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1. INTRODUCTION

Hidalgo County’s governmental organization is established by the Constitution of the
State of Texas and by state statutes. Its operations are governed by state and federal
law and by action of the Commissioner’s Court. The Commissioner's Court consists of
four County Commissioners, each elected by the voters of a Commissioner’s precinct
and the County Judge who is the chief executive officer and elected by all voters of
Hidalgo County. County operations are conducted through departments administered
by an elected official and/or appointed department head. '

2. AUTHORITY

The Hidalgo County Personnel Policy Manual (“Manual®) is adopted by the
Commissioner’s Court of Hidalgo County and replaces the previously approved Hidalgo
County Personnel Policy Manual effective 10-1-91. The Hidalgo County Civil Service
Commission Rules remain in effect. The Manual is subject to change at any time, by
direction of the Commissioners Court. Any amendment, revisions or new personnel
policies must be in writing and approved by the Hidalgo County Commissioner’s Court at
a scheduled meeting of the Court. The Manual does not restrict County departments
from establishing other departmental policies and procedures governing the operation of
County departments so long as such policies and procedures are not in conflict with the
Manual, are consistent with good employment practices and promote equal employment
opportunity.

3. PURPOSE AND APPLICABILITY OF PERSONNEL POLICIES

The Manual applies to those County employees excluded from the Hidalgo County Civil
Service system as defined in §2.18 of the Civil Service Commission Rules or by law. As
of the effective date, the Manual applies to those employees of the departments of the
district attorney, auditor, district courts, district clerk, county courts, auxiliary courts,
probation (adult and juvenile), master courts, juvenile courts, and justices of the peace.
It is provided, however, that there are certain situations where federal or state law or
regulations supersede the local personnel policies for a specific group of employees. In
such event, such federal or state law or regulations shall substitute for the Manual
insofar and only insofar as required to comply with the applicable federal or state law or
regulations.

Each Department Head/Elected Official and the Human Resources Department shall
maintain the Manual with all revisions for reference purposes. Each Department
Head/Elected Official shall provide each employee in his department a copy of the
Manual and any revisions thereto. Each Department Head/Elected Official shall be
responsible for the administration of personnel policies within his department.

4. DEFINITIONS
Administrative Leave is a period of time in which an employee is off work with or without

pay granted to an employee by an Elected Official/Department Head. Administrative
leave includes leave pending a disciplinary action.
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Administrative Separation means dismissal of an employee who does not return to work
after the employee’s Maximum Leave has been exhausted (whether such leave if
continuous or intermittent). If an employee is dismissed because of an Administrative
Separation, no cause other than the dates of absence need to be cited and the sole
basis of a grievance is the inaccurate computation of Maximum Leave.

Alcohol means the intoxicating agent in beverage alcohol, ethyl alcohol (ethanol) or any
other low molecular weight alcohol including methy! and isopropyl alcohol.

Allotted Sick Leave Pool Hours has the meaning assigned to such term in Section 8 of
these Rules.

Annual Leave is a benefit eamned by an employee which the employee may use for
vacation or other appropriate absences.

Benefits Committee means the five member committee established by the Governing
Authority to review eligibility decisions made by the Sick Leave Pool Administrator.
Each member of the Governing Authority appoints one member to the commiittee.
Vacancies on the Benefits Committee are filled by the member(s) of the Goveming
Authority who appointed the member responsible for the vacancy. During January of
each year, the Benefits Committee will select a chairperson who will serve as
chairperson until his or her successor is selected.

CDL means Commercial Driver License holders. The County requires certain
Employees to maintain a COL. The DOT regulations (49 CFR Parts 40 and 382) require
the County to have a special, mandatory controlled substance and alcohol testing policy
for these Employees. All applicable drug and testing procedures shall meet DOT
regulations. A copy of the DOT regulations shall be available for inspection and copying
in the Human Resources Department.

Chief Information Officer (C1O) means the person responsible to Hidalgo County, Texas
for management of the agency’s information resources. The designation of an agency
information resources manager is intended to establish clear accountability of setting
policy for information resources management activities, provide for greater coordination
of the County’s information activities and ensure greater visibility of such activities within
and between state agencies. The CIO has been given authority and the accountability
by the County of Hidalgo, Texas to implement Security Policies, Procedures, Practice
Standards and Guidelines to protect the Information Resources of the agency.

Commission means the Hidalgo County, Texas Civil Service Commission established
pursuant to the Texas Local Government Code.

Commissioners Court means the Commissioners Court of Hidalgo County, Texas, in its
capacity as the governing authority, as applicable, for the County, established pursuant
to the constitution and laws of the State of Texas.

Compensatory L eave is accrued by an employee when the employee works in excess of
the employee's scheduled work hours.
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Contributed Sick Leave Hours means the number of Sick Leave hours contributed by an
employee to the Sick Leave Pool during the Enroliment Period as a condition to such
employee’s participation in the Sick Leave Pool for the following calendar year. The
minimum number of Sick Leave hours to be contributed by an employee during the
Enrollment Period is twenty-four hours, and the maximum number of hours is forty
hours.

Controlled Substance means illegal drugs plus any other substance covered by
Schedules | through V of the Federal Controlled Substances Act (21 USC 801, et seq.)
or the Texas Controlled Substances Act (Chap. 481, Texas Health and Safety Code). A
controlled substance is unauthorized if the employee does not have a valid prescription
for that substance at the time of its use or possession.

Conviction means a final, non-appealable finding of guilt by either a judge or jury, or a
suspension of sentence, probation or deferred adjudication, including a plea of guilty or
no lo contendere.

County means Hidalgo County, Texas, as organized and existing under the constitution
and laws of the State of Texas.

Court Leave is a benefit granted to an employee for jury service and to appear as a

witness for the County. Court leave is only granted for the actual time served as a juror
or witness.

Department means a county, district, or precinct office, agency, or board that has
jurisdiction and control of designated governmental functions.

Department Head means an individual appointed as a supervisor of a department by
one of the following: Commissioner's Court, County Judge, a designated representative
of the Commissioner's Court, or an Elected Official.

Detectable means the measurable presence of an illegal or prohibited drug or substance
found in body fluids at an mg/ml level of detection specified by the County's contract
with a National Institute of Drug Abuse ("NIDA") certified testing laboratory; such levels
will meet the DOT requirements.

Elected Official means an individual elected to a position created by the constitution or
by statute. The term of an Elected Official is limited by the constitution.

Employee, [whether the term is capitalized or not], unless the context clearly indicates
otherwise, means any person employed by the County. The Manual applies to those

employees who are not subject to the Hidalgo County Civil Service Commission Rules.
The Manual applies to:

a. persons who are exempt from the Hidalgo County Civil Service System under
Texas Local Government Code § 158.013 (an elected or appointed officer under

the Texas constitution, employees of the criminal district attorney's office, and
the official shorthand reporter of a court);
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b. persons who are authorized by statute to perform governmental functions
involving an exercise of discretion in the person's own right, except for deputy
sheriffs and deputy constables;

C. a person who holds an office the term of which is limited by the Texas
constitution;
d. the personal secretary and the chief administrative assistant/deputy of each

elected official and appointed official under the Texas constitution;

e. justice of the peace and staff, county court at law and district court staff,
including bailiffs and court coordinators and assistant bailiffs and assistant court
coordinators and court clerks;

f. adult and juvenile probation officers and employees of the adult and juvenile
probation offices;

g. the county auditor, assistant or deputy county auditors and employees of the
county auditor;

h. the head or chief of each Department; and

i. the following positions in the Hidalgo County Sheriff's Department: Commander
of Criminal Enforcement, Commander of Detention, Captains and additional
command positions in the Department as determined by the Sheriff, not to
exceed 10 in number.

j deputy clerks and assistant deputy clerks of the Hidalgo County District Clerk’s
office.

Enrolled Employee means an employee who, in any calendar year, has elected to
participate in the Sick Leave Pool, and who, during the Enroliment Period, meets all
requirements of Section 8 of these Rules with respect to the following calendar year, or
with respect to an employee who elects to participate in the Sick Leave Pool after twelve
months of County employment, for the remainder of the calendar year following
enroliment.

Enroliment Period with respect to the Sick Leave Pool means: (a) during the month of
November in each calendar year; or during the twelfth month of County employment for
employees who, based on length of County service, are not eligible to enroll in the Sick
Leave Pool during the preceding November.

Family and Medical Leave means leave available to "eligible employees” pursuant to a
leave program adopted by the Governing Authority which complies with 29 U.S.C. 2601-
2654, as amended.

Governing Authority means the Commissioners Court, in its capacity, as applicable, of
the County.
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Holidays means authorized days off from work as declared by the Governing Authority.

Information Resources means any and all computer printouts, online display devices,
magnetic storage media and all computer related activities involving any device capable
of receiving e-mail, browsing internet sites or otherwise capable of receiving, storing,
managing or transmitting electronic data including, but not limited to: mainframes,
servers, personal computers, personal digital assistant (PDA), pagers, distributed
processing systems, network attached and computer controlled medical and laboratory
equipment (i.e., embedded technology), telecommunication resources, network
environments, telephones, fax machines, printers and service bureaus. Additionally, it is
the procedures, equipment, facilities, software and data that are designed, built,
operated and maintained to create, collect, record, process, store, retrieve, display and
transmit information.

Leave Without Pay is a period of time without pay designated "Leave Without Pay"
which the Elected Official/Department Head may grant to an employee when the
employee has no available time left in the employee's applicable leave accounts.

Manual refers to the Hidalgo County Personnel Policy Manual, adopted by the
Commissioners Court, as amended from time to time.

Primary Sick Leave Pool Benefils means, in any calendar year, the lesser of: seven
hundred and twenty Sick Leave hours; or one-third of the total Sick Leave hours in the
Sick Leave Pool on the date an Enrolled Employee submits his or her request for
Primary Sick Leave Pool Benefits.

Probationary Period means: (i) a six (6) month period of actual work following the date a
person becomes employed or re-employed by the County; or (ii) a three (3) month
period of actual work following the date a County employee is promoted. A Probationary
Employee's approved absence from the job during the Probationary Period which
exceeds five (5) working days in the aggregate, shall automatically extend the
Probationary Period by the total period of time such Probationary Employee was absent
from the job. In such event, the Probationary Period for such employee does not expire
until the Probationary Employee has completed six (6) months or three (3) months, as
applicable, of actual work in the position; however, under no circumstances will: (i) a six
(6) month probationary period ever extend beyond nine (9) months following the date a
person becomes employed or re-employed by the County; or (ii) a three (3) month
probationary period ever extended beyond four and one-half (4}2) months following the
date a County employee is promoted. The Probationary Period does not include time
served as a Temporary Employee.

Reqular, Full-time Employee means an individual hired by the County to fill a position
budgeted and approved by the Governing Authority, which position requires such person
to perform work on a regular, on-going schedule of forty (40) hours per seven (7) day
work period or eighty (80) hours per fourteen (14) day work period.

Regular, Part-time Employee means an individual hired by the County to fill a position
budgeted and approved by the Governing Authority, which position requires such person
to perform work on a regular, on-going schedule of less than forty (40) hours per seven
(7) day work period or eighty (80) hours per fourteen (14) day work period.
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Safety-sensitive Position means a position designated by the County as safety-sensitive
as it is one where impairment caused by drug or alcohol use would threaten the health
or safety of another employee or the public.

Secondary Sick Leave Pool Benefits means, in calendar year, up to two hundred and
forty Sick Leave Hours available to an Enrolled Employee who, in any calendar year,
has received Primary Sick Leave Pool Benefits, and who, prior to submitting a request
for Secondary Sick Leave Pool Benefits associated with the same or another
catastrophic iliness or disability, returned to work for at least one calendar day prior to
such Enrolled Employee's application for Secondary Sick Leave Pool Benefits.

Sick Leave is a benefit earned by an employee which may be used when the employee
is ill or for medical/dental appointments for the employee.

Sick Leave Pool means the County voluntary Sick Leave Pool adopted by the
Commissioners Court for Enrolled Employees with a catastrophic illness or disability.

Sick Leave Pool Administrator means the County’s Human Resources Director, or his or
her designee.

Sick Leave Pool Request means a request for Sick Leave Pool benefits which meets the
requirements of Section 8 of the Rules.

System Administrator means the person responsible for the effective operation and
maintenance of specific departmental Information Resources, including implementation
of standard procedures and controls to enforce the County’s security policy.

Temporary Employee means an individual hired by the County to fill a position budgeted
and approved by the Governing Authority as a "temporary position," which temporary
position requires such person to perform work for a limited period of time, generally not
to exceed six (6) months. Temporary employees include persons whose work schedule
is full-time (forty (40) hours per seven (7) day work period or eighty (80) hours per
fourteen (14) day work period) or part-time (less than forty (40) hours per seven (7) day
work period or eighty (80) hours per fourteen (14) day work period). Each Elected
Official/Department Head, in coordination with the Secretary, shall require each
Temporary Employee acknowledge, in writing, prior to employment, that such person is
being employed on a temporary basis and for a limited duration, generally not to exceed
six (6) months.

Unauthorized Absence means a period of time an employee is off the job without
obtaining permission from the appropriate Elected Official/Department Head. An
Unauthorized Absence includes an employee's failure to report for duty after the
expiration of any authorized leave.

User means a person who is the end client for an application on an information system.
The user neither owns the IR resource or the data. Generally, a user is any County
employee with access to a computer that is neither IR system administrator, part of the
IT staff, Elected Official or Department Head.
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Under the influence means being unable to perform work in a safe and productive
manner, being in a physical or mental condition which creates a risk to the safety and
well-being of the individual, other employees, the public or County property, and/or
having a measurable presence of an illegal or prohibited drug or substance found in

body fluids at an mg/ml level of detection specified by the County's contract with a NIDA
certified lab.

Vacancy or Vacancies mean(s) a County position, duly created by the Govemning
Authority, which has not been abolished, which is not occupied, and for which a valid
Human Resources Department Requisition Form has been received by the Human
Resources Director.

Workers' Compensation is a type of benefit for employees who have been injured or
become ill in the course and scope of their employment. Workers' Compensation is
created and controlled by state statute.

5. EQUAL EMPLOYMENT OPPORTUNITY POLICY/ANTI-HARASSMENT
POLICY

itis the County's policy to provide equal employment opportunities to all applicants and
to recruit, hire and promote qualified persons for all job positions without regard to race,
color, creed/religion, national origin, sex, age, disability, military status or any other
legally protected status. The Department Head/Elected Official, however, may establish
"bona-fide occupational qualifications” that relate to physical or mental abilities required
to perform a job.

No person employed by the County shall discriminate against or harass anyone on the
basis of race, color, creed/religion, national origin, sex, age, disability, military status or
any other legally protected status, nor shall any employee participate in any function that
violates, either directly or indirectly, the civil rights of other employees or any member of
the general public.

6. EMPLOYMENT PROCEDURES AND PRACTICES

Any person desiring to be employed by the County must complete an application for
employment (“Application”) through the Human Resources Department or the
department. County employees who apply for another County position while employed
by the County are also required to complete an Application so that the Elected
Official/Department Head filling a Vacancy is provided the latest information.

Any material misrepresentation of fact or failure to report pertinent data on the
Application shall be just cause for dismissal.

To be eligible for employment with the County, a person must be able to show proof of
citizenship or legal authority to work in the United States. Such proof must be in the
form required by the Immigration Reform Act of 1986, as amended from time to time.
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All persons employed by the County must have attained the minimum age of sixteen

(16) years, and must be able to provide proof of age (e.g. driver’s license or birth
certificate).

Persons below the age of eighteen (18) years of age employed by the County are
permitted to work only as provided for under Fair Labor Standards Act Regulations (29
C.F.R,, Part §70), as amended from time to time.

Following the interviews, the Elected Official/Department Head filling the vacancy shall
notify the Human Resources Director of the applicant selected for the position.

Each new employee will be classified as a Probationary Employee for six months unless
otherwise specified at time of selection. All new employees will report to a designated

representative of the hiring Elected Official/Department Head on their first day of work to
process necessary forms.

Each Department Head/Elected Official shall designate an employee who shall be in
charge of personnel records for that Department. The designated employee is
responsible for recording change of status, salary increases (cost of living), leave of
absences, vacation and sick leave, separation forms, as well as maintaining all other

information and documents in the employee's personnel folders for the requisite periods
of time required by law.

All employment decisions related to an employee shall be made only by the appropriate
Department Head/Elected Official.

Employment of each employee shall be at the will of the appropriate Department
Head/Elected Official so that each employee’s employment relationship may be
terminated at the will of the employee or at the will of the Department Head/Elected
Official at any time for any reason or no reason at all. No person acting or purporting to
act for the appropriate Department Head/Elected Official has authority to vary the
employment at will relationship, nor to make an oral or written agreement for permanent
employment or employment for any specified period of time, except by specific written
order entered in the minutes of the Commissioner's Court.

All employees are subject to assignment and reassignment by the appropriate
Department Head/Elected Official at any time.

7. SCHEDULED WORKJ/FLSA

County work hours are scheduled so that all County offices are open by 8:00 a.m. and
close no earlier than 5:00 p.m., Monday through Friday, except on official Holidays.
Each Elected Official/Department Head establishes work hours for employees in his or
her Department. In setting work hours, an Elected Official/Department Head considers
the needs of the Department and the County, and ensures that any changes in work
hours are in the County's best interest.

There are 40 regular work hours in a seven day work period and 80 regular work hours
in a fourteen day work period; however, the County schedules employees subject to a
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fourteen (14) day work period to work a minimum of 80 hours during such work period.
The seven (7) day work pericd commences at 12:01 a.m. on Monday of each week and
ends at 12:00 p.m. midnight on the following Sunday.

An employee is required to be present at his or her duty station at the beginning of each
workday and be punctual in maintaining work hours.

Every employee is allowed one hour for lunch each workday.

Each Elected Official/Department Head should try and schedule his or her employees
each workday for a fifteen (15) minute rest break in the morning and a fifteen (15)
minute rest break in the afternoon.

An employee's time and attendance record (Non-Law Enforcement Personnel form and
Law Enforcement Personnel form) should coincide with an employee's work period. A
completed time and attendance record is completed and tumed in to the payroll section
of the County Treasurer's office no later than 10:30 a.m. on the first employee work day
following two seven day work periods or one fourteen day work period.

All County employees are paid biweekly on the Friday following the end of two seven
day work periods or one fourteen day work period. If that Friday is a holiday, employees
will generally receive their pay checks on the last work day which precedes the holiday.

An employee's pay check is based on the hours worked by the employee during the
applicable work period(s), plus any eligible hours of paid leave, all as shown on a signed
time and attendance record.

Fair Labor Standards Act (“FLSA)

The Fair Labor Standards Act ("FLSA") is the federal law which governs overtime
compensation for employees covered by the provisions of that Act. Most County non-
management employees are covered by the overtime compensation requirements of the
FLSA. An FLSA covered employee receives: (i) time and one-half compensation; or (i)
compensatory leave of one and one-half hours; for each hour physically worked in
excess of 40 hours for employees with a seven (7) day work period and 80 hours for
those employees with a fourteen (14) day work period. Hours for which an employee
receives pay, such as paid leave and holiday hours, but which are not physically worked,
are not considered hours worked for purposes of calculating FLSA overtime.

Each Elected Official/Department Head must require that his or her employees keep
daily records of time worked and leave taken. Each Elected Official/Department Head
must report all additional time worked for FLSA covered employees.

Except in unusual circumstances, the Elected Official/Department Head must have
requested and approved, in advance, that an employee work extra hours or overtime
hours. An example of an unusual circumstance is when an off-duty worker responds to
an emergency. In this case, the employee is required to report the emergency and its
circumstances to the Elected Official/Department Head at the beginning of the
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employee's next workday.

\/ 7.12  An employee who works extra hours or overtime hours without supervisory approval

shall be compensated for the extra or overtime hours, but such employee is subject to
disciplinary action.

{7.13 The Elected Official/Department Head tracks and reports hours worked and leave used
using the following forms:

Time and Attendance Record - Non-Law Enforcement Personnel form;
Time and Attendance Record - Law Enforcement Personnel form;

Leave Request Form, Form P-1;
Summary of Vacation, Sick Leave and Holiday, Form P-2;

12 Month Period Summary of Leave Taken under the Family and Medical Leave
Act of 1993 (FMLA), Form P-3;

Request to Pay Accumulated Comp-Time, Form P-4;
Request for Extended Sick Leave, Form P-5; and
Sick Leave Donation, Form P-6.

(7.14 To minimize the County's liability under FLSA for overtime or extra work hours, each
Elected Official/Department Head is expected to manage work hours efficiently and
effectively. An Elected Official/Department Head may need to adjust work hours for an
FLSA covered employee to accomplish work assignments.

