last answer given by the supervisory
representative of the City.

lf the City fails to respond to a grievance or complaint within the time limits set forth under Steps 1 or 2 and a

reasonabie explanation is not given, the grievance or complaint shall automatically move to the next step in the
procedure.

lf either party wishes to have an extension of a step response deadline, a written request (explaining the reasons(s)
for the request) must be submitted to the Human Resources Director prior to the step's original deadline. The
request wiil be reviewed and will be approved or denied. No extension may last more than ten (10) working days,

and only one (1)extension request per step by either party may be granted.

Chapter I
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Employee Representation
Employees may have a representative during the hearing and process. The representative may or may not be an
attorney. Employees may obtain assistance from employee organizations. However, management and supervisory
employees ofthe City may not represent employees in the resolution process.

Management Rights
The City of Kingsville has Managemenl Rights. Complaints that involve management rights will not be processed
unless the complaint describes a discrimination issue. Plainly stated, management rights are not grievable matters.
These rights include the daily management of operations, direction of the work force, and maintenance of discipline
and efficient utilization of the work force. More specifically, but not limited herein, management rghts include the
authority: to hire and to determine employees' qualifications and ability; to determine the number and location of
facilities and employees; to assign work; to transfer, promote and lay off employees; to evaluate employees and
grant salary increases; to creale, modify and abolish iob classes, class specifications and iob duties; to change or
eliminate existing operalions, methods, equipment or facilities, to contract out work; to schedule working hours within
the work week; and to establish and enforce reasonable rules and regulations.

NOTE: Discrimination complaints involving management rights will be processed, this exclusion does not apply.

Separation of Employment
Employees who resign their employment with the City or are dismissed forfeit their right to have access to the TEAM
Review Process. Attempted withdrawal of a resignation shall not give an employee access to this TEAM Review
Process. Any grievance or complaint being processed at the time of separation will not be processed and will be
administratively closed.

Performance Evaluations and Merit lncrease Denials
Employee performance evaluation ratings and merit increase issues are not grievable items under the TEAM Review
Process but may be appealed to the Department Director, provided however, failure to attain a Step lncrease under
the City of Kingsville Compensation Plan due to unfavorable, unsatisfactory, or poor performance ratings shall be
eligible for appeal.

Performance Appraisals
The City's performance appraisal process is designed to improve communication between supervisors and
employees to align employees' work efforts with City and department goals.

All employees' performance shall be appraised at least once each year. Supervisors and employees are enmuraged
to establish the objectives to be rated during the coming year, the performance standards to be utilized, and the way
their.iob should be accomplished. Ail new employees' performance shall be reviewed at the completion of their initial
180 day probationary period. Employees who have successfully completed their initial probationary period may
appeal annual performance appraisal ratings (within 5 working days of the appraisal) which they believe do not
accurately reflect their job performance to the Department Director.

Exclusions from Procedure
Unless otheMise specified within this regulation, the following individuals, officers and employees of the city shall not
have access to the TEAM Review Process:

The Mayor, members of the City Commission and members of appointed boards.
The City Manager, Assistant City Manager, and Municipal Judge.
The Directors of Departments and the City Secretary.
The City Attorney and the Assistant City Attorney.
Persons temporarily appointed to City employment. Employees of the
Police Department and Fire Department who are subiect to the provisions of the Fire and Police Civil Service
Act (Chapter 143, Municipal Code).

f. Customers, citizens, residents, or taxpayers who are not covered employees of the City of Kingsville.
g. Spouses, family members, or other relatives of covered employees

may not initiate the process without the covered employee.

Chapter 9
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Matters not subject to TEAM Revlew process
The TEAM Review process is not designed, intended, or available to resolve matters which are within the sole
discretion of the City under its legislative or management authority. The process cannot be used to alter or affect ar..

matter, contract, ordinance, resolution, or action which is passed or approved by the City Commission. Any action
taken or recommendation in contravention of the City's legislative or managerial authority is void.

The TEAM Review process shall not apply to any matter or issue which is the subject of any other legal proceeding
regardless of whether it is civil, criminal, or administrative in nature. Upon initialion of such a proceeding, the TEAM
Review process shall be suspended until such other proceeding is complele. The process cannot be used by

employees to contest:
1. Health Care Benefits or any other optional benefits offered by the City;
2. The applicability of Workeis Compensation or any determinations regarding impairments or disability;
3. Any issues regarding unemployment compensationi or
4. Any issues which are the result of professional medical opinion regarding requirements for a position,

inciuding but not limited to physical fitness requirements for a position, establishing limitations on light duty,

or a determination by a Medical Review Officer under the Substance Abuse Policy.

Eligibility for TEAM Review Panel
Th; City'Manager shall appoint from among the City employees nine (9) members to the Employee Panel pool for
terms of two (2) years (Employee Pool). All Department Directors, Municipal Judge, Assistant City Manager, Fire

Chief, and poiiie'Ctrief'shail be eligible for appointment to a TEAM Review Panel (Managetnent Pool). A total of
three (3) members shall be selected from these two pools by the Human Resources Director and shall serve as the

Panelio hear a designated grievance or discrimination complaint. They shall elect a Chairperson at the outset of the

hearing. The panel ihall noi disregard the rights of employees or of the City, and shall serve as an impartial body

that will render findings and recommendations in an unbiased manner.