{ 7.15 When an Elected Official/Department Head allows or requires an FLSA covered
employee to work extra hours or overtime hours, the Elected Official/Department Head
should make every effort to adjust the work hours during the applicable work period so
that the employee does not physically work in excess of 40 hours if the employee is on a

seven day work period or in excess of 80 hours if the employee is on a fourteen (14) day
work period.

8. LEAVE AND BENEFIT PROGRAMS

{ 8.01 The Governing Authority is solely responsible for authorizing compensated leave and
benefit programs for County employees and such leave and benefit programs may be
changed at any time by appropriate order of the Governing Authority. The County's
existing compensated leave and benefit programs are as set forth in this Chapter.

(8.02 Elected Officials/Department Heads administer the County leave and benefit programs
according to law and regulations. Elected Officials/Department Heads are responsible
for determining eligibility for paid leave for their employees. Each Elected
Official/Department Head is also responsible for insuring that a leave account is

10
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established and maintained on each of his/her employees.

An Elected Official/Department Head may designate personnel from his or her office to
be responsible for controlling absence and leave administration. Such delegation,
however, does not relieve each Elected Official/Department Head of his or her ultimate
responsibility for maintaining leave records on his or her employees.

Regular attendance at work is important to the overall operation of all County
Departments. Any non-emergency leave, whenever practical, must therefore be
scheduled in advance. Each Elected Official/Department Head may establish rules for
requesting and scheduling leave not inconsistent with this Chapter. Each employee will
be given a copy of any Department leave rules and amendments, and will acknowledge,
in writing, receipt of such rules. A copy of the written acknowledgment shall be
maintained in the employee's personnel file.

Every request for leave must:

a. Be submitted to the Department Head/Elected Official, in writing, on a Form P-1
which is signed by the employee;

b. Clearly reflect when the requested leave is to begin and end;

c. Include a brief explanation setting forth the reasons for taking the requested
leave;

d. To the extent applicable, be accompanied by any required documentation, such

as a doctor's statement or military orders; and

e. Be approved or disapproved, in writing, by the employee's supervisor, and if
required, by the Department Head/Elected Official and/or the Governing
Authority or its representative.

Departments shall respond to leave requests within a reasonable time, generally not to
exceed five (5) business days.

After a leave request (Form P-1) has been approved or disapproved, such completed
form is processed as follows:

a. The original is placed in the employee's personnel file;

b. A copy is returned to the employee; and

c. A copy is forwarded to the County’s Human Resource Department whenever the
leave request relates to Family and Medical Leave, Leave Without Pay and/or
Military Leave.

Compensatory Leave is controlled by the Fair Labor Standards Act (29 U.S.C. 201-219)
("FLSA"). All Departments must follow FLSA rules and regulations with regard to such
leave.

1
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Workers' Compensation claims are controlled by state law. All Departments must follow
such statutes and any rules and regulations issued by the County's Insurance Office
when dealing with Workers' Compensation issues.

Family and Medical Leave is controlled by the Family and Medical Leave Act. (29
U.S.C. 2601-2654). All Departments must follow such statutes and any rules and
regulations issued with regard to such leave.

New Regular, Full-time Employees and new Regular, Part-time Employees who
commence employment on the 1st through the 15th days of the month earn the
applicable hours of Annual Leave and Sick Leave for that month.

Annual Leave and Sick Leave for each month are earned by an employee on a pro rata
basis for each pay period.

All new or re-hired Regular, Full-time Employees and Regular, Part-time Employees are
not eligible to use their accumulated Annual Leave or Sick Leave until their Probationary
Period has expired. All Regular, Full-time Employees and Regular, Part-time
employees, who are placed on a three month Probationary Period due to a promotion or
transfer, remain eligible to use their accumulated Annual Leave and/or Sick Leave
during their Probationary Period.

All leave is rounded to the nearest fifteen (15) minute increment.

Annual Leave and Sick Leave accumulated over the maximum during a calendar year is
not lost until the end of the calendar year.

An Elected Official/Department Head who has reason to believe that an employee is

using leave excessively or inappropriately may request that the employee provide a
statement attesting to the necessity for the absence.

Temporary Employees are not eligible for Annual Leave, Sick Leave, optional tax
method-insurance benefits (cafeteria plan), Court Leave, group health and life

insurance, paid Holidays, Leave Without Pay, retirement, and veteran re-employment
rights.

Violations of leave policies may result in disciplinary action, which disciplinary action
may include termination.

ABSENCE CONTROL POLICY

An employee's combined authorized leave, paid or unpaid, from whatever source
(excluding leave authorized by the Family and Medical Leave Act), may not exceed
fourteen (14) weeks in any rolling 12 month period ("Maximum Leave"). Absence from
work during any period for which the employee's absence is charged against Family and
Medical Leave may not be included in the computation of Maximum Leave. (In other
words, if any of the employee's absences are associated with leave granted under the
Family and Medical Leave Act, such employee's maximum combined authorized leave,
paid or unpaid, continuous or intermittent, may not exceed 26 weeks in any rolling 12-
month period.) Any employee who does not return to work after the employee's

12



) 8.20

(8.21

<'8.22

{8.23
{ 8.24

Maximum Leave has been exhausted (whether such leave if continuous or intermittent),
regardless of the reason, will be subject to an Administrative Separation from
employment and any accrued annual leave and/or compensatory time (FLSA-covered
employees) will be paid to the employes in a lump sum.

This policy does not affect a separation of employment for unauthorized absences nor
daes this policy override any statutory or constitutional provisions which may affect a law
enforcement officer injured in the line of duty or an employee who is called to military
duty by a proper authority.

ADMINISTRATIVE LEAVE

Administrative Leave may be granted at the discretion of the Elected Official/Department
Head or authorized by the Governing Authority. The following is a list of situations in
which Administrative Leave may be granted:

a. registration to vote;

b. voting;

C. group dismissals (hereinafter defined);

d. emergency situations which require the Elected Official/Department Head to get

an employee off a work location immediately and before any adverse action has
been initiated (this includes situations where there is an immediate threat to

County property or the well-being of the employee, a co-worker of the public);
and

e. during investigations into employee wrongdoing when it is in the best interest of
the County to have the employee off the job.

A group dismissal occurs when the Governing Authority or a properly authorized official:

a. suspends normal operations of the County or an office/Department of the County
because of events beyond the control of the County;

b. closes a Department/office of the County for managerial reasons;

c. allows employees to participate in activities which are encouraged by the County
and the dismissal is in the best interest of the public; or

d. allows all employees to attend the funeral of a government or prominent public
official.

ANNUAL LEAVE

County employees traditionally refer to Annual Leave as “vacation leave.”

Regular, Full-time Employees accrue Annual Leave each month based on the number of
years of continuous employment in accordance with the following formula:

11
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Less than five (5) years of continuous employment - Eight (8) hours per month;

At least five (5) years, but less than ten (10) years, of continuous employment - Nine (9)
hours per month; and

Ten years (10) or more of continuous employment - Ten (10) hours per month.

Regular, Part-time Employees accrue Annual Leave on a pro rata basis, based on the
number of years of continuous service listed in Rule 8.24, at a rate equal to the number
of hours such employee works in a month bears to 173.33 hours. For example, if a
Regular, Part-time Employee with less than five (5) years of continuous service, works
twenty (20) hours a week, or 86.67 hours a month, such employee earns four (4) hours
of Annual Leave per month [(86.67 hours per month/173.33 hours per month) x 8 = 4).

Temporary Employees do not accrue Annual Leave.

A Regular, Full-time Employee and a Regular, Part-time Employee with less than ten
(10) years of continuous service may maintain an accrued Annual Leave reserve not to

exceed one hundred sixty (160) hours, or the equivalent of twenty (20), eight (8) hour,
work days. ~

A Regular, Full-time Employee and a Regular, Part-time Employee with ten (10) or more
years of continuous service, but less than fifteen (15) years of continuous service, may
maintain an accrued Annual Leave reserve not to exceed two hundred forty (240) hours,
or the equivalent of thirty (30), eight (8) hour, work days.

A Regular, Full-time Employee and a Regular, Part-time Employee with fifteen (15) or
more years of continuous service may maintain an accrued Annual Leave reserve not to

exceed three hundred twenty (320) hours, or the equivalent of forty (40), eight (8) hour,
work days.

Elected Officials/Department Heads are responsible for determining when Annual Leave
may be taken. Annual Leave will be scheduled considering the needs of the County, the
Department and the requests of the employee. However, all reasonable
accommodation shall be given to the employee in determining when Annual Leave may
be taken. Notwithstanding the foregoing, any request for extended, consecutive days,
Annual Leave, i.e. requests submitted by an employee to take eleven (11) or more
consecutive work days of Annual Leave in any twelve month period, may be granted or
denied by the employee's Elected Official/Department Head, in such Elected
Official's/Department Head's sole and absolute discretion.

Annual Leave requests for five (5) days or less generally require at least seven (7) days
notice. Annual Leave requests for six (6) or more days should be submitted at least
fifteen (15) days in advance.

Elected Officials/Department Heads and employees should ensure that, whenever
possible, Annual Leave is scheduled for use by an employee in order to prevent any
loss of accrued Annual Leave at the end of the calendar year.
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On separation from employment, an employee will be paid in a lump sum for accrued
Annual Leave up to the maximum accumulation.

BEREAVEMENT LEAVE

Bereavement Leave, up to three (3) days, with pay, is available in the case of death of a
member of an employee's immediate family. For purposes of this Section, “immediate
family” means the employee's spouse, mother, father, brother, sister, and employee's
children, foster children or legal wards, and includes the mother/father of the spouse,
brother and/or sister of the spouse, employee's grandparents and grandchildren.

An employee on Leave Without Pay status or unpaid Family and Medical Leave is not
eligible for Bereavement Leave.

Bereavem;nt Leave is only granted for the time reasonably needed to attend the funeral
of the deceased and to assist with the affairs of the deceased member's family.

COMPENSATORY LEAVE - FLSA COVERED EMPLOYEES

Compensatory Leave, on an hour for hour basis, for an FLSA covered employee is
eamed:

a. by law enforcement personnel who actually work in excess of 80 hours, but no
more tHan 80 hours, in a fourteen (14) day work period; or

b. by any employee, including law enforcement personnel, when the total of hours
actually worked is less than 40 hours for an employee who has a seven day work
period or 80 hours for an employee who has a fourteen day work period, but the
total of such hours actually worked, plus paid leave used, and official Holiday
hours, exceeds 40 hours for an employee who has a seven day work period or
80 hours for an employee who has a fourteen day work pericd.

An FLSA covéred employee earns Compensatory Leave for overtime hours worked
when the employee physically works more than 40 hours if the employee has a seven
(7) day work period or 80 hours if the employee has a fourteen (14) day work period.

When this occurs, the employee is credited with time and one-half leave (converted
overtime) for each hour of overtime.

Unless authorized by the Elected Official/Department Head, an FLSA covered employee
is expected to avoid working extra hours or overtime hours. Failure to secure prior
approval subjects an employee to disciplinary action,

An employee receives compensation for extra hours or overtime hours as follows:

Upon approval of the Governing Authority, wages for extra hours or overtime
hours may be paid in cash and included in the employee's pay check for the
work period in which the extra hours or overtime hours occurred or in the pay
check following such work period. If no such approval is given, the employee is
credited with Compensatory Leave as provided in this Chapter.

15
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The maximum amount of Compensatory Leave an employee may accrue is 240 hours if

the employee has a seven (7) day work period and 480 hours if the employee has a
fourteen (14) day work pericd.

If an employee's Compensatory Leave balance exceeds the applicable maximum at the

end of a pay period, the employee must receive a cash payment for the number of hours
over the applicable maximum.

A separating FLSA covered employee must receive a cash payment for any balance of
Compensatory Leave.

When a cash payment for extra or overtime hours or any accrued Compensatory Leave
is required or requested, the Elected Official/Department Head submits a Request to
Pay Accumulated Comp-Time, Form P-4, to the Governing Authority. The original is
sent to the County Judge, or comparable official within the County, a copy is provided to
the employee, and a copy is placed in the employee's personnel file.

An FLSA covered employee must obtain Elected Official/Department Head approval to
use Compensatory Leave. The employee should use the leave as soon as possible
after it is earned. The Elected Official/Department Head should allow an employee to
use Compensatory Leave within a reasonable time provided it does not disrupt
Department and/or County operations.

An Elected Official/Department Head may require an FLSA covered employee to use
Compensatory Leave when it is in the best interest of the Department. The Elected
Official/Department Head considers the employee's preference when making decisions
about the use of Compensatory Leave.

The Elected Official/Department Head may not require an employee to use
Compensatory Leave in lieu of Sick Leave if an employee is ill or injured and the
employee wishes to use available Sick Leave.

The following are examples of situations in which a FLSA covered employee earns
Compensatory Leave:

Example No. 1

A covered employee's regular work hours are 8 a.m. to noon and 1 p.m. to 5:00
p.m., Monday through Friday, and the employee is on a 40 hour, seven day work
period. The Elected Official/Department Head requires the employee to work an
additional twa hours each day (5 p.m. to 7 p.m.) on Monday and Tuesday. The
Elected Official/Department Head may adjust the employee's work hours by
requiring the employee to take off work at noon on Friday so that the employee
works 40 hours during the work period. Even though the employee worked a
total of four extra hours on Monday and Tuesday, there is no overtime or extra
work hours for the seven day work period.

Example No. 2
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A covered employee's regular work hours are 8 a.m. to noon and 1 p.m.to 5

p.m., Monday through Friday, and the employee is on a fourteen day work

period. The Elected Official/Department Head knows in advance that the need
exists for the employee to work from 5 p.m. to 7 p.m. each day on Thursday and
Friday of the first week in the fourteen day work period. The Elected
Official/Department Head may instruct the employee to take off work on Monday
of the second week in the fourteen day work period from 8 a.m. to noon.

Because this adjustment results in the employee working 80 hours for the

fourteen day work period, there is no overtime or extra work hours for the

fourteen day work period.

(Example No.3

An FLSA covered employee's regular work hours are 8 a.m. to noon and 1 p.m.
to 5 p.m., Monday through Friday, and the employee Is on a 40 hour, seven day
work period. The employee works regularly scheduled hours except the
employee takes eight hours of Sick Leave on Tuesday. The Elected
Official/Department Head requires the employee to work two extra hours on
Thursday from § p.m. to 7 p.m. The employee physically works 34 hours during
the 40 hour work period and earns two hours of Compensatory Leave (34 hours
worked, plus eight hours sick leave, equal 42 hours minus the standard 40 hour
work period equals two hours of Compensatory Leave earned). This
Compensatory Leave is earned hour for hour because the number of hours
actually worked is less than 40 hours.,

\ Example No. 4

An FLSA covered employee's regular work hours are 8 a.m. to noon and 1 p.m.
to 5 p.m., Monday through Friday, and the employee, a law enforcement officer,
has an 80 hour, fourteen (14) day work period. This employee has nb balance of
Compensatory Leave. The Elected Official/Department Head requires the
employee to work extra hours on Sunday from 1 p.m. to 4 p.m., but the Elected
Official/Department Head is unable to adjust the employee's work hours during
the 14 day work period. The employee works the regular 80 hour work period.
The employee physically works a total of 83 hours. In this case, the employee
receives additional pay for the three hours at one and one-half times the
employee's regular rate if the Governing Authority elects to immediately pay the
employee for the extra work or the employee earns 4% hours of Compensatory
Leave for the three extra hours worked (83 hours worked minus the 80 standard
work hours = three extra work hours).

< Example No. 5
An FLSA covered employee's regular work hours are 8 a.m. to noon and 1:00
p.m. to 5 p.m., Monday through Friday and the employee has a 40 hour, seven
(7) day work period. This employee has a current balance of 237 hours of
Compensatory Leave. The Elected Official/Department Head requires the
employee to work extra hours on Sunday from 8 a.m. to 4 p.m., with a one hour
lunch break, but is unable to adjust the employee's work hours during the
remainder of the work period. The employee works the regular 40-hour work
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period. The employee physically works a total of 47 hours.

In this case, assuming the Governing Authority again did not direct that the
employee was to be paid immediately for the overtime work, the employee earns
10 hours and 30 minutes of Compensatory Leave for the seven hours of
overtime (47 hours worked minus the 40-hour standard work hours = seven
hours overtime multiplied by 1.5 = 10 hours and thirty minutes of converted
overtime). Because of the 10:30 converted overtime, the employee exceeds the
240-hour Compensatory Leave maximum at the end of the pay period. The
previous balance of 237 hours of Compensatory Leave plus 10:30 converted
overtime = 247:30 minus the 240-hour maximum = 7:30 for which the employee

must be paid at the regular hourly rate. The remaining balance of Compensatory
Leave for the employee is 240 hours.

COMPENSATORY LEAVE - FLSA NON-COVERED EMPLOYEES

An FLSA non-covered employee is one whose job functions are executive,
administrative, or professional, or otherwise exempt, as defined by the FLSA or who
qualify for the special exemption for employees of political subdivisions. An FLSA non-
covered employee is not subject to the overtime compensation requirements of the
FLSA and may not accrue Compensatory Leave.

County employees who are classified as "exempt” by the FLSA and regulations issued
pursuant thereto therefore are not eligible to receive Compensatory Leave for extra
hours, overtime pay or converted overtime hours for hours actually worked in excess of
their standard work hours in their applicable work period.

in the event that an FLSA non-covered employee works extra hours or overtime hours,
that employee's Elected Official/Department Head may, but is not required to, grant that
employee comparable time off for those hours worked by that employee.

COURT LEAVE

Court Leave is available when an employee is called as a prospective juror, is selected
as a juror or is asked by the County to be a witness for the County. Any time taken by
an employee to serve as a witness, other than as provided in this Section, must be
without pay or charged to Annual Leave or Compensatory Leave. Court Leave does not
include any time spent in Court as an employee whose job duties include the possibility
that such employee will be testifying as a witness as a part of such employee's regular
job assignment, such as an employee in law enforcement.

An employee on Leave Without Pay status or unpaid Family and Medical Leave is not
eligible for Court Leave.

When an employee is called for jury duty or to be a witness for the County and that
employee is on Annual Leave or Compensatory Leave, the Elected Official/Department

Head shall substitute Court Leave for such leave upon request and proper
documentation from the employee.

Court Leave is only granted for the hours actually served by the employee. If there is
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sufficient time before the work day ends, the employee must report to work when '
released by the Court, even if the employee has to report to Court the next day. An
employee may be required to give the employee's Elected Official/Department Head

documentation of the amount of time spent in Court and any release time(s) from Court.

An employee is not required to account for compensation time(s) received from the
Court for jury service. .

FAMILY AND MEDICAL LEAVE

The Elected Official/Department Head tracks and reports requests for FMLA using the
following forms:

Family/Medical Leave Employee Request for Leave (HR-1)

Employer Response to Employee Request for Family or Medical Leave (HR-2)
Certification of Physician or Practitioner (HR-3)

The Family and Medical Leave Act is a federal law that requires the County provide
“eligible employees” (as defined in Rule 8.58) up to twelve (12) work weeks of unpaid
leave ("Family and Medical Leave") within a twelve (12) month period and to restore the
employee to the same or an equivalent position upon return from leave.

An "eligible employee” is a person who has worked for the County at least 1,250 hours
during the preceding twelve (12) month period.

The County uses a "rolling" twelve (12) month period measured forward from an
employee's first use of Family and Medical Leave for purposes of computing the twelve
(12) work weeks of Family and Medical Leave entitiement.

It is the County’s responsibility, through the Elected Official/Department Head, to
designate paid and unpaid leave as qualifying for Family and Medical Leave based on

information provided by the employee.

The Elected Official/Department Head should immediately notify the employee that
leave is designated as Family and Medical Leave, and that such leave will be counted
as Family and Medical Leave. Generally, a determination as to the designation of leave
as Family and Medical Leave occurs prior to or while the leave is being taken.

An employee may take Family and Medical Leave for any of the following reasons:
a. the birth of a child and in order to care for such child;

b. the placement of a child with the employee for adoption or foster care;
c. to care for a spouse, child, or parent with a serious health condition; or

d. because of the employee's own serious health condition which renders the
employee unable to perform the essential functions of the position.

19
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Family and Medical Leave because of reasons (a) or (b) must be completed within the
twelve (12) month period beginning on the date of birth or placement. In addition,
spouses who are both employed by the County and who both request leave because of
reasons (a) or (b), or to care for a parent (but not a parent "in-law") with a serious heaith
condition, may only take a combined total of twelve (12) weeks leave during a tweive
(12) month period. Where the husband and wife both use a portion of the twelve (12)
weeks of Family and Medical Leave because of reasons (a) or (b), or to care for a
parent (but not a parent "in law") with a serious health condition, each spouse is entitled
to the difference between the amount he or she has taken individually and twelve (12)
weeks of Family and Medical Leave for other reasons. For example, if each spouse
took six weeks of leave for the birth of a child, each could later use an additional six
weeks due to a personal iliness or to care for a sick child.

Generally, Family and Medical Leave is unpaid, unless the employee has available paid
leave. In such event, available paid leave must be used prior to the employee using
unpaid Family and Medical Leave.

Where an employee has accrued Annual Leave or Compensatory Leave, the County

requires that the employee use all that leave before using unpaid Family and Medical

Leave relating to the birth, adoption and foster care placement of a child, or care for a
family member or to care for a family member.

Where an employee has accrued Annual Leave, Sick Leave or Compensatory Leave,
the County reguires that the employee use all that leave before using unpaid Family and
Medical Leave to care for the employee's own serious health condition.

Using paid leave as part of Family and Medical Leave does not extend the 12 week
leave period.

If an employee's need for Family and Medical Leave is foreseeable, the employee must
give the County at least thirty (30) days prior written notice. If this is not possible, the
employee must at least give notice as soon as practicable. Failure to provide such
notice may be grounds for delay of Family and Medical Leave.

Where the need for Family and Medical Leave is not foreseeable, the employee is
expected to notify the employee's Elected Official/Department Head within one to two
work days of leaming of the need for such leave, except in extraordinary circumstances.

If an employee is requesting Family and Medical Leave because of the employee's own
or an eligible relative's serious health condition, the employee and the relevant health
care provider may be asked to supply appropriate medical certification using Form HR-
3, Certification of Physician or Practitioner. When the employee requests Family and
Medical Leave, the Elected Official/Department Head will notify the employee of the
requirement for medical certification and when it is due. Failure to provide requested

medical certification in a timely manner may result in denial of Family and Medical Leave
until it is provided.

The County, at its expense, may require an examination by a second health care
provider designated by the County, if it reasonably doubts the medical certification the
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employee initially provided. If the second health care provider's opinion conflicts with
the original medical certification, the County, at its expense, may require a third,

mutually agreeable, health care provider to conduct an examination and provide a final
and binding opinion.

The County requires that the employee periodically report, generally once every thirty
(30) days, on the employee's status while on Family and Medical Leave, and the
employee's intent to return to work. The County may, under certain circumstances,
require medical recertification at reasonable intervals, but not more often than once
every thirty (30) days.

All employees whose Family and Medical Leave was due to their own serious health
condition which prevented the employee from performing the employee's job, must
provide the County with medical certification of their ability to resume work. The
certification applies only with regard to the particular health condition that caused the
employee's need for Family and Medical Leave.

Family and Medical Leave may be taken intermittently or on a reduced work schedule.
Where Family and Medical Leave is taken because of a birth or placement of a child for
adoption or foster care, an employee may take leave intermittently or on a reduced work
schedule only if the Elected Official/Department Head approves. Where Family and
Medical Leave is taken to care for a sick family member or for an employee's own
serious health condition, Family and Medical Leave may be taken intermittently or on a
reduced work schedule when medically necessary.

“Intermittent Leave" is leave taken in separate blocks of time due to a single iliness,

rather than one continuous period of time, and may include leave periods from an hour
or more to several weeks.

A "reduced work schedule” is a work schedule that reduces an employee's usual
number of working hours per work period, or hours per workday.

Employees planning medical treatment of an on-going nature, and employees needing
intermittent Family and Medical Leave or leave on a reduced work schedule, must
attempt to schedule their leave so as not to disrupt the County’s operations. In addition,
while the employee is on an intermittent or reduced work schedule, the County may
temporarily transfer the employee to an alternative position which better accommodates

the employee's recurring Family and Medical Leave needs and which has equivalent pay
and benefits.

For purposes of Family and Medical Leave, the terms "spouse,” "child" and "parent”
means:

a. The term “spouse” means a husband or wife, as the case may be;
b. The term "child" means a biological, adopted, or foster child, a stepchild, a legal

ward, or a child of a person standing in place of a parent who is under 18 years

of age, or 18 years of age or older and incapable of self-care because of mental
or physical disability; and
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c. The term "parent” means the biological parent of an employee or an individual
who stands or stood in place of a parent to an employee when the employee was
a child. The term does not include parents “in-law."

<8.78 For purposes of Family and Medical Leave, the term “serious health condition" means
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an iliness, injury, impairment, or physical or mental condition that involves:

a. Any period of incapacity or treatment in connection with or consequent to
inpatient care in a hospital, hospice, or residential medical care facility;

b. Any period of incapacity requiring absence from work, school, or other regular
daily activities of more than three calendar days, where the patient is also under
continuing treatment by or under the supervision of a health care provider;

c. Continuing treatment by or under the supervision of a health care provider for a
chronic or long-term health condition that is incurable or so serious that, if not

treated, would likely result in a period of incapacity of more than three calendar
days; or

d. Prenatal care.

For purposes of Family and Medical Leave, a "health care provider" is defined as any of
the following:

a. A doctor of medicine or osteopathy who is authorized to practice medicine or
surgery (as appropriate) by the state in which the doctor practices;

b. Padiatrists, dentists, clinical psychologists, optometrists, and chiropractors
(limited to treatment consisting of manual manipulation of the spine to correct a
subluxation as demonstrated by X-ray to exist) authorized to practice in the state
and performing within the scope of their practice as defined by state law;

C. Nurse practitioners and nurse-midwives authorized to practice under state law
and performing within the scope of their practice as defined by state law; and

d. Christian Science practitioners who are listed with the First Church of Christ,
Scientist in Boston, Massachusetts.

On return from Family and Medical Leave, an employee is generally entitled to be
returned to the same position the employee held when leave commenced, or to an
equivalent position with equivalent benefits, pay, and other terms and conditions of
employment; however, under certain special circumstances, the County may be justified
in not permitting the employee to return to work.

Ordinarily, an employee will be restored to the same position the employee held prior to
the Family and Medical Leave, with the same pay and benefits, if the position remains
available. An employee, however, has no right to return to the same position, or any
greater right to reinstatement or to other benefits and conditions of employment than if

the employee had been continuously employed during the Family and Medical Leave
period.



\ 8.82 The Family and Medical Leave Act allows the County the right to refuse to allow an

¢ 8.83

employee on Family and Medical Leave the right to return to work, if that employee is
classified as a "key employee " (as defined in Rule 8.83), and such refusal to allow the
employee the right to return to work is necessary to prevent substantial and grievous
economic injury to the County's operations.

A “key employee" is a salaried employee who is eligible for Family and Medical Leave
and who is among the highest paid 10 percent of all County employees employed by the
County within 75 miles of the employee's worksite. Key employees may be denied
restoration to their original or equivalent positions under the following conditions:

a. The employee is provided written notice (on the earlier of the date Family and
Medical leave is requested or FMLA Leave begins) that he or she is a “key
employee,” and informed of the potential consequences with respect to
reinstatement and maintenance of health benefits if the County determines that
substantial and grievous economic injury will result to County operations if the
employee is reinstated from Family and Medical Leave. If such notice cannot be
given immediately because of the need to determine whether the employee is a

key employee, it must be given as soon as practicable after receipt of a request
for leave or the commencement of leave, if earlier:

b. The Governing Authority determines, based on the facts available, that denial of
restoration is necessary to prevent substantial and grievous economic injury to
the County;

c. On making the determination that injury would occur, the County shall notify the

employee, in writing, either in person or by certified mail, (i) of such
determination, (ii) that it cannot deny Family and Medical Leave and (iii) that it
intends to deny restoration to employment on completion of Family and Medical
Leave. The notice must explain the basis for the Governing Authority’s finding of
injury and must provide the employee a reasonable time in which to return to
work, taking into account the circumstances, such as the length of leave and the
urgency of the need for the employee's need to return to work:

d. If the employee does not return to work in response to the County's notice, the
employee continues to be entitled to maintenance of health benefits at the
County's expense during Family and Medical Leave, and the County may not
recover its cost of health insurance premiums. The employee's Family and
Medical Leave rights continue unless and until the employee gives notice he or
she no longer wishes to return to duty or the County actually denies restoration
at the end of the Family and Medical Leave period; and

e. The employee who received notice as set out in this section is still entitled to
request reinstatement at the end of the Family and Medical Leave period. The
County must then determine whether it will suffer substantial and grievous
economic injury from reinstatement based on the facts at that time. If such a
determination is made, the County shall notify the employee in writing (in person
or by certified mail) of denial of restoration.
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GROUP HEALTH AND LIFE INSURANCE

All Regular, Full-time Employees, and Regular, Part-time Employees who work 1,040 or
more hours per year, are provided health and term life insurance under the County's
group insurance plan. Premiums for such employees are generally paid by the County,
subject to certain exceptions for certain kinds of leave described in the Manual.

Health and term life insurance coverage is effective from the date of employment.

All Regular, Full-time Employees, and Regular, Part-time Employees who work 1,040 or
more hours each year, may purchase dependent health insurance coverage through the

County's group insurance plan by making an application for such dependent coverage
through the County.

Except as provided in section 8.88, an employee on Leave Without Pay status may elect
to continue employee and/or dependent health insurance coverage by arranging to
make timely payment directly to the County Insurance Office. "Timely payment” means
the payment is received at least three (3) days prior to the date such health insurance
premium is otherwise due from all other County employees electing to purchase
dependent coverage. Coverage is canceled if the employee fails to pay the premium
within the required time.

An employee on Family and Medical Leave continues to have his/her health insurance
premium paid by the County, and such employee may elect to continue dependent
health insurance by arranging to make timely payments to the County Insurance Office.
If an employee gives unequivocal notice of intent not to return to work, the County's
obligations under the Family and Medical Leave Act to maintain health benefits ceases.

The County may recover its share of health care premiums paid on behalf of an
employee during a period of unpaid Family and Medical Leave if the employee fails to
return to work after his or her Family and Medical Leave entitlement has been
exhausted or expires, unless one of the following conditions exists:

a. The continuation, recurrence, or onset of a serious health condition that would
entitle the employee to leave under Family and Medical Leave; or

b. Other circumstance beyond the employee's control.

When an employee fails to return to work from Family and Medical Leave, except for the
reasons stated in Section 8.89, health premiums paid by the County during a period of
unpaid Family and Medical Leave are a debt owed to the County by the non-returning
employee, and such amounts may be recovered by the County through deduction of any
sums due to the employee or through legal action.

For further information concerning benefits available under the County's group health

and life insurance program, the procedures to use in filing insurance claims and/or to
obtain copies of claim forms, contact the County Insurance Office.
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HOLIDAYS

Holidays declared by Governing Authority order are authorized days off from work for all
County employees. The County Holiday schedule is planned and granted by the
Governing Authority from year to year, or may be omitted from one year to the next.
Upon adoption by the Governing Authority, Holiday schedules apply to all employees.

Only Regular, Full-time Employees and Regular, Part-time employees receive paid
Holidays.

The County Courthouse and County offices are closed for business during Holidays.
However, to facilitate ongoing essentiat County services such as law enforcement,
Department Heads/Elected Officials may adjust Holiday schedules for "essential
personnel.” An employee who works on a holiday receives his or her pay for working on
the holiday and is also credited with compensatory time for the number of hours in that
employee's regular work day.

Holidays immediately preceding/immediately following an employee's use of Annual
Leave, Sick Leave or Compensatory Leave, or wholly within a period when an employee

is on Annual Leave, Sick Leave or Compensatory Leave, are not charged against such
leave.

LEAVE WITHOUT PAY

In an emergency or in special circumstances, if an employee has exhausted all Sick
Leave, Annual Leave and Compensatory Leave, an employee may apply to the Elected
Official/Department Head for Leave Without Pay.

Authorized Leave Without Pay is a matter of administrative discretion and no employee
may demand that such leave be granted.

Leave Without Pay is generally discouraged because it deprives a Department of
needed services; however, Elected Officials/Department Heads should carefully
consider reasonable requests for Leave Without Pay.

An Elected Official/Department Head should not recommend approval of a request for
Leave Without Pay unless the Elected Official/Department Head can recommend the
employee for the leave without reservation, and the Elected Official/Department Head is
willing to keep the employee's job available for that employee when the Leave Without
Pay ends. An Elected Official/Department Head may, subject to obtaining all necessary

approvals as described in this Section, subsequently elect not to continue to keep an
employee's job available if:

a. the employee is subsequently scheduled for separation because of a reduction in
force; or
b. itis subsequently discovered that the employee's performance did not meet

requirements or the employee's conduct before being granted Leave Without
Pay makes the employee ineligible to return; or
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c. the employee engages in conduct while on Leave Without Pay which would

interfere with the performance of duties, operations of the office, or the goals and
objectives of the County.

An Elected Official/Department Head must appropriately document any reason not to
continue to keep an employee's job available or to deny an employee a position when
the employee's Leave Without Pay ends, and such Elected Official/Department Head
must obtain all approvals necessary to process an adverse disciplinary action against
such employee prior to taking such action.

Generally, an employee must have exhausted all Sick Leave, Annual Leave, Personal
Leave and Compensatory Leave before being granted Leave Without Pay. In addition,
an employee must: (i) be meeting job performance requirements and observing work
rules; and (i) have appropriately used Sick Leave if the requested leave involves a
reason for which Sick Leave is authorized.

An employee is not required to exhaust all forms of paid leave under the following
circumstances:

a. An employee is not required to exhaust all Sick Leave prior to being granted
Leave Without Pay if the reason for such leave has nothing to do with illness;

b. An employee is not required to exhaust all Annual, Compensatory or Sick Leave
when off work due to a workers' compensation injury or illness; and

c. An employee is not permitted to use other types of leave in case of a disciplinary
suspension without pay.

An employee who is on Leave Without Pay for the full calendar month does not accrue
Annual Leave or Sick Leave for that month. An employee who is on Leave Without Pay
for a portion of a month does, however, accrue Sick Leave and Annual Leave for the

month if, for any day during the month, the employee is entitled to a pay check for paid
leave or hours actually worked.

EMPLOYEE CANDIDACY FOR PUBLIC OFFICE

<8.103 An Employee may not:

a. Use any County-owned vehicle, equipment, telephone, materials, or time
in connection with any type of political campaign;

b. Use local, state or federal funds under the Employee’s control to directly
or indirectly hire employees or in any other way fund or support
candidates for the legislative, executive or judicial branches of
government of the State of Texas or the United States of America;

C. Use the Employee’s official authority or influence or permit the use of the

programs administered by the County for the purpose of interfering with
or affecting the results of an election or for any political purpose;
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d. Coerce, command, restrict, attempt to coerce or restrict, or prevent the

payment, loan or contribution of any thing of value to a person or political
organization for a political purpose;

e. Be a paid lobbyist of any individual, firm, association or corporation; or

f. Wear or display political badges, buttons, or stickers while on duty if the
Employee has contact with the public or if these activities interfere with
the proper performance of duties or office operations.

Reserved for expansion.

Reserved for expansion.

MILITARY LEAVE

Every employee of the County who is a member of the state military forces or a reserve
component of the armed forces is entitled to a leave from duties, for authorized military
duty or training, without loss of pay, time, accrued leave, or efficiency rating, for up to
fifteen (15) calendar days in any federal government fiscal year (October 1 through

September 30). A copy of the military orders must accompany a request for military
leave.

Employees who are ordered to military duty by proper authority shall be restored, when
relieved from duty, to the position held by such employees when ordered to duty.

OPTIONAL TAX METHOD - INSURANCE BENEFITS (CAFETERIA PLAN)

The County has traditionally deducted the cost of dependent health insurance from an
employee's paycheck on an after tax basis. Regular, Full-time Employees and Regular,
Part-time Employees who work 1,040 or more hours each year may, however, choose to
have the same payroll deduction made before the employee's taxes are withheld.

Information and forms on the County's "Cafeteria Plan" program may be obtained from
the County Insurance Office.

RELIGIOUS OBSERVANCES

Elected Officials/Department Heads shall reasonably accommodate an employee's
request for time off from work to participate in religious observances and practices, so
long as the employee's absence from work does not impose an undue hardship on the
Department's ability to conduct County business. Such time off from work shall be
without pay unless the employee uses an available and appropriate form of leave.

RETIREMENT SYSTEM

 8.111 All Regular, Full-time Employees and Regular, Part-time Employees who work 900 or

more hours per year must become members of the Texas County Retirement System.
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Each member, under either retirement system, contributes 7% of his or her salary each

pay period to the retirement system. The employee's contribution is matched by the
County.

Information and forms on the Retirement System may be obtained from the County
Treasurer's Office.

SICK LEAVE

Sick Leave accrues at the rate of eight (8) hours per month for Regular, Full-time
Employees.

Regular, Part-time Employees accrue Sick Leave at the rate of four (4) hours per month.

Temporary Employees do not accrue Sick Leave.

A Regular, Full-time Employee may maintain an accrued Sick Leave reserve not to
exceed three hundred sixty (360) hours.

A Regular, Part-time Employee may maintain an accrued Sick Leave reserve not to
exceed three hundred sixty (360) hours.

The purpose of Sick Leave is to provide leave time when employees are ill and cannot
do their jobs due to a non-job related iliness or injury or it may be used for a reason
related to iliness/health, such as a medical, dental or optical appointment. An employee

may not use Sick Leave for illnesses, injuries or health appointments for family
members.

Pregnancy is treated as any other condition warranting use of Sick Leave.

All employees will apply in advance for Sick Leave for prearranged medical, dental and
optical appointments, when possible.

All employees must furnish their Elected Official/Department Head a written physician's
statement prior to returning to work when the employee has been on Sick Leave for a
period of three (3) or more consecutive business days. A physician's statement is also
required for any physical injury, regardless of length, which prevents an employee from
performing assigned duties. When a pattern of abuse is suspected to exist, an Elected
Official/Department Head may require a written doctor's statement for any illness,
regardless of duration, as well as for medical, dental or optical appointments.

An employee who becomes ill at work must notify the employee's supervisor before
leaving the job.

Each Department shall adopt reasonable regulations regarding notification of Sick
!.eave usage (“call-in" procedures) which are not inconsistent with this Chapter. All call-
in procedures shall be in writing and distributed to employees. Each employee shall

acknowledge receipt of these procedures, a copy of which will be kept in the employee's
personnel file.
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. 8.124 lItis an employee's responsibility to follow the Department's rules regarding call-in
procedures. An employee who fails to follow Department call-in rules may be
disciplined, which discipline may include termination.

<8.125 An employee who is unable to report to work for more than one day should ensure that
his/her Department Head/Elected Official is informed of the employee's progress and

prognosis.

+~ 8.126 Abuse of Sick Leave may result in disciplinary action, which disciplinary action may
include termination. Abuse of Sick Leave includes an employee's use of Sick Leave for
any purpose other than those set out in these rules.

+8.127 On separation from employment, any unused Sick Leave is canceled and may not be
restored if the employee is later rehired.

SICK LEAVE POOL

(8.128 A Sick Leave Pool for the County has been created by the Governing Authority. The
responsibility for establishing Sick Leave Pool policies, and issuing Sick Leave Pool
policy interpretations, rests with the Governing Authority. Administration of the Sick
Leave Pool, including the responsibility for developing and implementing procedures for
the operation of the Sick Leave Pool, and forms for contributing leave to, or requesting
leave from, the Sick Leave Pool, lies with the Sick Leave Pool Administrator. Decisions
of the Sick Leave Pool Administrator may, at an employee'’s option, be reviewed by the
Benefits Committee.

{8.129 A “catastrophic illness or disability” is an Employee’s extended critical illness, surgery,

injury, or temporary disability due to injury orillness. To qualify as a catastrophic
ilness, an employee:

a.

must be unable to perform the duties of his or her position for an
extended period of time;

must require the services of a licensed medical practitioner for a
prolonged period of time; and

is expected to have an extended absence from work for treatment
or recovery after the Employee has exhausted all accumulated

available paid leave and compensatory time, irrespective of the
form of such leave.

\‘ 8.130 Sick Leave Pool participation is limited to County employees:

with twelve or more months of continuous County
employment;

who are paid from the County's general fund, a special County
fund, or special grant funds;

who, in connection with the applicable Enroliment Period in the
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Sick Leave Pool, contribute the Contributed Sick Leave Hours to
the Sick Leave Pool, and who authorize the Sick Leave Pool

Administrator to transfer those Contributed Sick Leave Hours to
the Sick Leave Pgol; and

d. who, in connection with the applicable Enrollment Period in the
Sick Leave Pool, authorizes the Sick Leave Pool Administrator to
contribute an additional eight Sick Leave hours (one calendar
day), once during each calendar year, if, at any time during the
calendar year, the total number of Sick Leave days (based on
eight Sick Leave hours per day) available in the Sick Leave Pool
is less than two times the number of Enrolled Members. For
example, if there are 40 Enrolled Members, and the total number
of Sick Leave Hours in the Sick Leave Pool is less than 640 Sick
Leave hours (40 x 2 x 8), then the Sick Leave Pool Administrator,
at his or her option, may, on behalf of each Enrolled Employee,
transfer an additional eight Sick Leave Hours otherwise available
to each Enrolled Employee, to the Sick Leave Pool. Enrolled
Employees receiving Sick Leave Pool benefits at the time such
additional Sick Leave hours are transferred to the Sick Leave Pool
are exempt from the required additional contribution requirement.