Disciptinary Panel: The Human Resources Director shall appoint two members from the Management Pool and a

single member from the Employee Pool.

Non-Disciplinary Panel: The Human Resources Director shall appoint two members from the Employee Pool and a

single member from the Management Pool.

The Panel shall have the authority io call witnesses at the hearing for the purpose of proving, disproving or clarifying

claims set out in the disciplinary review hearing, grievance or discramination complaint. By submitting a grievance.or

discrimination complaint ti: the Panel or requeiting a disciplinary review, an employee shall grant permission for the
panel members to inspect ihe employee's personnel file if the Panel believes that such inspection is relevant.

The panel shall consider only the points set out in the original grievance or discrimination complaint and any

additional information contained in wiitten employee or supervisory responses attached thereto which pertain to the

grievance or discrimination complaint.

As a body of arbitration, the Panel is not bound by any previous Panel decisions. The Panel may determine whether

rules, regulations and policies were applied in a uniform, consistent manner. Along with its findings, it may also make

relevantiecommendations for administrative changes, which shall not be binding upon the City.

Findings and recommendations of the Panel to the City Manager shall require the affirmative vote of at least two (2)

of its three (3) members.

The proceedings of the
(2) years or as may be
Control Schedule.

panel may be tape-recorded and maintained by the Human Resources Department for two

required 6y the Texas State Library and Archive Commission Local Government Records
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'1000.01 Resignation
1000.02 Job Abandonment
1000.03 Retirement
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POLICY NO. 1OOO.O1 RESIGNATION
An employee may leave City service in good standing by submitting a resignation to the appropriate supervisor. Se'
Policy No. 1010.00 Process for Separation.

Approved: August 28, 2006

POLICY NO. 1OOO.O2 JOB ABANDONMENT
Employees who fail to work or contact their supervisor for three (3) consecutive workdays shall be considered to
have abandoned the job without notice effective at the end of their normal shift on the third day. The supervisor shall
notify the Human Resources Department at the expiration of the third workday and initiate the paperwork to terminate
the employee. Employees who are separated due to job abandonment are ineligible to receive accrued benefits and
are ineligible for rehire

Approved: August 28, 2006

POLICY NO. 1OOO.O3 RETIREMENT
An employee may leave City service in good standing by submitting a resignation to the appropriate supervisor. See
Voluntary Separations - Notice.

Approved: August 28, 2006

POLICY NO. 1OOO.O4 REDUCTION IN WORKFORCE
An employee may be laid off because of changes in duties, or organizational changes, for lack of funds or for lack of
work. Whenever possibie, an employee laid off from one department or division shall be transfened to a suitable
position elsewhere if a vacancy exists. Whenever possible, at least 2 weeks notice shall be given an employee prior
to any layoff.

Layoffs shall be carried out on the basis of demonstrated .job performance and efficiency, with the most proficient
employees being retained the longest. Seniority shall not be the sole basis of determining which employee shall be
laid off. Seniority within the City service may be used to determine the order of layoff among employees with
substantially equivalent records of iob performance and efficiency. Layoffs shall not be considered disciplinary
actions and may not be appealed through the grievance process.

Approved: August 28, 2006

POLICY NO. 1OOO,O5 INCAPACITY
Separation for incapacity shall not be considered disciplinary action. Separation for incapacity is an administrative
measure designed to protect the interest of the City and the employee. For additional information see Policy No. 770
Americans with Disabilities Act.

Approved: August 28, 2006

POLICY NO. 101O.OO PROCESSES FOR SEPARATION

Notice of Separation
Minimum notice is necessary in order to expedite employee out-processing and ensure a smooth transition without
adversely atfecting department efficiency.

> Department Directors and supervisors shall make every effort to give fifteen (15) working days advance
written notice of separation including retirement.

> All other employees shall make every effort to give 2 weeks or ten (10) working days advance written notice
of separation.

> lf an employee does not provide advance notice or fails to actually work the notice time period, the employee
will be ineligible for rehire. Vacation Leave or Holiday Leave shall not be used to extend an employee's
separation date. The last day worked shall be the official separation date.

> lf an employee abandons their iob, the employee will be ineligible for accrued benefits and will be ineligible
for rehire.

Chapter 10-'1000 Policies Chapter 10
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) Failure, of an employee to provide the minimum notice requirement could adversely affect fulure employment
eligibility with the City.

> The city Manager may waive notice rcquirements if doing so would be in the best interest of the city.

Check List for Separation: Voluntary or lnvoluntary) A "Separation Checklist,-(Appendix J-1) must be completed by the employee,s Department Director aodfo*arded to the Human Resources Depirtment before tire tinal iaycnecti;"; b;6;;;.'
> The affected DepartmenuDivision will submit a status change and an employee requisition form along with a

completed termination checklist

F Replacement costs of unreturneg employee issued itums or other monetary obligations to the City will be
assessed upon termination and shall be deducted from the emproyee's linar paychick.

Exit lnterview
Exit interviews will be conducted by the Human Resources Department for all departing employees. Any informationobtained through these interviews will not become a part of thL 

"rfroy"""if"r"lnnlriniJJ"j.ffiil,'.ry be used to
improve working conditions aod to correct existing pr6blems that miy 5e ioeirtin-a. A" ;fi6;"rilt inteNiew wifl
be scheduled through the Human Resources Depirtment.

Approved: August 28, 2006
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