The Sick Leave Pool Administrator form entitled “Hidalgo County Sick Leave Donation
Form” is hereafter designated as Sick Leave Donation Form (P-6).

Primary Sick Leave Pool Benefits and Secondary Sick Leave Pool Benefits are available
to an Enrolled Employee who is suffering from a catastrophic iliness or disability, after
such Enrolled Employee has exhausted all paid leave and compensatory time, provided
that such Enrolled Employee Is not, at the time of the Sick Leave Pool Request, eligible
for, or actually receiving, payments from a third party source for such catastrophic
iliness or disability (“Third Party Benefits"). In addition, Primary Sick Leave Pool
Benefits and Secondary Sick Leave Pool Benefits are not available to an Enrolled
Employee if the Enrolled Employee, at the time of the Sick Leave Pool Request, had
received Third Party Benefits at any time during the calendar year applicable to the Sick
Leave Pool Request. To receive Primary Sick Leave Pool Leave Pool Benefits or
Secondary Sick Leave Pool Benefits, an Enrolled Employee, or such employee’s spouse
or immediate supervisor, should apply for such benefits by submitting the following

documents and information to the Sick Leave Pool Administrator (“Sick Leave Pool
Request”).

a. a completed Sick Leave Pool Administrator form entitied “Hidalgo
County Request for Extended Sick Leave Form", which form is
hereafter designated as Request for Extended Sick Leave (P-5);

b. a physician's report describing the catastrophic illness or disability;

c. expected dates of absence from work for the catastrophic iliness
or disability; and
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d. the number of Sick Leave Pool hours requested for such Enrolled
Employee from the Sick Leave Pool, up to a maximum of two
hundred and forty hours in any single request, which requested
hours must be supported by a physician’s estimate of the length
of time such Enrolled Employee will be off work due to the
catastrophic iliness or disability.

A Sick Leave Pool Request is generally not submitted until an Employee is close to
exhausting all accumulated paid leave and compensatory time.

An eligible County employee may enroll in the Sick Leave Pool during the Enrollment
Period, which enroliment is effective for the following calendar year, or in the case of a
County employee who enrolls in the Sick Leave Pool following twelve months of County
Service, for the remainder of that calendar year. All Enrolled Employees cease to be a
member of the Sick Leave Pool at midnight on December 31 of each year, unless such
employee, during the Enroliment Period each year, elect to continue enroliment in the
Sick Leave Pool for the following year, and who, in connection with such enrollment
contributes the Contributed Minimum Sick Leave Hours to the Sick Leave Pool.

An employee’s participation in the Sick Leave Pool is not a guarantee that Sick Leave
Pool hours will be available to such employee from the Sick Leave Pool if the employee
should suffer a catastrophic illness or disability. For example, in any calendar year, the
number of contributed Sick Leave hours in the Sick Leave Pool may be exhausted,
based on the Sick Leave Pool Administrator’s approval of requests for Sick Leave Pool
hours received from other Enrolled Employees, prior to an employee’s request for
benefits from the Sick Leave Pool. In that event, no Sick Leave Pool hours may be
allotted to such employee even though the employee is an Enrolled Employee and

otherwise eligible for Sick Leave hours to be allotted to such employee from the Sick
Leave Pool.

Based on the information in a completed Sick Leave Pool Request, the Sick Leave Pool
Administrator will determine an Enrolled Employee’s eligibility for Sick Leave Pool hours,
and if determined eligible, the Sick Leave Pool Administrator will allot from the Sick
Leave Pool the number of Sick Leave hours granted by the Sick Leave Pool
Administrator to such Enrolled Employee from the Sick Leave Pool (“Allotted Sick Leave
Pool Hours"), which Allotted Sick Leave Pool Hours may be less than the number of
Sick Leave Pool hours requested for an Enrolled Employee. The number of Allotted
Sick Leave Pool Hours made available to an Enrolled Employee will be credited to such
Enrolled Employee's Sick Leave account.

An Enrolled Employee may use Allotted Sick Leave Pool Hours for such Enrolled
Employee’s catastrophic illness or disability in accordance with the County's general
policies regarding use of Sick Leave, based on an Enrolled Employee’s standard work
day and salary immediately preceding the catastrophic illness or disability. Any unused
Allotted Sick Leave Pool Hours are transferred by the Sick Leave Pool Administrator

from such Enrolled Employee’s Sick Leave account, and re-credited to the Sick Leave
Pool:

a. when the employee returns to work; or

31

TTTTTTTTTT19929 999 T ececsedceccdoonodagensnde



PHOPVPOLLLOPOLLOLOLOOPOOOOGH88800888808008sCC083888289

<8.136

{8.137

b. on the employee's death; or
C. on voluntary or involuntary termination of County employment.

An employee does not accrue Sick Leave, Annual Leave or any other form of paid leave
(including paid holidays), while an employee is being paid by the County based on an
employee’s use of Allotted Sick Leave Pool Hours; however, any use of Allotted Sick
Leave Pool Hours will be included in computing an employee’s length of service with the
County, as well as the computation of any benefits available to an employee under the
County’s Family and Medical Leave program so long as the Elected Official/Department
Head makes the applicable Family and Medical Leave designation and notifies the
employee of such designation in the time and manner described in Sections 8.57
through 8.83 of the Manual.

A County employee who retires or resigns from County employment, whether or not

such employee is a member of the Sick Leave Pool, may contribute up to eighty hours of
such employee’s accrued, but unused, Sick Leave, to the Sick Leave Pool.

{8.138

<'8.139

- 8.140
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< 8.142

SOCIAL SECURITY (FICA Contributions)

All employees contribute to the federal Social Security program according to state and

federal laws. The County and/or District matches the employee's contributions based
on the requirements of federal law.

TRAVEL REIMBURSEMENT

The Governing Authority has approved travel policies, guidelines and procedures which
are applicable to ali County employees. Attached hereto as Appendix 1 is a copy of

applicable portion of the Hidalgo County Auditor's Accounting Procedures Manual which
outlines the County travel policies, guidelines and procedures.

VETERANS REEMPLOYMENT RIGHTS

Within five years from the date of enlistment or call to active service, any employee who
leaves his or her position with the County to enter into active duty with the regular or
reserve Armed Forces of the United States or with the Texas National Guard or Texas
State Guard, if discharged, separated, or released from such active duty under
honorable conditions, is eligible to be restored to employment in the same position held
at the time of entering into active service or to a position of like seniority, status, and pay

if the employee is still physically and mentally qualified to perform the duties of such
position.

If a former employee otherwise meets the qualifications set out in Section 8.140 but is
not qualified to perform the duties of his or her previous position by reason of disability
sustained during such military service, but is qualified to perform the duties of another
position with the County, such person is eligible to be restored to employment in another
position which he or she is qualified to hold and which position shall provide like
seniority, status, and pay or the nearest approximation thereto.

Persons eligible for restoration to employment under the terms of Sections 8.140 or
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8.141 must make written application for such restoration to the County Human
Resources office within ninety (90) days after such person's discharge or release from
active federal or state military service. The person must attach to such application
evidence of discharge, separation, or release under honorable conditions.

Any person restored a leave of absence during military service and such person is

entitled to participate in retirement and other benefits available to other employees in
like positions.

A person restored to County employment as provided in Section 8.140 or 8.141 may not
be dismissed from his or her position, without cause, for one year following restoration
of employment.

WORKERS' COMPENSATION

The County provides Workers' Compensation benefits for all eligible employees.

For information concerning Workers' Compensation, the procedures to follow in
reporting accidents and/or processing a Workers' Compensation claim, contact the
County workers’ compensation coordinator.

UNAUTHORIZED ABSENCE AND ABUSE OF LEAVE

An employee unable to report for work, for any reason, must notify the employee's
immediate supervisor at the earliest time possible.

An employee will not receive any pay nor will the employee's leave account be credited
during any period of Unauthorized Absence.

An Elected Official/Department Head may excuse an Unauthorized Absence with
appropriate adjustments to pay and credits of leave time upon receiving adequate

documentation of the circumstances surrounding the employee's Unauthorized
Absence.

Any Unauthorized Absence that continues for three (3) consecutive business days will
be considered an automatic resignation. Written notice of automatic resignation shall be

sent to the employee's last known address on file with the Elected Official/Department
Head.

Unauthorized Absences are subject to disciplinary action, which disciplinary action may
include termination.

9. EMPLOYEE RESPONSIBILITIES

It is expected that all employees of Hidalgo County must adhere to the high standards of
public service that emphasize professionalism, courtesy, and avoidance of even the
appearance of illegal or unethical conduct. Employees are expected to efficiently carry
out the work items to which they are assigned and/or their responsibilities, to maintain
good moral conduct, and to do their part in maintaining a good relationship with the
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public, other governmental employees, officials, supervisors and fellow employees.

No person employed by the County shall discriminate against or harass anyone on the
basis of race, color, creed/religion, national origin, sex, age, disability, military status or
any other legally protected status, nor shall any employee participate in any conduct that
violates, either directly or indirectly, the civil rights of other employees or any member of
the general public.

e
ANTI-HARASSMENT/DISCRIMINATION: —) !9 g '

The County is committed to providing a work environment that is free of discrimination
and unlawful harassment. Actions, words, jokes or comments based upon an
individual's race, color, creed/religion, national origin, sex, age, disability, military status
or any other legally protected status will not be tolerated. The County is also committed
to a work environment free of inappropriate and disrespectful conduct, illustrations and
communications of a sexual nature and is opposed to harassment in any form.

Sexual harassment in the workplace is strictly prohibited and will not be tolerated.
Unwelcome sexual advances, requests for sexual favors, and other verbal or physical
conduct of a sexual nature constitute sexual harassment when:

a. Submission to such conduct is made either explicitly or implicitly affecting the
term or condition of an individual's employment;

b. Submission to or rejection of such conduct by an individual is used as the basis
for employment decisions affecting the individual; or

c. Such conduct has the purpose or effect of unreasonably interfering with an
individual's work performance or creating an intimidating, hostile, or offensive
working environment.

Prevention is the most effective tool for eliminating harassment, and the County
encourages employee support in its efforts to address and prevent harassment in the
workplace. In this regard, it is the responsibility of all employees to make sure their
supervisor or Department Head/Elected Official is advised immediately of any problem
or potential problem in this area so that responsive corrective action can be taken in
order to prevent or eliminate harassment or discrimination in the workplace.

An employee or prospective employee who has a complaint alleging harassment or
discrimination in the workplace should report the offensive conduct immediately to his
supervisor or the EEO Officer. If for any reason the employee does not feel comfortable
speaking with those individuals, the employee should report the conduct to the Elected
Official/Department Head or the Director of Human Resources.

Prompt reporting of complaints is strongly encouraged, as it allows for a rapid response
and resolution of the objectionable conduct. The County will not retaliate against an
individual who makes a report of harassment or discrimination. Retaliation is a very
serious violation of this policy and should be reported immediately.



9.10

9.1

9.12

9.13

9.14

Any complaint will be promptly investigated. Confidentiality will be maintained to the
extent practicable and appropriate under the circumstances. Individuals found to have
engaged in misconduct shall be disciplined.

CELLULAR TELEPHONE POLICY

The purpose of this policy is to provide guidelines for the assignment, use and control of
cellular telephones administered to Hidalgo County employees and to ensure such

equipment is used in the most efficient and ethical manner. For policy acknowledgment
purposes, all cellular phone users must agree and sign the “Cellular Phone Agreement.”

Administration

The Department Head/Elected Official shall be responsible for the administration and
adherence of this policy. This policy can be made more restrictive if the Department
Head/Elected Official deems necessary, but shall never be less restrictive. The
Department Head/Elected Official will be held responsible for the damage and/or abuse
of the phone as stated in the “Cellular Phone Agreement.”

Eligibility and Acquisition

Assignment of a cellular telephone shall be based on an employee’s need for immediate
two-way communication as deemed necessary by the Department Head/Elected Official.
When making the determination whether an employee should receive a County issued
cellular telephone, the Department Head/Elected Official must complete and sign the
“Cellular Phone Request Form(s)” after carefully considering and certifying whether:

a. The duties of the position involve frequent travel or routinely take an employee into
the field or away from routine telephone and radio communications and such duties
require that the employee must be contacted on a recurrent basis and respond in an
expeditious time frame; or

b. The employee must be contacted after normal business hours or on weekends and
the employee will not have ready-access to other means of communication.

The assignment of a cellular telephone shall not be considered a benefit to County
employees, but a necessary tool to be used for the benefit of the County. The
Department Head/Elected Official shall not assign cellular telephones to an employee

when a less costly communication is safe and effective (i.e., pager, two-way radio, land
line telephone, etc.).

The Purchasing Department shall maintain a master list of all employee who have been
issued a County cellular telephone. Al cellular telephones will be acquired through the
County’s contract provider. All changes in service must be reported by the Department
Head/Elected Official to the Purchasing Department to keep records accurate. It shall
be the responsibility of the Department Head/Elected Official to ensure that sufficient
funds are budgeted for the monthly operational costs associated with cellular telephones
and equipment prior to assigning a cellular telephone to an employee.

Please note that cellular telephone usage expenditures shall be charged to line-item
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“632 Telephone - Cellular” within each department’s budget. The equipment (cell
phone, batteries, accessories, etc.) shall be charged to the appropriate line-item,
depending on price(s) and item(s).

Employees shall make every effort to restrict the use of County-issued cellular
telephones to official County business and personal telephone calls should be kept to an
absolute minimum. The employee shall pay for any personal use of the County issued

cellular phone at the rate of $0.40 per minute as stated in the County Auditor’s form,
ARS-CA-035.

Upon receipt of an invoice, both the department and the employee responsible for
certifying that all cellular telephone use is for official County business and shall
determine the amount of “personal use” of the cellular telephone. Invoices containing
“personal use” costs shall be handled in the following manner:

a. The employee shall review the invoice for their County issued cellular telephone,
identify the calls that are not related to official County business; complete the
“Affidavit for Cellular Telephone Usage (Form ARS-CA-035)" and submit payment to
the County for all personal use on a per minute rate.

b. The department shall collect all reimbursements for personal cellular telephone use
and shall submit them to the County Treasurer in compliance with procedures
established by the Auditor. All employee reimbursements for personal calls must be
deposited before the Auditor's Office will process payment(s) for its entirety.

c. Reimbursements received from employees for personal use will be credited to the
department's Telephone -Cellular budget line item.

Use of County-Owned Cellular Telephones

Cellular telephones are to be used only to conduct County business and should not be
used for personal communication unless deemed an emergency; thus, employees are
encouraged to obtain their own cellular phones for personal use.

While the County strongly discourages the use of a County-issued cellular telephone for
personal use, an employee who incurs a charge as a result of personal use, shall be
responsible for payment to the County for such charges.

Cellular telephones should not be used when a less costly alternative is safe, convenient
and readily accessible (i.e., pager, two-way radio, land-line telephone, etc.).

Cellular transmissions are not secure; therefore, employees should use discretion in
relaying confidential information.

Reasonable precautions should also be made to prevent equipment from theft and
vandalism.

County cellular telephones shall not be used for political gain, illegal, fraudulent or
malicious activity; entertainment (including games, radio or video), religious promotion,
or activity on behalf of organizations or individuals having no affiliation with Hidalgo
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County.

Employees shall not use a cellular telephone while operating a vehicle; hence,
employees must stop a moving vehicle before using a County-issued cellular phone.

Business Use of Employees Personal Cellular Telephone

While traveling in or out of Texas, employees may be reimbursed for air-time charges
incurred when using privately owned equipment in performing County business if the
employee does not have service from the employee's County-issued cellular telephone
at the destination to which the employee has traveled.

Hidalgo County is not liable for any damage to personal cellular telephone equipment
whether or not being used for County business.

Reimbursement shall be only be for an expense incurred to conduct County business.
In order to claim reimbursement, the employee must include this expense on the “Travel
Reimbursement form” for cellular telephone usage.

Use of Personal Cellular Telephone - No Reimbursement

The usage cost of a personal cellular telephone for County business is not reimbursable
unless:

a. An exception is approved by Commissioners’ Court for a particular person
related to a specific use on an unanticipated occasion; or

b. Approved as part of travel expenses as described above in Business Use of
Personal Cellular Telephone Equipment.

Cellular Telephone Misuse or Abuse

Any abuse in the use of County issued cellular telephone will be considered misconduct
and neglect of duty, subject to ineligibility to use a County issued cellular telephone
and/or disciplinary action up to and including termination. The employee is responsible
for repair and replacement costs if the cellular telephone is lost or damages as part of
an employee’s personal activity or negligence by the employee. Misuse or abuse of

cellular telephones or related equipment shall be governed by Penal Code Sections
39.01 or 39.02.

Information Technology Department
The IT Department will assist in the following duties and responsibilities:

a. Programming any features requested by the Department Head, Director or
Supervisor on special programming of the cellular telephone.

b. Promptly perform necessary input to remove an employee’s cellular telephone usage

upon determination that an employee should no longer be issued a cellular
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telephone.

c. Review the quarterly assessment of cellular telephone usage provided by the
contract provider and forward recommendations for adjustments or changes to the
Purchasing Department.

d. Any changes, increases or decreases of minute usage will be contingent upon the
County's quarterly cellular telephone analysis.

CONFIDENTIALITY

A considerable amount of County business is conducted pursuant to public disclosure
legislation. County business is therefore public business and shall be open for public
inspection and copying in the manner provided by law unless it pertains to those matters
made private by law under the Texas Open Records Act, or any similar state or federal
law or regulation. No employee shall release, cause to be released or use any
confidential County information for any purpose, including to advance any personal
interest, financial or otherwise, or to harm the interests of the County.

COUNTY OWNED PROPERTY:

County property and equipment shall be used for County business only. Any time that
County property is used in conjunction with employment, care should be exercised to
minimize damage to the equipment or waste of supplies. Office machines, maintenance
equipment, tools, etc., should be properly stored and cared for at the close of each
business day. No employee shall intentionally or negligently damage County equipment
or property.

Employees who are assigned County property, including a County owned vehicle, must
comply with Texas statutes on official conduct, and are subject to the following
provisions:

a. No facilities, services, equipment, supplies or other thing of value belonging to
the County shall be used by any employee or other person for purposes of or
resulting in a private benefit or with intent to harm another. Neither shall an
employee misuse or misappropriate County property of any value, for the
purpose of benefiting his or her personal gain, or for benefiting a relative, friend,

or associate.
b. Employees who are allowed to take a County owned vehicle to their residence
before and after working hours shall only use the vehicle for County business.
C. Unauthorized persons are not allowed to ride in County owned vehicles.
d. Employees driving County owned vehicles are required to maintain a valid

driver's license and a copy of such license shall be forwarded to the Elected
Official/Department Head, and such employees must be insurable by the
County's insurance carrier.

e. Any employee who in the course of employment drives a County owned vehicle,
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and who is identified by the County’s insurance carrier as an unacceptable risk
because of the employee's driving record, shall be re-classified to a lower
position. If no position is available, the individual may be terminated.

GIFTS

Except as permitted in Section 36.10, Texas Penal Code, employees shall not accept

gifts or financial benefits from contractors, vendors or other persons who deal with the
County.

INTERNET POLICY

The Governing Authority has approved policies, guidelines and procedures which are
applicable to all County employees regarding network systems and computer
infrastructure. Attached hereto as Appendix 2 is a copy of the Internet Policy.

NEPOTISM

The hiring of County employees shall not violate applicable federal and state laws
against nepotism, including laws contained in the Penal Code of the State of Texas. An
Elected Official may not hire any person related to the Elected Official by blood within
the third degree of consanguinity or by marriage within the second degree of
consanguinity. See Appendix 3.

OFFICE DONATIONS, POLITICAL CONTRIBUTIONS AND POLITICAL SERVICE

Employees shall not be forced to contribute to or make donations to any fund or
collection process. All such funds or collections made during working hours must be
approved by the appropriate Elected Official/Department Head prior to any contact with
employees. No employee shall be required to participate in political campaigns, political
services, or related activities, as a condition of employment. Nor shall any employee be
disciplined in any fashion for failure to participate in such activities. Employees are
prohibited from participating in political services, campaigns, or related activities during
working hours. Employees are also prohibited from using County equipment, vehicles,
uniforms or other property in the political service, influence, or effort to advance the
political cause of any candidate for public office. No employee shall attempt, while on
duty, to affect the results of an election or nomination to public office. This Section does
not prohibit any employee from voluntarily engaging in political activities and/or making
or receiving private political endorsements during non-duty hours.

OUTSIDE EMPLOYMENT

Employees shall devote all their time and effort during their assigned work hours to their
specified work for the County. Employees shall not engage in outside work or
employment to any extent that conflicts with the County interest or which adversely
affects the employee's availability and usefulness to the County during their regular work
hours. All employees who receive income in the form of other employment, or a
business, or are considering other outside employment, or business operation, should
submit a written statement to his or her supervisor, and work closely with their Elected
Official/Department Head on the details of such outside employment or business
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interest to assure no conflict exists with such person’s employment by the County.
Employees are not permitted to engage in any exchange, purchase, or sale of goods or
services with the County as an additional income source. However, this Section does
not prohibit outside employment and personal initiative that is unrelated to an
employee's duties, is specifically defined as not on County time via payroll transmittals,
or is otherwise carefully documented as being outside the prohibitions of this Section.
Each Elected Official/Department Head shall have the option of prohibiting any outside
employment that is in conflict with the policies set forth in this Section.

PERSONAL APPEARANCE

Employees shall maintain a neat appearance and shall wear reasonable dress, as
prescribed by Elected Officials/Department Heads, which is appropriate for public

service and is reasonable for the fiscal means of the employee. "Reasonable dress”
means attire that is:

,a. Appropriate to the position of such employee, accepted by society in

establishments of common use by the general public, and appropriate for

environments frequented by children and adolescents of impressionable age;
and

b. Of a fiscal category that does not impose undue hardship on employees of the
lowest salary range for the job.

PERSONAL DATA CHANGES

If an employee changes his or her address or telephone number, he or she should
promptly notify his or her Elected Official/Department Head in writing of such change.

If it becomes necessary for an employee to change the filing status or number of
dependents reflected on his or her form W-4, he or she should contact the County
Treasurer’s office for the appropriate forms.

No name change of an employee will be entered on the County employee roster unless
and until a replacement social security card is received by the employee reflecting such
change. Upon receipt of such card, the Elected Official/Department Head will complete

the necessary forms to have the change made and send such information to the County
Treasurer.

PUBLIC STATEMENTS BY EMPLOYEES/SUBSTANTIAL INTEREST
DISCLOSURES

An employee shall not represent the County in an official capacity before any entity
where potential private gain to that employee may occur or where a County obligation or
liability may be incurred, or where such representation detracts from the County, unless
such employee is, in fact, officially and legally representing the County in his official

capacity, or authorized by law, or executing an appropriate order of the Governing
Authority.
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Any employee who has a Substantial Interest (defined herein), direct or indirect, in any
individual or entity involved in any decision pending before such employee, or the body
of which the employee is a member, shall not vote or otherwise participate in any
consideration of action on the matter. Such employee will, as provided herein, disclose
the nature and extent of such interest to his or her supervisor prior to any discussion or
determination of action on the matter. A *Substantial Interest” exists if:

a. The ownership interest is ten (10%) percent or greater of the voting stock or

shares or a business, or ownership of $5000 or more of the fair market value of
the business;

b. Funds received by the employee from an individual or business exceeds ten
(10%) percent of the employee's gross income for the previous year; or

C. The employee's equitable or legal ownership in real property related to the
matter under consideration has a fair market value of $2500 or more.

For purposes of this Section, a "Substantial Interest” includes an interest of a person
related to the employee in the first or second degree, by either affinity or consanguinity.

Whenever a potential conflict of interest arises pursuant to this Section, such affected
employee shall file in advance of any determination or action, a disclosure statement
with the appropriate board, elected official, or governing body responsible for the
business in which the conflict has or may occur, with a copy filed with the Human
Resources Director. It shall be the responsibility of the receiving agent or agency to
maintain records of all such disclosures in accordance with applicable law(s). Such
records shall be open for inspection and must be retained for a period of three (3) years
from the date of the final action on the matter which prompted such disclosure before
the appropriate board, elected official or governing body.

REPORTING STANDARDS

Any employee who becomes aware of any action by an Hidalgo County Elected Official
or employee that is in violation of any federal, state or local law or rule; is in abuse of
authority; is of substantial and specific danger to the public health or safety; is a gross
waste of public funds; or may result in liability to Hidalgo County, is required to report
the improper governmental action. An improper governmental action does not include a
personnel action, including an employee grievance, complaint, appointment, promotion,
transfer, assignment, reassignment, reinstatement, re-employment, performance
evaluation, reduction in pay, dismissal, suspension, demotion or reprimand.

The employee who becomes aware of an improper governmental action must raise the
issue first with his supervisor. If requested by the supervisor, the employee shall submit
a written report to the supervisor or designee, stating in detail the basis that an improper
governmental action has occurred. If the employee reasonably believes the improper
governmental action involves his supervisor, he may raise the issue directly with the
Department Head or the Commissioners Court liaison to the Department.

The Department Head, the Commissioners Court liaison to the Department, or the
person designated by the Commissioners Court shall take prompt action to assist
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Hidalgo County in investigating the claim of improper governmental action.

An employee may report the information about the improper governmental action
directly to the appropriate governmental agency with responsibility for investigating the
improper action if the employee reasonably believes that an adequate investigation was
not undertaken by Hidalgo County or that insufficient action has been taken by Hidalgo
County to address the improper governmental action or that for other reasons, the
improper governmental action is likely to recur.

Hidalgo County Elected Officials and employees are prohibited from taking retaliatory
action against an employee because he has in good faith reported an improper
governmental action in accordance with this policy and procedure. Any employee who
believes he has been retaliated against for reporting an improper governmental action
shall advise his Department Head, the Commissioners Court liaison or the person
designated by the Commissioners Court. Hidalgo County shall investigate and address
any complaint of retaliation.

STANDARDS OF CONDUCT

Employees are expected to observe all employee standards of conduct. Observance of
the standards of conduct may extend beyond regular work hours and beyond the
employee's work site. In these cases, a demonstrable relationship must exist between
the employee's conduct and job performance or there must be an adverse effect on the
work area or the County. Violating the standards of conduct may result in disciplinary
action, including dismissal. When appropriate, a standards of conduct violation may
result in immediate dismissal and possible criminal prosecution. Any employee who
knows of an employee's violation of the standards of conduct and who does not report
such violation to an appropriate County official, usually the employee's Elected
Official/Department Head, may be subject to disciplinary action, including dismissal.

EXAMPLES OF PROHIBITED CONDUCT

The following activities are examples of employee conduct prohibited by the County:

Fighting on the job;

Threatening, intimidating, coercing or interfering with fellow employees or other
persons during working hours;

Creating a negative work atmosphere during working hours;

Sleeping while on duty,

Gambling while on duty;

Insubordination;

Theft, damage, misuse, sale, destruction or unauthorized possession of property
belonging to the County, fellow employees or others;

Falsifying County records, reports or any other written document;

Immoral conduct which violates common decency on the job or associated with
job related activities;

Sexual harassment or discrimination of County employees or other persons;
Violations of the County's equal employment opportunity policy;

Violation of existing federal, state or County laws, rules or regulations;
Possession or use of alcohol or a controlled substance on the job or in areas that
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are associated with job related activities as well as reporting for work or
attempting to report for work after consuming alcohol or a controlled substance;
Engaging in work other than on County property or on County projects during
working hours;

Carelessness affecting personal safety or property of any employee, the County
or others;

Failing to report every accident, injury or any damage occurring to or involving
County property or personnel to the employee's Elected Official/Department
Head or supervisor and the Human Resources Department;

Use of County vehicles, equipment, tools, material or facilities for personal or
private purposes;

Use of telephones for personal long distance calls and excessive use of
telephones for personal calls unless authorized by the employee's supervisor;
Improper maintenance of County equipment;

Deliberate waste of County materials or parts;

Deliberate or reckless conduct which causes damage to equipment or property
belonging to County, another employee or another person;

Wasting time or loitering;

Absence from duty or job site during working hours without permission from the
employee's immediate supervisor;

Failing to report an absence from work to the employee's Elected
Official/Department Head or supervisor prior to the commencement of the work
day;

Abuse of sick leave;

Excessive absenteeism or tardiness;

Knowingly harboring or refusing treatment of a contagious disease or other
physical conduction which endangers other employees or other persons;
Discourtesy to the public;

Acceptance of any gratuity or gift for the performance or nonperformance of
official duties or any use of position as County employee for private gain;
Failure to wear presentable dress and/or uniform if required;

Conduct or actions that seriously impair an employee's job effectiveness:
Conduct which is detrimental to or has an adverse affect on the County;

Failure to obtain and maintain any job qualifications, licenses or certifications
required by the employee's job description;

Conviction of: felony offenses; Class B or above misdemeanor offenses which
impair an employee's job effectiveness; or any crime involving moral turpitude;
Failure to satisfactorily complete, obtain or maintain any required physical and/or
psychological fitness for duty;

Engaging in conduct off the job location and off duty which negatively affects the
employee's effectiveness on the job or negatively affects the County;

Gross or repeated neglect of duty;

Poor job performance;

Perjury;

Knowingly creating and submitting false and/or slanderous reports concerning,
and/or gossip regarding, fellow employees, supervisors, subordinates, Elected
Officials and/or Department Heads:

Dishonesty characterized by a lack of trust, honesty or truthfulness;

Failure to observe assigned office hours, including time limits set for work and
lunch breaks. In this regard, it is not appropriate for an employee to use work
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breaks to come to work late, extend lunch breaks, or leave work early;

qq.  Personal reading, wasting time, visiting excessively or behaving in a way that
distracts other employees or disrupts the workplace;

. Failing to follow a supervisor's instruction in performing job tasks;

SS. Except for authorized law enforcement personnel, having firearms or other
dangerous weapons on County owned or leased property or in areas that are
associated with job related activities;

t. Engaging in activities that endanger fellow employees or other persons;

uu.  Failing to maintain a clean, safe work area and/or failing to observe all safety
and security rules;

w. Failing to observe leave policies, including compliance with the overtime
compensation requirement of the Fair Labor Standards Act;

ww.  Excessive or inappropriate use of leave; and

XX. Unexcused absenteeism.

SUBSTANCE ABUSE/DRUG POLICY

\/‘9.46 All employees shall endeavor to maintain a safe workplace that is free of substance and
alcohol use and abuse, in compliance with applicable state and federal laws.

9.47 The use, possession, sale, manufacture, distribution, transfer, dispensation,
concealment, receipt, transportation, or being under the influence of any prohibited
items or substances (including the presence of detectable levels or identifiable trace
quantities), as defined in Section 9.48, on County property or while on County business,
by Employees, is prohibited. Employees must not report for duty or be on County
property while under the influence of, or have in their possession while on County
property, any prohibited item or substance.

9.48 The use, possession, sale, manufacture, distribution, dispensation, concealment,
receipt, transportation, or being under the influence of any of the following items or
substances on County property (including the presence of detectable levels or
identifiable trace quantities), by employees, is prohibited:

a. lllegal drugs; controlled substances; marijuana; mood or mind altering
substances, legal or illegal; "lock-alike" substances; designer, counterfeit or
synthetic drugs; inhalants; and any other drugs or substances which will in any
way affect safety, workability, alertness, coordination, judgment, response or
affect the safety of others on the job.

b. Alcoholic beverages. Consuming alcoholic beverages while driving or driving
while intoxicated any vehicle for County business or any County vehicle at any
time is prohibited. The consumption of alcohol on County time is prohibited.

(o Drug paraphernalia.
d. Prescription drugs and over the counter medications, except under the following
conditions:

()  The drugs have been prescribed by an authorized and Texas licensed
medical practitioner for current use (within the past 12 months) for the
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person in possession of the drugs and filled in accordance with the
provisions of the Texas Pharmacy Act, Texas Controlled Substances Act
(Chapter 481, Texas Health and Safety Code) and regulations
promulgated there under.

(ii) The drugs/medications, both prescribed and over the counter, are limited
to a one day's supply, or must be kept in their original container labeled in
accordance with the provisions of the applicable laws of the State of
Texas and must be taken in accordance with the dosage
recommendations and usage cautions and generally must not affect the
person's ability to perform work safely.

(i)  The County may require the employee to provide documentation from the
doctor stating that such use will not impair the employee's ability to
perform the essential functions of his/her position. The County reserves
the right, with employee's consent, to consult with the employee's medical
doctor to determine if a drug or medication, whether prescribed or not,
produces hazardous or non-safe effects and may restrict the use of any
such drug or medication accordingly on County property.

Any employee taking prescribed or over-the-counter medications will be
responsible for consulting the prescribing physician and/or pharmacist to
ascertain whether the medication may interfere with safe performance of
his/her job. If the use of medication could compromise the safety of the
employee, fellow employees or the general public, it is the employee's
responsibility to use appropriate personnel procedures (i.e., call in sick,

use leave, request change of duty, notify supervisor) to avoid unsafe
workplace practices. .

9.49 The following conduct is prohibited by the County's substance abuse policy:

Switching or altering any urine sample submitted for testing.
Refusal to consent to testing. Consent is indicated by signing any form required
by the County or its designated testing facility.

Refusal to submit to an inspection of any desk, locker, vehicle or other County

property under Employee's control when asked to do so by Department Head or
Elected Official.

Conviction under any criminal drug statute for a violation occurring in the
workplace.

Failure to notify the Department Head, Elected Official or Risk Management of
any arrest or conviction under any criminal drug statute, or arrest or conviction of
driving while intoxicated, within five (5) days of the arrest or conviction.

Failure to notify Department Head, Elected Official or Risk Management of the
side affects of a prescription or non-prescription drug which may impair the

Employee's behavior or physical or mental ability to safely and fully perform
assigned duties.
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g. Failure to keep prescribed medicine in its original container or to provide proof of
identification of drug prescriptions and prescribing physician.

h. Failure of any County Employee to report the use or possession of an illegal drug
or prohibited item by another County Employee while on duty or in a County
vehicle.

9.50 The County reserves the right, at all times, while on County premises and property and

9.51

9.52

when circumstances warrant, to have the Department Head/Elected Official or designee
conduct reasonable searches and inspections of Employees and their personal property
and effects, to include, but not limited to lunch boxes, purses, briefcases, baggage,
offices, desks, clothing, and vehicles (including trunks, glove compartments, etc.), for
the purpose of determining if such Employees or other persons are using, possessing,
selling, manufacturing, distributing, dispensing, concealing, receiving or transporting any
of the prohibited items and substances.

The Department Head/Elected Official or designee has the right to conduct an on-the-
spot search and inspection of employees and their personal property and effects, as
described above, if Department Head/Elected Official or designee has a reason to
believe that employees or others, are in violation of this policy. All searches and
inspections conducted by outside authorized specialists will be in the presence of the
Department Head/Elected Official or designee.

All employees are expected to cooperate with any investigation regarding this policy.
Failure to cooperate, providing false information or omitting information may subject
employees to disciplinary action in accordance with all County personnel policies and all
applicable state law. A search and inspection may also include and require employees

present on County property to submit to a drug screen test. Tests may be required
under the following circumstances:

(a) Post-offer, pre-employment screening, or post-employment transfer, promotion
and/or reassignment to Safety-sensitive Position;

(b) When the Department Head/Elected Official or designee has reason to believe

that an employee on County property is using or under the influence of prohibited
drugs, alcohol and substances, or that there has been a violation of this policy;

() When an employee is found in possession of suspected illegal or prohibited
drugs and substances, or when any of these drugs and substances are found in
an area controlled or used exclusively by said employee or other person;

(d) When an employee returns to active employment after a leave of absence of
forty-five (45) days or more;

(e) Following an on-the-job injury requiring treatment from a physician, or, following
a serious or potentially serious accident or incident, including near misses, in
which safety precautions were violated, unsafe instructions or orders were given,
vehicles/equipment/property was damaged, or unusually careless acts were
performed. All persons involved and within the immediate vicinity of the incident
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may have their urine and/or blood tested. If it is impossible or impractical,
because of the physical condition of the individual(s) involved in the accident, to
give a urine and/or blood sample, and if in subsequent medical treatment of the
person(s) blood will be drawn, then blood will be analyzed for drugs, alcohol and
other prohibited substances; or

(f) Random (Periodic and unannounced). Only County employees who are required
to possess a CDL to perform their job duty and/or every employee working in a
job classified as a safety-sensitive position will be subject to random testing.

The search, inspection, urine and/or biood drug screening provisions herein will
be performed with concern for the personal privacy of each employee or other
person, and will also apply to contract labor, when feasible.

All persons shall have the opportunity, prior to testing and at the testing facility, to list all
prescription and non-prescription drugs they have used in the last thirty (30) days and to
explain the circumstances surrounding the use of such drugs. All records containing
medical information will be maintained in accordance with applicable law.

This testing policy does not include and specifically excludes those Employees covered
by the Hidalgo County Sheriff's Department Alcohol and Drug Testing Policy.

Any employee found in violation of this policy, or who refuses to submit to a search, or
urine and/or blood analysis, shall be removed from County property and be subject to

disciplinary action, in accordance with all County personnel policies and all applicable
state law.

Any employee who, as a result of drug testing and screening, is found to have
detectable levels or identifiable trace quantities of a prohibited drug or substance in his
or her system, regardless of when or where the drug or substance entered that person’s
system, without an explanation satisfactory to the Department Head/ Elected Official will
be considered in violation of this policy, will be removed from County property and will
be subject to disciplinary action, in accordance with all County personnel policies and all
applicable state law. Additionally, if employment is continued, such employees may be
required to submit to random drug screens and/or to participate in and successfully
complete a substance abuse program.

Preliminary findings of a policy violation may require that the employee be suspended,
without pay, pending the results of an investigation. If said investigation clears the

employee of any policy violation, then employee will be fully reinstated, including pay, to
his/her job.

Any employee who is arrested or convicted of a drug-related offense must report the
arrest or conviction to their Department Head/Elected Official or Risk Management
within five (5) days of the conviction. Any employee who is arrested or convicted of
driving while intoxicated must report the arrest or conviction to their Department
Head/Elected Official or Risk Management within five (5) days of the conviction. Failure
to report such an offense may result in disciplinary action in accordance with all County
personnel policies and applicable state law.

The County does not offer, nor require, participation in drug and alcohol abuse
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education and training programs. However, various public and private facilities in the
area offer such programs and affected or interested employees are encouraged to seek
assistance.

TOBACCO USE POLICY

The use of tobacco products is prohibited within the interior of all County buildings and
property (owned, rented, leased or operated). “Tobacco Use Permitted” areas are to be
designated outside of each County building (owned, rented, leased or operated) by the
County Commissioners Court, said designated areas to be at least thirty feet (30") from
the front of each County building (owned, rented, leased or operated).

10.  DISCIPLINE OF EMPLOYEES

Every employee is expected to be familiar with and follow all County rules, policies and
procedures, including the standards of conduct described herein. Any employee who
fails to meet job performance standards, or who fails to follow rules, policies or
procedures, is subject to disciplinary action up to, and including, dismissal.

All employees are subject to discipline by their Department Head/Elected Official. Such
disciplinary measures may include, but are not limited to: oral reprimand, written
reprimand, suspension with or without pay for a fixed or indefinite period of time,
termination and any other form of discipline which is lawful and may be deemed
appropriate under the circumstances.

To the extent reasonable under the circumstances, the Department Head/Elected
Official, should use a progressive discipline approach to correct performance problems
or violations of rules, policies or procedures. Some performance problems or violations
of rules, policies or procedures, however, may have sufficiently serious effect to warrant
bypassing some or all of the steps of progressive discipline.

Oral or Written Reprimand

An Elected Official/Department Head may reprimand an employee orally or in writing for
failure to maintain job performance standards or for failure to follow rules, policies or
procedures. The Elected Official/Department Head, prior to giving an employee a
formal oral or written reprimand, should:

1. discuss the situation with the employee in a conference and give the employee
an opportunity to offer an explanation or information, orally or in writing. The
Elected Official/Department Head must be specific about the nature of the
violation which justifies the oral or written reprimand;

2. following the employee's explanation, if appropriate, issue an oral reprimand or a
written reprimand to the employee; and

3. if the reprimand is an oral reprimand, document the nature of the oral reprimand

and the employee's response.
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Disciplinary Probation

When an employee is not meeting job performance standards or is not following rules,
policies or procedures, the Elected Official/Department Head may place the employee
on disciplinary probation for up to six months. The primary purpose of disciplinary
probation is to give the employee an opportunity to correct the situation which resulted in
the Elected Official's/Department Head's decision to place the employee on disciplinary
probation. If appropriate, other disciplinary action may be taken against the employee
during or at the end of the disciplinary probation period; however, the Elected
Official/Department Head, at the end of the six month period, or soconer if the
circumstances justify it, must either lift the disciplinary probation against the employee,
or take other disciplinary action against the employee.

Temporary Removal From the Woarkplace

If an employee is behaving in a life-threatening or disruptive manner, the Elected
Official/Department Head may require the employee leave the workplace. Whenever it is
justified and in the best interest of the County and the employee, the Elected
Official/Department Head may grant the employee Administrative Leave pending further
review, investigation and/or disciplinary action. The Elected Official/Department Head
should promptly follow-up such decision to temporarily remove the employee from the
workplace with other appropriate disciplinary action such as furlough with or without pay,
or restore the employee to his or her job assignment or another assignment.

Disciplinary Suspension Without Pay

An employee is not allowed to substitute paid leave while on disciplinary suspension
without pay. -

11.  TERMINATION OF EMPLOYEES

Any employee may be dismissed at any time by the appropriate Department
Head/Elected Official. Nothing herein shall be construed as creating a contractual right
to employment or altering the common-law right of the appropriate Department
Head/Elected Official to terminate the employment of an employee. Employment of
each employee shall be at the will of the appropriate Department Head/Elected Official
and may be terminated at any time for any reason or no reason at all at the will of the
employee or at the will of the Department Head/Elected Official. iy

S UK s P
12.  EMPLOYEE GRIEVANCE PROCEDURE -7 ("' " __ '/
A grievance is a complaint or dispute on the part of any County employee that is
employment related and that arises between such employee and the County. All
complaints or grievances arising out of an event or series of events must be addressed
in one complaint or grievance. An employee is precluded from bringing separate or

serial complaints or grievances arising from an event or series of events previously
complained of.

Level One Grievance Procedure
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12.02 Informal Process: The employee (hereinafter the “grievant”) should present the
grievance orally to his/fher immediate supervisor in an attempt to resolve the matter
informally. Such meeting must be held within seven (7) calendar days of the time when
the grievant first knew or should have known of the event or first of the series of events
causing the complaint, decision or action occasioning the grievance. The immediate

supervisor shall render an oral or written decision within five (5) calendar days of the
informal meeting with the employee.

12.03 Formal Process:

a. A written grievance may be filed only after the informal process has been used as
provided in this policy. If the matter is not resolved at the informal level, the grievant
may file a formal written grievance. The grievance must be filed by the grievant with

the employee’s immediate supervisor within give (5) calendar days of the informal
oral or written decision.

b. The written grievance must contain all of the following information to be accepted at
Level One:

1. a detailed statement of the nature and circumstances of the decision or
event or series of events occasioning the grievance, including a

statement that established the resulting individual harm suffered by the
grievant;

2. the date of the decision or event or series of events accasioning the
grievance;

3. the specific remedy sought by the grievant;

4. the specific policy or administrative regulations allegedly violated or
misapplied, if applicable;

S. the date of the informal meeting between the grievant and the immediate
supervisor and the decision rendered;

6. the efforts made to resolve the grievance informally;

7. if the grievant has a representative, representative's name, address and
telephone number shall also be included;

8. all documentation that grievant deems relevant to the grievance shall be
attached to the form grievance;

9. the filing date for the formal written grievance;
10. the signature of the grievant.

c. The immediate supervisor, if not the grievant’s department head, shall give.the
written grievance to the grievant’s department head immediately upon receipt
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thereof. Within five (5) calendar days the department head shall notify the grievant
in writing of the date, time and place of a grievance conference and shall hold the
grievance conference with the grievant within fifteen (15) calendar days after receipt
of the written grievance. The written grievance previously filed by the grievant, any
additional written information, and information presented orally at the grievance shall
for the basis of the formal Level One grievance conference. Failure of the grievant
to attend the grievance conference in person shall constitute acceptance by the
grievant of the oral decision rendered by the immediate supervisor at the informal
level. The department head shall render a decision in writing to the grievant within
give (5) calendar days after the grievance conference.

d. The decision must be to either sustain the grievance, deny the grievance on the

basis of merit, or render no decision if the authority for remedy or resolution lies at a
higher level.

e. The formal decision rendered by the department head or elected official shall be
deemed to be accepted by the grievant unless the grievant requests a grievance

conference with a hearing officer in accordance with the requirement of the next
Level Two grievance.

Level Two Grievance Procedure

If the grievant is not satisfied with the written decision rendered by the Department Head
at Level One or if the decision is “no decision,” the grievant may appeal that decision by
filing a written notice of the grievance appeal with the County Human Resources Office.
The notice of the appeal from the Level One grievance must be filed by the grievant in
writing with the Human Resources office within ten (10) calendar days after receipt by

the grievant of the Level One decision. The notice of appeal must be signed and dated
by the grievant.

The Human Resources office shall notify the County Judge who shall designate a
person to act as a hearing officer. The hearing officer designated by the County Judge
to hear the grievance shall schedule a conference or hearing with the grievant within
fifteen (15) calendar days following the appointment by the County Judge. The grievant
shall be notified in writing of the date, time and place of the conference or hearing.

The grievant and any person involved in the grievance shall be entitled to have a
representative present and participate at the conference or hearing.

The written grievance, written information filed or considered at Level One, the
correspondence related to the appeal, and the information and evidence presented at
Level Two conference shall form the basis for the decision of the hearing officer.

Written information or other testimony and evidence not introduced at Level One may be
introduced at Level Two.

Failure of the grievant to attend the Level Two grievance conference or hearing in

person shall constitute acceptance by the grievant of the written decision rendered by
the Department Head at Level One.

12.09 The hearing officer shall render a decision in writing to the grievant within twenty (20)
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calendar days after the Level Two grievance conference or hearing has been
conducted.

12.10 A copy of the hearing officer’s final decision shall be provided to the employee and the

Elected Official/Department Head. The hearing officer's decision on an employee's
Grievance Statement is the final administrative review available to the employee.
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APPENDIX 1
TRAVEL POLICIES, GUIDELINES AND PROCEDURES

INTRODUCTION

1. The travel policies, procedures and guidelines set forth below are

applicable to Hidalgo County employees and officials and Hidalgo County
Drainage District No. 1 employees and officials.

2. The Auditor's Office will advance pay the following travel costs as

requested by departments, thru a letter approved by the County Budget's
Office:

Seminar/Registration Fee
Hotel Reservations
Airline Reservations

The letter must indicate the amount of the check, name to whom the check
needs to be made payable to, and the address where it is to be mailed.

3. All other expenses related to travel by County and Drainage District No. 1
employees and officials can be paid through personal credit cards and/or
cash and the employee or official will be reimbursed by the County upon
completion of the travel , or a properly filled County Auditor's Form: T-5,
“OUT-OF-COUNTY - TRAVEL ADVANCE REQUEST" can be submitted.

POLICIES AND GUIDELINES

1. Sufficient funds must be available in the adopted budget before an
expenditure is made.

2, The purpose of the trip must be for the County’s benefit and/or be
related to the department’s primary business activities.

3. Attendance at local conferences is encouraged and, where
possible, out of state travel shall be kept to a minimum.

4, Travel expenses shall be allowed only for elected and appointed
officials and their employees while on official business. If a spouse and/or
dependents accompany the official or employee, the difference in hotel
room rates above the single rate must be deducted. Meals and all other

expenses for the spouse and/or dependents will not be paid with County
funds.

5. The official or employee should obtain the most economical airfare
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available. If travel in a class more expensive than coach is requested,
then the difference must be paid by the official or employee.

6. If the official or employee elects to travel by personal car, the
County will reimburse the lesser of the currently adopted rate per mile
(rate may vary if grant funds are being used) or the coach airline fare.
Mileage is calculated on a point to point basis using the official mileage
charts, plus reasonable incidental travel.

7. Taxi fares are allowed when necessary. Limousine service (Other
than for group transportation) to and from the airport which should be the
same or less than taxi fare), is not allowed.

8. Rental cars are to be restricted to compact or mid-sized sedans
unless several individuals will occupy the car or other unusual
circumstances exist.

9. For local mileage reimbursement, the County Auditor's Form: T-3,
“AUTOMOBILE EXPENSE CLAIM,” must show destination points, and the
most direct distance to destination will be allowed. Any out-of-way travel
distance will be at the expense of the official or employee.

10. Meals will be reimbursed based upon actual charges, however, the
cost should be reasonable for the city.

11. Personal items, such as prescriptions, cosmetics, movies, golf,
health club, etc., will be not be paid.

12. Reasonable laundry/cleaning charges are acceptable.

13. Alcoholic beverages will not be paid.

14. If an official or employee spends an extra day(s) on the trip for
personal reasons, it will be at his/her expense.

PROCEDURE

A COUNTY DEPARTMENTS

1. Books airline and/or hotel reservations, and if necessary submits a letter

(approved by Budget Officer) requested advance payment. Questions
concerning County travel should be addressed to the Auditor's office at
(956) 318-2511.

2. Submits a letter approved by the Budget Officer, to the Auditor's Office -

Accounts Payable Division for advance seminar payment fees.
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3. Submits, if necessary, County Auditor's Form: T-5, “OUT-OF-COUNTY
TRAVEL ADVANCE REQUEST,” approved by Budget Officer.

Within 5 working days after completion of the travel, completes and

submits the Final Travel Expense Claim Form (Form: T-4) to the Auditor's
Office - Accounts Payable Division if payment is being requested or to the
County Treasurer if money is being returned. No payment will be made

without the original supporting documents which must be included for
each expenditure such as those listed below:

Hotel bill - itemized

Airline ticket receipt

Rental car receipt

Receipts for seminars, conferences, etc.
Taxi receipts

Parking receipts

Meal receipts

COUNTY AUDITOR - ACCOUNTS PAYABLE DIVISION

1.

Receives letter(s) approved by the Budget Office, from County
departments for advance payments. Processes and delivers

the checks to the County Treasurer for signatures and
distribution.

Audits and processes County Auditor's Form: T-3,
“AUTOMOBILE EXPENSE CLAIM” form ensuring compliance,
with the policy and guidelines. Additionally, audits County
Auditor’'s Form: T-3, “AUTOMOBILE EXPENSE CLAIM
CONTINUATION SHEET," if applicable.

. Audits and processes County Auditor's Form: T-4, FINAL

TRAVEL EXPENSE CLAIM" form ensuring compliance with the
policy and guidelines.

Audits and processes County Auditor's Form: T-5, “OUT-OF-
COUNTY - TRAVEL ADVANCE REQUEST” form ensuring
compliance with the policy and guidelines.

Forwards the travel advance or expense reimbursement checks
to the Treasurer for signatures and distribution or receives a
County Treasurer's Receipt of money is being returned.
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C.

COUNTY TREASURER'S OFFICE

1. Notifies the individual that the travel advance or expense
reimbursement checks have been processed and are ready
for pickup in the Treasurer's Office.

2. Mails out all other travel checks, unless the department has
requested otherwise.

3. Ensures that all advanced travel payments being returned to
the County by the traveler are accompanied by a properly
filled out and documented (receipts) County Auditor's Form:
T-4, “FINAL TRAVEL EXPENSE CLAIM." Forwards the
form and all documents to County Auditor's Bookkeeping
Division.
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APPENDIX 2
INTERNET POLICY

Network systems and infrastructure are meant to be used to grant access to
Hidalgo County Information Resources. These resources provide a means of
providing access to information and accountability of said access. This
accountability is the key to any computer security program, for Information
Resources usage. This means that creating, controlling and monitoring all
Information Resources is extremely important to the overall security program.
The purpose of these policies is to establish rules for the creation, monitoring,
control and removal of access to all Information Resources. These policies apply
equally to all individuals with authorized access to any Hidalgo County
Information Resources.

Acceptable Use Policy

The following is acceptable use:

1. Communication with professional associations, governments, universities,
businesses and/or individuals associated with the facilitation of County
business, research and education efforts as authorized by the Elected
Official/Department Head.

2. Distribution of information to the general public, whereby such information
is made available under the County guidelines and policies for the release
of information and the Freedom of Information Act.

3. Incidental communication among Hidalgo County authorized users and
professional colleagues which facilitates work assignments and
professional development or debate in a work related field of knowledge.

The following is unacceptable use:

1. Personal use not related to the conduct of work on behalf of Hidalgo
County or other organizations as set forth in agreements and contracts
with Hidalgo County.

2. To gain unlawful access to information or computer and communication
resources.

3. Intentional introduction of, or experimentation with, malicious codes
including, but not limited to computer worms or viruses.

4, Illegal, fraudulent or malicious activity, political activity, religious promotion
or activity on behalf of organizations or individuals having no affiliation with
Hidalgo County.

5. Transmission of material in violation of applicable copyright laws or
patents.

6. The intentional sending of messages that is likely to result in the loss of

recipient’s work or system and any other types of use which could cause
congestion including, but not limited to, the network or otherwise interfere
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with the work of others.

7. Generation, storage, transmission or other use of data or other matter
which is abusive, profane, or offensive to a reasonable person.

8. Passwords used to gain access to non-County Internet sites must not be

the same passwords used on any Hidalgo County computer system.

Account Management Policy

All accounts created must have an associated request and approval from the IR
systems administrator for the Hidalgo County system or service.

All users must sign the Hidalgo County Information Technology Privacy Policy
before access is given to an account.

All accounts must be uniquely identifiable using the assigned user name (i.e.,
username.userlastname).

All default passwords for account must be constructed in accordance with the
Hidalgo County Password Policy.

Accounts of individuals on extended leave (more than 30 days) will be disabled.

All new user accounts that have not be access within 30 days of creation will be
disabled.

System Administrators or other designated staff:

are responsible for removing the accounts of individuals that
change roles within Hidalgo County or are separated from their
relationship with Hidalgo County;

must have a documented process to modify a user account to
accommodate situations such as name changes, accounting changes and
permission changes;

must have a documented process for periodically reviewing existing
account for validity;

are subject to independent audit review;

must provide a list of accounts for the systems they administer
when required by authorized Hidalgo County management; and

' must cooperate with authorized Hidalgo County management

investigating security incidents.

Administrative/Special Access Policy

All Hidalgo County departments and agencies must submit to IT a list of
administrative contacts for their systems that are connected to Hidalgo County
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Information Resources.

All users of Administrative/Special Access accounts must refrain from abuse of
privilege and must not engage in investigations. All requests for investigations
must be processed according to the INCIDENT MANAGEMENT POLICY.

Each individual that uses Administrative/Special Access accounts must use the
account privilege most appropriate with work being performed (i.e., user account
vs. administrator account).

Each account used for Administrative/Special Access must meet the Hidalgo
County Password Policy.

The password for a shared administrator/special access account must change
when an individual with the password leave the department or Hidalgo County.

In the case where a system has only one administrator there must be a password
escrow procedure in place so that someone other than the administrator can gain
access to the administrator account in an emergency situation.

When Special Access accounts are needed for Intemal or External Audit,
software development, software installation, or other defined need, they:

must be authorized by the IR system administrator,
must be created with a specific expiration date; and
must be removed when work is complete.

Change Management Policy

Every change to a Hidalgo County Information Technology resource such as:
operating systems, computing hardware, networks, and applications are subject
to the Change Management Policy and must follow the Change Management
Procedures.

All changes and requests for changes affecting computing environmental
facilities (e.g., air-conditioning, security devices, all monitoring devices, cameras,
phone systems, building additions or remodeling, electricity, and alarms) must be
reported to the IR system administrator, Elected Official/Department Head and a
copy submitted to the CIO.

A formal written change required must be submitted to the IR system
administrator and a copy to the CIO, in order to timely review the request,
determine potential failures and make the decision to allow or delay the request.

All scheduled change requests must be submitted to the IR system administrator
and a copy to the CIO, in order to timely review the request, determine potential
failures and make the decision to allow or delay the request.
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The IT Department may ask to delay a scheduled or unscheduled change for
reasons including, but not limited to, inadequate planning, inadequate back out
plans, the timing of the change will negatively impact a key business process
such as year end accounting, or if adequate resources cannot be readily
available. Adequate resources may be a problem on weekends, holidays or
during special events.

User notification must be completed for each scheduled or unscheduled change
following the steps contained in the Change Management Procedures.

A Change Review must be completed for each change, whether scheduled or
unscheduled, and whether successful or not.

A Change Management Log must be maintained for all changes. The log must
contain, but is not limited to, date of submission and date of change, owner and

custodian contact information nature of the change and indication of success or
failure.

All County of Hidalgo, Texas information systems must comply with an

Information Resources change management process that meets the standards
outlined above.

Backup/Disaster Recovery Plan (DRP)

The frequency and extent of backups must be in accordance with the information
on the system and the acceptable risk as determined by the data owner.

The Hidalgo County information resources backup and recovery process for each
system must be documented and periodically reviewed by the IR system
administrator and submit a copy to the CIO.

In case there is vendor(s) providing offsite backup storage for Hidalgo County
must be cleared to handle the highest level of information stored.

Physical access controls implemented at offsite backup storage locations must
meet or exceed the physical access controls of the source systems. Additionally,
backup media must be protected in accordance with the highest Hidalgo County
sensitivity level of information stored.

Backups must be periodically tested to ensure that they are recoverable.
Signature cards held by the offsite backup storage vendor(s) for access to
Hidalgo County backup media must be reviewed annually or when an authorized
individual leaves Hidalgo County.

Procedures between Hidalgo County and the offsite backup storage vendor(s)
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must be reviewed at least annually.

Backup tapes should have at a minimum the following identifying criteria that can
be readily identified by labels and/or a bar-coding system:

¢ system name;

e creation date;

 sensitivity classification (based on applicable electronic
record retention regulations; and

» Hidalgo County contact information.

Incident Management Policy

Whenever a security incident, such as a virus, worm, hoax e-mail, discovery of
hacking tools, altered data, etc., is suspected or confirmed and the situation is

deemed appropriate by the IR system administrator the Incident Management
procedures must be followed.

The department user is responsible for notifying the IR system administrator,
Elected Official/Department Head of that department so as to initiate the

appropriate incident management action including restoration as defined in the
Incident Management Procedures.

The Elected Official/Department Head of that department is responsible for
notifying the CIO.

The CIO is responsible for determining the physical and electronic extent of the
incident and will determine the need of an investigation of the incident. The CIO

is responsible for coordinating communications with outside organizations and
law enforcement.

The appropriate technical resources from the IT department are responsible for
monitoring that any damage from a security incident is repaired or mitigated and
that the vulnerability is eliminated or minimized where possible.

The CIO and IT department will determine if widespread Hidalgo County

communication is required, the content of the communication, and how best to
distribute the communication.

The appropriate technical resources from the IT Department are responsible for
communicating new issues or vulnerabilities to the system vendor and working
with the vendor to eliminate or mitigate the vulnerability.

The IT department is responsibie for initiating, completing and documenting the
Incident investigation as reporting the incident to local, state or federal law
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officials as required by applicable statutes and/or regulations.

In the case where law enforcement is not involved, the CIO will recommend
disciplinary actions, if appropriate, to the Elected Official/Department Head.

Network Configuration Policy

Hidalgo County Information Technology is responsible for the Hidalgo County
network infrastructure and will continue to manage further developments and
enhancements to this infrastructure.

To provide consistent Hidalgo County network infrastructure capable of exploiting
new networking developments, all cabling must be installed by the Hidalgo
County IT, IR system administrator or an approved contractor.

All network connected equipment must be configured to a specification approved
by the Hidalgo County IT.

All network equipment connected to Hidalgo County networks is subject to
Hidalgo County IT management and monitoring standards (with certain
exceptions: HIPPA, law enforcement, HR, etc.).

Changes to the configuration of active network managenient devices must not be

made without the approval of the IR system administrator and of Hidalgo County
IT.

The Hidalgo County network infrastructure supports a well-defined set of

approved networking protocols. Any use of non-sanctioned protocols must be
approved by Hidalgo County IT.

The networking addresses for the supported protocols are allocated, registered
and managed centrally by Hidalgo County IT.

All connections of the network infrastructure to external third party networks are
the responsibility of Hidalgo County IT. This includes connections to external
telephone networks.

The use of departmental firewalls and other computer related security devices is
not permitted without the written authorization from Hidalgo County IT.

Users must not extend or re-transmit network services in any way. This means
you must not install a router, switch, hub, or wireless access point to the Hidalgo
County network without Hidalgo County IT approval.

Users must not install network hardware or software that provides network
services without Hidalgo County IT approval.
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Users are not permitted to alter network hardware in any way.

Password Policy

Passwords must be changed at least every 90 days.

Passwords should contain a mix of upper and lower case characters and have at
least 2 numeric characters. The numeric characters must not be at the beginning
or the end of the password. Special characters should be included in the
password where the computing system permits. The special characters are
(1@#3%A&*_+=2/~";:,<>).

Passwords must not be easy to guess and they should not be your Username,
must not be your employee number, must not be family member names, must
not be your nickname, must not be your social security number, must not be you
birthday, must not be your license plate number, must not be your pet's name,
must not be your address, must not be your address, must not be your phone
number, must not be the name of your town or city, must not be the name of your
department, must not be street names, must not be obscenities, must not be
technical terms, must not be school names, school mascots or school slogans,
must not be any information about you that is known or easy to learn (favorite
food, color, sport, etc.), must not be any popular acronyms, must not be words
that appear in a dictionary, must not be the reverse of any of the above.

Passwords must not be reused for a period of one year.
Passwords must not be shared with anyone.
Passwords must be treated as confidential information.

Suggestions on creating a strong password:

o Combine short, unrelated words with numbers or special
characters. For example: eA42peN.
Make the password difficult to guess, but easy to remember.
Substitute numbers or special characters for letters, but do
not just substitute. For example:
* livefish - is a bad password.
= L1veF1sh - is better and satisfies the rules, but
setting a pattern of first letter capitalized, and
i's substituted by 1's can be guessed.
= LIv3f1Sh - is far better, the capitalization and
substitution of characters is not predictable.
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Physical Access Policy

All physical security systems must comply with all applicable regulations such as,
but not limited to, building codes and fire prevention codes.

Physical access to all Information Resources restricted facilities must be
documented and managed.

All IR equipment, systems and facilities must be physically protected in
proportion to the criticality and importance of their function at Hidalgo County.

Access to Information Resources facilities must be granted only to Hidalgo
County support personnel and contractors, who job responsibilities require
access to that facility.

The process for granting card and/or key access to Information Resources
facilities must include the approval of the person responsible for the facility.

Each individual that is granted access rights to an Information Resources facility
must receive emergency procedures training for the facility and must sign the
appropriate access and non-disclosure agreements.

Requests for access must come from the applicable Hidalgo County data/system
owner.

Access cards and/or keys must not be shared or loaned to others.

Access cards and/or keys that are no longer required must be returned to the
person responsible for the Information Resources facility. Cards must not be
reallocated to another individual bypassing the return process.

Lost or stolen access cards and/or keys must be reported to the person
responsible for the Information Resources facility.

All Information Resources facilities that allow access to visitors will track visitor
access with a sign in/out log.

A service charge may be assessed for access cards and/or keys that are lost,
stolen or are not returned.

Card access records and visitor logs for Information Resources facilities must be
kept for routine review by the IR system administrator, Elected Official or
Department Head based upon the importance of the Information Resources
being protected. The person responsible for the Information Resources facility
must remove the card and/or key access rights of individuals that change roles

githin Hidalgo County or are separated from their relationship with Hidalgo
ounty.
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Visitors must be escorted in card access controlled areas of Information
Resources facilities.

The person responsible for the Information Resources facility must review access

records and visitor logs for the facility on a periodic basis and investigate any
unusual access.

The person responsible for the Information Resources facility must review card
and/or key access rights for the facility on a periodic basis and remove access for
individuals that no longer require access.

Signage for restricted access rooms and locations must be practical, yet minimal
discernible evidence of the importance of the location should be displayed.

Information Technology Privacy Policy

All electronic media (analog and digital, video, files or other media) created, sent,
received, recorded or otherwise stored on information resources owned, leased,
administered, or otherwise under the custody and control of Hidalgo County are
not private and may be accessed by Hidalgo County at any time without
knowledge of the IR user or owner.

Electronic media controlled by Law Enforcement may, in certain cases, be
deemed evidence and not subject to access by non law enforcement staff.

To manage systems and enforce security, Hidalgo County may log, review, and
otherwise utilize any information stored on or passing through its IR systems in
accordance with the provisions and safeguards provided in the Texas
Administrative Code 202, Information Resource Standards. For these same
purposes, Hidalgo County may also capture user activity such as telephone
numbers dialed and web sites visited.

A wide variety of third parties have entrusted their information to Hidalgo County
for business purposes and all workers at Hidalgo County must do their best to
safeguard the privacy and security of this information. The most important of
these third parties is the individual customer; customer account data is

accordingly confidential and access will be strictly limited based on business
need for access.

psers must report any weaknesses in Hidalgo County computer security, any
incidents of possible misuse or violation of this agreement to the proper
authorities by contacting the appropriate management.

U§ers must not attempt to access or install any data or programs contained on
Hidalgo County systems for which they do not have authorization or explicit
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consent from the department system administrator or the IT department.

Security Training Policy

All new users must attend an approved Security Awareness training class prior to
or at least within 30 days of being granted access to any Hidalgo County
information resources.

All users must sign an acknowledgment stating they have read and understand

Hidalgo County requirements regarding computer security policies and
procedures.

All users (employees, consultants, contractors, temporaries, etc.) Must be
provided with sufficient training and supporting reference materials to allow them
to properly protect Hidalgo County information resources.

IT must prepare, maintain, and distribute one or more information security

manuals that concisely describe Hidalgo County information security policies and
procedures.

IT must develop and maintain a communications process to be able to
communicate new computer security program information, security bulletin
information and security items of interest.

Software Licensing Policy

Hidalgo County provides a sufficient number of licensed copies of software such
that workers can get their work done in an expedient and effective manner.
Management must make appropriate arrangements with the involved vendor(s)
for additional licensed copies if and when additional copies are needed for
business activities.

Third party copyrighted information or software that Hidalgo County does not
have specific approval to store and/or use must not be stored on Hidalgo County
systems or networks. Systems administrators will remove such information and
software unless the involved users can provide proof of authorization from the
rightful owner(s).

Third part software in the possession of Hidalgo County must not be copied
unless such copying is consistent with relevant licensing agreements and prior
management approval of such copying has been obtained, or copies are being
made for contingency planning purposes.

IR System Administrators through the IT department will publish a list of
authorized software that can be installed on PCs and will be supported. Any
software not on this list must be installed only by specific permission form the IR
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system administrator.

IT and the IR system administrator will reserve the right to remove any software
that it deems unnecessary, therefore unsupported.

Virus Protection

All workstations whether connected to the Hidalgo County networks or
standalone must use the Hidalgo County approved virus protection software and
configuration.

The virus protection software must not be disabled or bypassed.

The settings for the virus protection software must not be altered in a manner
that will reduce the effectiveness of the software.

The automatic update frequency of the virus protection software must not be
altered to reduce the frequency of updates.

Each file server attached to the Hidalgo County network must utilize Hidalgo
County IT approved virus protection software and set up to detect and clean
viruses that may infect file shares.

E-mail gateway(s) must utilize Hidalgo County IT approved e-mail virus
protection software and must adhere to the IT rules for the setup and use of this
software.

Every virus that is not automatically cleaned by the virus protection software
constitutes a security incident and must be reported to the IR system
administrator and the IT Department.
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APPENDIX 3

EMPLOYMENT REQUIREMENTS AND RESTRICTIONS:
NEPOTISM

These illustrations depict the relationships that violate the nepotism law.

CONSANGUINITY Elected Official is prospective employee’s:

(Blood) Kinship
First Degree Parent Child
Second Degree Grandparent Grandchild Sister/Brother

Third Degree Great-Grandparent Great-Grandchild Aunt/Uncle Niece/Nephew

AFFINITY Elected Official's spouse is the prospective employee.
(Marriage) Kinship
OR
Elected Official's spouse is prospective employee’s:
OR
Prospective employee’s spouse is the Elected Official's:
First Degree Parent Child
Second Degree Grandparent Grandchild Sister/Brother
NOTE: The spouses of two persons related by blood are not by that fact related. The

affinity chart supposes only one affinity relationship between the Elected
Official and prospective employee through either of their spouses.
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samemengisas:

COUSIN

GREAT
UNCLE

GREAT
GRANDPARENT

Degrees of Relationship Chart

' \ spouse)

/ Individual
1 (officer or

GREAT
GRANDCHILD

NEPHEW

\M“-—~. .._-....——‘—'""/-

When determining the degree of relationship by consanguinity, the Individual in the center is the
officer. For relationships by affinity, the officer's spouse is the individual in the center.

Public Officers: Traps for the Unwary « Office of the Auorney General

89
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APPLICATION FOR OFFICIAL TRAVEL

DATE OF SUBMISSION OF TRAVEL REQUEST:

DATE OF DEPARTURE: DATE OF RETURN:

DESTINATION OF TRIP:

(PLEASE ATTACH ALL SUPPORTING DOCUMENTATION REGARDING THE TRIP)

NAME OF EMPLOYEE THAT WILL ATTEND THE ABOVE TRIP:

NUMBER OF EMPLOYEES IN YOUR DEPARTMENT THAT WILL BE ATTENDING:

REASON FOR THE NECESSITY FOR THE ABOVE NUMBER OF EMPLOYEES TO
ATTEND:

ARE FUNDS AVAILABLE TO PAY FOR THE TOTAL COST OF THE TRAVEL
REQUEST?

WHAT IS THE ACCOUNT NUMBER FROM WHICH YOU WILL BE PAYING FOR THE
TRIP?

-583 (OUT OF COUNTY TRAVEL EMPLOYEES)

-584 (REGISTRATION FEES)

I AUTHORIZE AND ATTEST THAT THE TRAVEL REQUESTED IS NEEDED FOR THE
FOLLOWING REASONS (S):

MANDATORY CONITNUING EDUCATION.

INCREASE KNOWLEDGE IN CURRENT JOB.

STIMULATE PROFESSIONAL INTEREST AND PROVIDE NEW

INFORMATION AND IDEAS.

OTHER
SIGNATURE - ELECTED OFFICIAL/DEPT. HEAD DATE
APPROVAL - BUDGET OFFICE DATE
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T-2
APPLICATION FOR BUDGETARY APPROVAL OF TRAVEL

NAME OF EMPLOYEE ATTENDING TRIP:

DEPARTMENT: ACCT #:

IS THIS TRIP BUDGETED FOR? WAS THE TRIP CONSIDERED WHEN YOUR BUDGET
WAS PREPARED AND APPROVED?

SUMMARY TRAVEL EXPENSES (ESTIMATED):

ESTIMATED COST FOR OUT OF COUNTY TRAVEL (FARES FOR RIDING PUBLIC
CONVEYANCES, PRIVATE CAR MILEAGE, EXPENSES OF OPERATING COUNTY
OWNED VEHICLES, MEALS AND LODGING, BUSINESS RELATED TELEPHONE
CALLS) OBJECT 583:

ESTIMATED COST FOR REGISTRATION FEES AND MATERIALS TO ATTEND

CONFERENCE, SEMINARS OR OTHER EMPLOYEE TRAINING RELATED COURSES,
OBJECT 584:

DETAIL TRAVEL EXPENSES (ESTIMATED):
AIR FARE

BUS FARE

TAXI/CAB FARE

MILEAGE REIMBURSEMENT
GAS/DIESEL FUEL

MEALS

LODGING

TELEPHONE CALLS
REGISTRATION FEES
OTHER

TOTAL TRAVEL EXPENSES:

I ATTEST THAT THE TRAVEL REQUESTED IS NEEDED AND THAT IT IS WITHIN
OUR BUDGET MEANS AND THAT A BUDGET AMENDMENT OR LINE ITEM
TRANSFER WILL NOT BE NEEDED.

SIGNATURE - ELECTED OFFICIAL/DEPT. HEAD DATE

APPROVAL - BUDGET OFFICE DATE
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AUTOMOBILE EXPENSE CLAIM
EMPLOYEE NAME (PRINT); SSN:
PERIOD
EMPLOYE SIGNATURE: COVERED:

ODOMETER READING |DAILY TOTAL
DATE PURPOSE OF TRIP DESTINATION AREA/CITY BEGINNING |ENDING MILES

TOTAL MILEAGE TO BE CLAIMED

X + -

{CURRENT RATE) (TOTAL MILES) [PARKING (RECEIPTS ATTACHED) (TOTAL AMOUNT CLAIMED)

The above report represents a true and accurate account of mileage traveled and expenses incurred
while operating a privately owned automobile, in the sole service of Hidalgo County. | further certify
that this expense was necessary for the operation of this department and the public business, and
that | have not been reimbursed for the above travel expenses.

APPROVED BY: ACCOUNT NUMBER:
DIVISION DIRECTOR/SUPERVISOR INVOICE RECEIVED BY:
ON
APPROVED FOR PAYMENT BY:
GOOD RECEIVED BY:
ON

DEPARTMENT HEAD



AUTOMOBILE EXPENSE CLAIM
CONTINUATION SHEET

EMPLOYEE NAME (PRINT):

EMPLOYE SIGNATURE:

SSN:

T-3(2)

PERIOD
COVERED:

DATE

PURPOSE OF TRIP

DESTINATION AREA/CITY

ODOMETER READING

BEGINNING |[ENDING

DAILY TOTAL
MILES
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FINAL TRAVEL EXPENSE CLAIM

EMPLOYEE NAME: DEPT.
TRAVEL TO CITY: STATE:
PURPOSE OF TRIP:
Reimbursement for expenditures made on account of official business:
DESCRIPTION OF DATES OF TRAVEL FOR YEAR 2
EXPENDITURES MONTH/DAY|MONTH/DAY|MONTH/DAY|MONTH/DAY|MONTH/DAY|MONTH/DAY] TOTALS
Alfine/Bus/Train
Car Rental
TOTAL
Personal Car Mileage MILEAGE
ODOMETER READINGS: |ENDING: BEGINNING @
Hotsl (Excluding Meals)
Parking/Tolls
Taxi and other Ground
Transportation
Telephone
Registration Fees
Meals: Breakfast
Lunch
Dinner
Other (Explain)
EXPLANATORY NOTES:
TOTAL EXPENDITURES
AMOUNTS ADVANCED TO
EMPLOYEE ON: / /
PREPAID (e.g.: AIRFARE, SEMINAR,
HOTEL, ETC)
REMIT TO ME
REMITED TO COUNTY TREASURER
ON / /
APPROVED BY:
EMPLOYEE SIGNATURE DATE DEPT HEAD SIGNATURE DATE
BUDGET ACCOUNT NO:
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OUT-OF-COUNTY
TRAVEL ADVANCE REQUEST
APPROVED:
DEPARTMENT HEAD
FOR: (NAME)
DEPARTMENT:
POSITION:
FROM: (DATES) TO: (DATES)
TOCITY: STATE:
PURPOSE:
ESTIMATED EXPENSES:
HOTEL DAYS @ $40.00 (ADVANCED RATE) $
MEALS . _DAYS @ $26.00 (ADVANCED RATE) $

TRANSPORTATION COMMON CARRIER:

&
o

TRANSPORTATION AUTOMOBILE MILES @ CURRENT $
RATE
OTHER (ITEMIZE)
$
$
$
$
TOTAL $
LESS: 20% STANDARD DEDUCTION $

NET PAYMENT REQUESTED FROM COUNTY

HIDALGO COUNTY WILL BENEFIT FROM THE ABOVE TRIP IN THAT

EMPLOYEE SIGNATURE
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FAMILY/MEDICAL LEAVE HR -1
EMPLOYEE REQUEST FOR LEAVE

Name of Employee Employee's Position

Reason for requested leave:

a. Birth of a son or daughter of the employee and leave to care for such son or daughter.
b. Placement of a son or daughter with employee for adoption or foster care.
c. To care for spouse, child, or parent with a serious health condition.
d. Because of employee's own serious health condition that makes him/her unable to
perform job functions
If "c" please check one: State name and address of relation.

Spouse [ Jchid [ |Parent

Date on which you wish the leave to commence.

Date of anticipated return to work:

Are you requesting leave on a full-time or intermittent basis? [ JFullTime [____ intermitient

If intermittent, please give schedule of when you anticipate you will be unavailable for work.

.................................................................................................................................................

Employees seeking leave because of reason 3(c ) or 3 (d) above must provide medical certification within 15
days or as soon as practicable.

Employees seeking to return to work after leave because of their own serious illness [reason 3(d)] must
also provide medical certification of ability to perform job duties before they are allowed to resume work.

.................................................................................................................................................

| hereby agree that while | am on leave, | will continue to pay my share of health insurance premiums, unless |
elect to discontinue such coverage. | also agree that if | fail to return to work at the end of the leave period, 1
will reimburse Hidalgo County for the cost of health benefits provided during my leave, unless | fail to return
to work because of the continuation, recurrence, or onset of a serious heaith condition or because of other
circumstances beyond my control. If | am unable to return to work because of a serious health condition,

| will provide medical certification from the appropriate health care provider stating that | am unable to perform
the functions of my position on the date that my leave expired or that | am needed to care for my spouse/
parent/child because he/she has a serious health condition on the date that my leave expired. | understand
that | may not be permitted to resume my position with Hidalgo County until | provide medical certification,

as appropriate.

Signature Date
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EMPLOYER RESPONSE TO EMPLOYEE HR - 2
REQUEST for FAMILY/MEDICAL LEAVE

Family and Medical Leave Act of 1993

Date:

To:

From: Hidalgo County

SUBJECT: Request for Family/Medical Leave

On , you notified us of your need to take family and medical
leave due to:

the birth of a child, or the placement of a child with you for adoption or foster care; or
a serious health condition that makes you unable to perform the essential functions
of your job; or

a serious health condition affecting your spouse/child/parent, for which you are
needed to provide care.

You notified us that you need this leave beginning on and that you expect
leave to continue until on or about

Except as explained below, you have a right under the FMLA for up to 12 weeks of unpaid leave in a 12-month
period for the reasons listed above. Also, your health benefits must be maintained during any period of

unpaid leave under the same conditions as if you continued to work and you must be reinstated to the same

or an equivalent job with the same pay, benefits, and terms and conditions of employment on your return from
leave. If you do not retumn to work following FMLA feave for a reason other than: (1) the continuation, recurrence,
or onset of a serious health condition which would entitle you to FMLA leave; or (2) other circumstances

beyond your control, you may be required to reimburse for our share of health insurance premiums paid on

your behalf during your FMLA leave.

This is to inform you that: (check appropriate boxes; explain where indicated)
1. You are eligible not eligible for leave under the FMLA.

2. The requested leave will will not be counted against your annual FMLA
leave entitlement.

3. You will will not be required to furnish medical certification of a serious
heaith condition. If required, you must furnish certification by (insert day)
(must be at least 15 days after you are requirement) or we may delay the commencement of your leave

until the certification is submitted.

4. You may elect to substitute accrued paid leave for unpaid FMLA leave. We will will not

require that you substitute accrued paid leave for unpaid leave FMLA leave. If paid leave will be used, the
following conditions will apply: (explain)

5 (a) If you normally pay a portion of the premiums for your health insurance, these payments will continue
during the period of FMLA leave. Arrangements for payment have been discussed with you and it is agreed
that you will make premium payments as follows: (Set forth dates, e.g., the 10th of each month, or pay
periods, etc. that specifically cover the agreement with the employee.)
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EMPLOYER RESPONSE TO EMPLOYEE HR-2
REQUEST for FAMILY/MEDICAL LEAVE

(b) you have a minimum 30-day (or, indicate longer period, if applicable) grace period in which to make

premium payments. If payment is not made timely, your group health insurance may be cancelled, provided

we notify you in writing at least 15 days before the date that your health coverage will lapse, or, at our option,

we may pay your share of your premiums during FMLA leave, and recover these payments from you upon

your return to work. We ___ will ___ will not pay your share of health insurance premiums while you are on leave.

(c)Wewill___ willnot___ do the same with other benefits (e.g., life insurance disability insurance, etc.) while you
are on FMLA leave. If we do pay your premiums for other benefits, when you return from leave you will__ will not____
be expected to reimburse us for the payments made on your behalf.

6. You ___will ___will not be required to present a fitness-for-duty certification prior to being restored to employment.
If such certification is required but not received, your retum to work may be delayed until certification is
provided.

7 (a) You ___are are not a "key employee” as described in §825.218 of the FMLA regulations. If you are a "key
employee,” restoration to employment may be denied following FMLA leave on the grounds that such
restoration will cause substantial and grievous economic harm to us.

(b) We have have not determined that restoring you to employment at the conclusion of FMLA
leave will cause substantial and grievous economic harm to us. (Explain (a) and/or (b) below. See §825.219
of the FMLA regulations.)

8. While on leave, you ___ will will not be required to furnish us with periodic reports every
(indicate interval of periodic reports, as appropriate for the particular leave situation) of your status and
intent to return to work (see §825.309 of the FMLA regulation.) If the circumstances of your leave change
and you are able to return to work earlier than the date indicated on the reverse side of this form, you

will will not be required to notify us at least two work days prior to the date you intend to report
to work.
9. You will will not be require to furnish recertification relating to a serious health condition.

(Explain below, if necessary), including the interval between certifications as prescribed in §825.308 of the
FMLA regulations.)

Serious Health Condition" means an illness, injury impairment, or physical or mental condition that

involves one of the following:

1. Hospital Care
Inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential medical care facility,
including any period of incapacity or subsequent treatment in connection with or consequent to
such inpatient care.

2 Absence Plus Treatment
(a) A period of incapacity of more than three consecutive calendar days (including any
subsequent treatment or period of incapacity relating to the same condition), that also involves:

(1) 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.g. physical therapist) under orders of, or on referral by, a health care
provider; or (2) 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.

3. Pregnancy
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EMPLOYER RESPONSE TO EMPLOYEE HR-2
REQUEST for FAMILY/MEDICAL LEAVE

Any period of incapacity due to pregnancy, or for prenatal care.
4. Chronic Conditions Requiring Treatments
A chronic condition which:
1. Requires periodic visits for treatment by a health care provider, or by a nurse or
physician's assistant under direct supervision of a health care provider;
2. Continues over an extended period of time (including recurring episodes of a single
underlying condition); and
3. May cause episodic rather than a continuing period of incapacity (e.g. asthma,
diabetes, epilepsy, etc.)
5. Permanent/Long-Term Conditions Requiring Supervision;
A period of incapacity which is permanent or long-term due to a condition for which treatment may
not be effective. The employee or family member must be under the continuing supervision of, but
need not be receiving active treatment by, a health care provider. Examples include Alzheimer's,
a severe stroke, or the terminal stages of a disease.

3 Treatment includes examination to determine if @ serious health condition exisls and evaluations of the condition. Treatment does not include rouline physical examinations, eye
examinations, or dental examinations.

4 A regimen of continuing Ureatment includes, for example, a course of prescription medication {e.9., an antibiotic) or therapy requiring special equipmenl (o resoive or alleviata the health
condition. A regimen of treatmeni does not include Lhe taking of aver Lhe counter of medications such as aspirin, anthistamines, or salves; or bed-rest, drinking fluids, exercise, and other
similar activities that can be initiated without a visit to a health care provider.

6. Multiple treatments (non-chronic conditions)
Any period of absence to receive multiple treatments (including any period of recovery there from)
by a health care provider or by a provider of health care services under orders of, or on referral by,
a health care provider, either for restorative surgery after an accident or other injury, or for a condition
that would likely result in a period of incapacity of more than three consecutive calendar days in
the absence of medical intervention or treatment, such as cancer (chemotherapy, radiation, etc)
severe arthritis (physical therapy), kidney disease (dialysis).
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CERTIFICATION OF PHYSICIAN OR PRACTITIONER HR- 3

(Family and Medical Leave Act of 1993)

1. Employee’s Name:

2. Patient's Name (If other than employee):

3.Diagnosis:

ITEM4 1S TO BE COMPLETED BY THE EMPLOYEE NEEDING FAMILY LEAVE FOR SERIOUSLY ILL
FAMILY MEMBER

4. When Family Leave is needed to care for a seriously ill family member, the employee shall state the care he
or she will provide and an estimate of the time period during which this care will be provided, including a
schedule if leave is to be taken intermittently or on a reduced leave schedule:

5. Date condition commenced: 6. Probable duration of condition:

7. Date of Surgery (if applicable)

8. Regimen of treatment to be prescribed (indicate number of visits, general nature and duration of treatment,
including referral to other provider of health services. Include schedule of visits or treatments it if it medically
necessary for the employee to be off work on an intermittent basis or to work less than the employee's
normal schedule of hours per day or days per week.):

a. By Physician or Practitioner:

b. By another provider of health services, if referred by Physician or Practitioner (include name, address and
telephone number of other provider of health services):

IF THIS CERTIFICATION RELATES TO CARE FOR THE EMPLOYEE'S SERIOUSLY ILL FAMILY MEMBER,
SKIP ITEMS 9 THRU 16 AND PROCEED TO ITEMS 17 THRU 22, OTHERWISE, CONTINUE BELOW, AND
THEN PROCEED TO ITEM 23 THRU 26.




CERTIFICATION OF PHYSICIAN OR PRACTITIONER HR- 3
(Family and Medical Leave Act of 1993)

Check Yes or No in the boxes below applicable to the employee's medical condition. Please add any
explanation you deem necessary in item 16 "Comments/Recommendations” below.

YES NO
9 a] o Is inpatient hospitalization of the employee required?

10 5] o Is employee able to perform work of any kind?

11 (s] o Is employee able to perform all the functions of employee's position?
(Answer after reviewing statement from employer or essential functions of
employee's position, or, if none provided, after discussing with employee).

12 o o Is employee able to perform some of the functions of the employee's position?
(Answer after reviewing statement from employer of essential functions of
employee's position, or, if none provided, after discussing with employee.
Please list at item 16 the details as to which functions the employee can
perform.)

13 (s] o ls it necessary for the employee to be off work on an intermittent basis?

14 o a Is it necessary for the employee to work less than normal schedule of hours
per day or days per week?

15 o a Please call me to discuss this case.

16 Comments/Recommendations:

IF THIS CERTIFICATION RELATES TO CARE FOR THE EMPLOYEE'S SERIOUSLY ILL FAMILY MEMBER,
COMPLETE ITEMS 17 THRU 22 BELOW AS THE APPLY TO THE FAMILY MEMBER AND PROCEED TO
ITEMS 23 THRU 26,

Check Yes or No in the boxes below applicable to the employee’s medical condition. Please add any
explanation you deem necessary in item 22 "Comments/Recommendations” below.

YES NO

17 (a] o s inpatient hospitalization of the family member (patient) required?

18 o o Does (or will) the patient require assistance for basic medical, hygiene,
nutritional needs, safety or transportation?

19 D o After review of the employee's statement (see item 4 above), is the employee’s
presence necessary or would it be beneficial for the care of the patient?
(This may include psychological comfort.)

20 o o Please call me to discuss this case.

21 Estimate the period of time care is needed of the employee's presence would be beneficial:
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CERTIFICATION OF PHYSICIAN OR PRACTITIONER HR- 3
(Family and Medical Leave Act of 1993)

22 Comments/Recommendations:

PHYSICIAN'S OR PRACTITIONER'S SIGNATURE AND ADDRESS

23 Signature of Physician or Practitioner:

24 Physician's of Practitioner's Address:

25 Physician's type of practice (Field of Specialization, if any)"

26 Date Physician of Practitioner Signed:

IE_ THIS CERTIFICATION RELATES TO CARE FOR THE EMPLOYEE'S SERIOUSLY ILL FAMILY MEMBER,
TJHE EMPLOYEE SHOULD COMPLETE ITEM 4 ABOVE AND SIGN AND DATE THIS
CERTIFICATION AT ITEMS 27 AND 28.

27 Employee signature:

28 Date:
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Form P-1
Leave Request Form

Date of request:

Employee making request:
Type of leave requested:
Annual Leave

From: To: Hours:
Date:

Sick Leave
From: To: Hours:
Date:

Comp-Time
From: To: Hours:
Date:

Other (Explain)
From: To: Hours:

Date:
Return to regular duties on:
Reason for leave request:

It is my understanding that failure to return on the above date or failure to notify the County
that I wish an extenstion can result in my seperation from the County.

Employee Signature

“***Time and attendance clerk use only***

Accumulated Leave Balance:
Annual Leave Sick Leave C/T
C/T Available

Time & Attendance Clerk Signature

———— e — et
— = ——

Supervisor Signature Department Head Signature

Remarks:

Original: Employee File
Copy: Employee
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COUNTY OF HIDALGO
SUMMARY OF VACATION, SICK LEAVE, AND HOLIDAY Form P-2

NAME FOR YEAR ENDING:
EMPLOYEE NO. SOCIAL SECURITY NO:

DATE OF EMPLOYMENT EMPLOYEE TYPE: LOCATION
A ENDING

PAY VACATION SICK LEAVE HOLIDAY
PERIOD
DATE/ B. BALANCE FORWARD: _E_BALANCE FORWARD: J. BALANCE FORWARD:
MONTH C D E G H I K L M
YEAR EARNED USED BALANCE | EARNED USED BALANCE | EARNED USED BALANCE

JAN

FEB

MARCH

APRIL

MAY

JUNE

JULY

AUG

SEPT

OCT

NOV

DEC

REMINDER: VACATION AND SICK LEAVE HOURS ARE EARNED AT THE END OF THE MONTH. AT THE END OF THE CALENDAR YEAR, VACATION LEAVE
ACCRUALS EXCEEDING MAXIMUM WILL BE LOST. SICK LEAVE IS NOT TO EXCEED 360 HOURS REGARDLESS OF THE TENURE WITH HIDALGO COUNTY.

YACATION ACCRUAL RATE: TYPE OF EMPLOYEE YEARS EMPLOYED HOURS ACCRUED MAXIMUM CARRY OVER
FULL - TIME 05 8 160
FULL - TIME 5-10 9 160
FULL - TIME 10+ 10 240
FULL - TIME 15+ 0 320
PART - TIME N/A BASED ON HRS WORKEDX 04615 160,240,320
TEMPORARY N/A 0 o

SICK LEAYE ACCRUAL RATE: FULL - TIME N/A 8 360
PART - TIME N/A 4 360
TEMPORARY N/A 0 0



HIDALGO COUNTY, TEXAS F
12 MONTH PERIOD SUMMARY OF LEAVE TAKEN UNDER orm P-3
THE FAMILY MEDICAL LEAVE ACT OF 1993 (FMLA)

(TOTAL OF 12 WORK WEEKS OF FMLA LEAVE ARE ALLOWED DURING ANY 12 MONTH PERIOD)

1 EMPLOYEE NAME: 8. DATE FMLA LEAVE STARTED:
2 EMPLOYEE NO.: 9. DATE FMLA LEAVE ENDS:

(This date should be 12 weeks afters the FMLA
3 JOB TITLE: leave started, Item # 8)

4 DEPARTMENT:

5 TYPE OF EMPLOYMENT (CHECK ONE): FULL-TIME PART-TIME

6 FULL - TIME EMPLOYEE ALLOWED 480 HOURS OF FMLA LEAVE (12 WKS X 40 HRS) FOR ANY 12 MONTH PERIOD

7 PART TIME EMPLOYEE HRS. OF FMLA LEAVE (CALCULATE ON A PRO-RATA BASIS & ENTER IN BLANK)
104 108 10 100
ENTER THE ENDING FMLA LEAVE
DATE OF THE PAY HOURS TAKEN
PERIOD BEING DURING THE
REPORTED PAY PERIOD FMLA LEAVE HOURS BALANCE COMMENTS

BEGINING FMLA LEAVE BALANCE FROM ITEM
# 6 OR # 7 ABOVE (ENTER IN COLUMN 10C)

[T - ST ]

L-T - T I - )

11

12

13

14

15

16

17

18

19

20

21

22

23

24
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Form P4
Request to Pay Accumulated Comp-Time
To: The Hidalgo County Commissioners Court
From:
(Department Head/Elected Official)
Date:
I am requesting that ,
(Name of Employee) {Job Title)
be paid hours of accumulated comp-time because

I understand that law enforcement personnel may acculuate up to 480 hours of comp-time
(320 hours of actual overtime hours worked) and all other non-law enforcement personnel

may accumulate up to 240 hours of comp-time (160 hours of actual overtime hours worked)

before the Fair Labor Standards Act requires payment in cash for any time exceeding these
limits.

This employee is a non-exempt employee under the Fair Labor Standards Act and has

accumulated hours of compensatory time through the last payment period
which ended

(Check One)
The above funds are available within my current budget.
The above funds are not available within my current budget, and I am further

requestiing the approval of the attached line-item transfer(s) and/or amendment
to my budget.

(Department Head/Elected Official)

Approved by Commissioners Court on

Not approved by Commissioners Court on

After action by Commissioners Court, this request must immediately be returned to the
Department Head. If this request is approved by Commissioners Court then it must be
attached to the employees time sheet which is due for the pay period following approval.
Original: Commissioner's Court

Copy 1: Employes File
Copy 2: Employee
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Hidalgo County
Request for Extended Sick Leave Form

Form P-5

Name of Employee: SSN:
Department: Job Title:
Date of Request: No. of days Requested:
Date of Employment:
Accumulated Leave Hours: A/L C/T
S/L
Department Head/Supervisor Date

I have (or will have) used all my available paid leave days for this calendar year
o Do you anticipate any additional days to be needed for follow-up examination treatment?

Yes No

o Have you made claim or are you entitled to Workers' Compensation benefits?
Yes No

o Did you attach a completed P-2 form to your request?
Yes No

The above requested days are needed for the reason of personal illness as described in the attached
statement from my attending physician(or on the physician's letterhead stationary).
Information to be included in the doctor's statement:

o Identification and nature of illness and/or extent of injury.

( An explanation in layman'’s language is preferred).

o Anticipated date eligible to return to work.

o Anticipated days, if any, for follow-up examination or treatment.
The doctor’s statement is attached.  Yes No

Niness Accident
When did symptons begin?
When was doctor consulted?
Name of Physician(s)?
Phone number(s) of Physician(s):

I hereby verify that the information given is valid to the best of my knowledge and I authorize release of my

medical records to the Pool Administrator or designee.

Date Employee's Signature (or Designee, if necessary)

Human Resources Department Use Only:

Number of days approved as of

Date # of Days

Period Covered:

From To

Signature - Pool Administrator (or Designee) Date
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Form P-6
Hidlgo County
Sick Leave Donation Form

RETURN TO HUMAN RESOURCES DEPARTMENT
Only employees with 12 or more months of continuous employment with the County or Precinct
will be allowed to contribute 3 Days but no more than five days each year during open

enroliment.

Name of Employee: SSN:

Department: Date of Employment:

Accumulated Leave Hours: A/L
S/L
C/T

Department Head/Elected Official Date

I have read the Sick Leave Pool Policy concerning the Extended Sick Leave Pool and wish to
contribute by donating (circle #) of my accrued sick leave days.

3 4 5

I understand that these days, once donated, will be subtracted from my sick leave days and can not
be returned.

I authorize the Hidalgo County Pool Administrator to place (# of days) sick leave in the
Hidalgo County Sick Leave Pool. I understand that these days will be subtracted from my accrued
sick leave days.

[ JIELECT NOT TO PARTICIPATE IN THE SICK LEAVE POOL

Employee's Signature Date

Printed Name
Human Resources Departinent Use Only:

e Employee has attached completed P-2 Form
e Employee has met all requirements

Signature of Approal Pool - Administrator Date

Signature of Approal Pool - Designee Date
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Form P-7

HUMAN RESOURCES DEPARTMENT REQUISITION FORM

FORWARD COMPLETED FORM TO:

FROM: (NAME OF DEPARTMENT):

HUMAN RESOURCES DIRECTOR

ANNOUNCE VACANCY USING (Check One Box):

[_JINTERNAL ANNOUNCMENT PROCEDURE [_]OPEN ANNOUNCEMENT PROCEDURE

POSITION TITLE/GRADE

[ ]JNEW POSITION OR REPLACEMENT FOR

DEPT NO POSITION NUMBER
ADVERTISED SALARY: OTHER COMPENSATION:
TYPE OF COMPENSATION:

SPECIAL REQUIREMENTS:
WORK LOCATION/HOURS:
CONTACT PERSON: TELEPHONE NO.

Department Head or Elected Official Date
FUNDS AVAILABLE: YES

NO ON

BUDGETED SALARY, GRADE & STEP:
BUDGETED OTHER ALLOWANCES:

APPROVED BY HR CHIEF OF STAFF/DATE

APPROVED BY HR DIRECTOR/DATE

Approval By Commissioners' Court Required ___Yes__ No. If yes, please attach copy of approval and/or
have authorized representative of Commissioners' Court sign below.

Commissioners' Court Signature/Date

Closing Date
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FORMP - 8

ACKNOWLEDGMENT FORM
LIMITED DURATION EMPLOYMENT
Date: Department:
Employee: SSN:

To the Members of the Hidalgo County Commissioners Court:
| acknowledge, understand and agree that:

(1.) 1 have been offered employment with Hidalgo County ("County") to fill a
position vacated by a County employee ("former employee") who was called to
military duty, that my position is one of limited duration, and that my County
employment will end when the former employee returns from military duty;

(2.) | am being hired to work a 40 hour work week, but that | am not guaranteed
any minimum hours, and | have no guarantee of any minimum or maximum
employment terms;

(3.) The length of my County employment is dependent solely on when, or if, the
former employee returns to County employment after the former employee's military
duty period ends; and

(4.) If | complete six months of probationary employment with the County in the
position | am being offered, that | will become a regular employee entitled to any
benefits afforded to a regular County employee, but that even after | become a
regular County employee, my employment nevertheless will end when the former
employee returns from military duty.

| accept the County's limited duration employment offer on the terms and
conditions outlined herein.

Employee Signature Date
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CONFERENCE NOTES

Employee Name

|Employee's Title iDepartment

Use additional sheets if necessary.

FOLLOW-UP ON ACTION ITEMS FROM PREVIOUS CONFERENCE (If applicable):

REASON FOR CONFERENCE:

ITEMS COVERED IN CONFERENCE:

Supervisor's Namg ‘Supervisor's Title |Date of Conference

Form P-9




LPLPLLEEEEETEELT RSB C0000000000063060660¢¢ds43

Form P-9

ACTION ITEMS (if applicable):

STEPS TO BE TAKEN IF ACTION ITEMS UNMET (if applicable):

EMPLOYEE COMMENTS:

| have read these conference notes and received a copy of them.

Signature - Employee Date Signature-Elected Official/ Date
Department Head

f— e ——

I certify that these conference notes were presented to and that

the employee refused to sign these notes. {Name of Employee)

Signature Date

The Elected Official/Department Head signs unless a dismissal recommendation has been

discussed. In that case a witness Department Head of Witness must sign.
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Form P-10

PERFORMANCE ASSESSMENT AND DEVELOPMENT PLAN

Employee Name

Supervisor's Name
Type of Appraisal

——

Social Security Number lJob Title

o Probationary Period

=

Brief Description of Job:

Date of Plan |Period Covered IHire Date o
a Annual o Other (Specify):

_———— . —

PERFORMANCE OBJECTIVES AND KEY PERFORMANCE INDICATORS (The rater completes this
section within 30 days after the employee is assigned to the position.)

| acknowledge that a copy of my Performance Objectives and Key performance indicators has been

provided to me

on this date.

Signature - Employee

Date

Signature - Elected Official/ Date
Department Head or Supervisor
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Form P-10

PERFORMANCE OBJECTIVES AND KEY PERFORMANCE INDICATORS (continued)



PLLLLELEELEEEEEEBLEEE L OGO 0008888488484 33848é4843

Form P-10

EMPLOYEE'S SUMMARY OF SIGNIFICANT PERFORMANCE OBJECTIVE

ACCOMPLISHMENTS AND OTHER SIGNIFICANT CONTRIBUTIONS (Please limit comments
to space provided below.) ¥



P55GHEEEETTTHLEEEEEEOCCCOCOCOO00000O0IOOIIIISIeT

. PERFORMANCE ASSESSMENT

Form P-10

For each of the following performance assessment areas assess the employee's effectiveness
by checking the appropriate box, Do not assess non-supervisory employees on performance
assessment area 6. If you check "Does Not Meet Requirements” you must give specific

behavioral examples in Part IV and address in Part VIIl.

1. Teamworldinterpersonal Relationships

* Develops and maintains effective work relationships

* Effectively uses interpersanal skills to facilitates a team approach

* Handles conflict in 2n effective manner

*Wiliingly shares available resources for the good of the dept.

*Willingly shares informaticn with others

*Considers the positicn, feelings, and perspectives of others in achieving results
* Keeps superior and appropriate others informed of work activities

2. Leadership

* Has a vision for the work group

*Encourages and rewards innovative approach to problem solving

*Obtaing high achiavement levels from others

* Encourages, rewards intelligent risk-taking, does not punish occasional failures
* Modsls sound public service and management values with client, staff and community
*Gains acceptance of ideas and recommendations

*Gives others credit for their contributions and accomplishments

*Is sought cut by peers for advise and counsel

*Supperts program and County policies and procedures in a positive manner
3. Decision Making

* Considers the broader impact of various decision altematives such as effect on
cliants, employees, public, etc.

*Takes logical, rational approach to problems

*Balances risk vs. assured outcoma which reflect good judgment

*Makes own decisions, seeking help when appropriate

*Makes timsly decisions

* Accepts responsibility for decisions

4. Communication

*Actively listens to understand cthers

*Writes clearly and concisely

*Makes clear, concise, organized presentations

* Effectively communicates information to appropriate people

* Uses content (words, level of detail) appropriate for audience

5. Planning/Organizing/Flexibility

*Develops plans mindful of clients, program goals and the County image in the
community

*Sets ambiticus, but realistic goals and deadlines, keeps the long-term perspective
*Strongly emphasizes planning for self and subordinates

*Coordinates rescurces and people effeclively to achieve a balanced workload

*Organizes effactively work teams

*Responds effectively to unferaseen job demands

*Effectively handles multiple responsibilities

*Anticipates needs/problems; plans relevant actions

Does Not
Meet
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Form P-10
Does Not ‘ﬁ__ ——
Not Meet Masts Exceeds Superior
Applicable Requirements Reg_gi_r_mn!s Requﬂ'enpi Performance
6. Human Resource Management and Development _ -
*Provides effective supervision of assigned staff
*Provides information, guidance and devetopmant opportunities for subordinates
* Provides engoing, timely, honest and useful performance feedback
“Writes appraisals that accurately reflect employee achievements and abilities
*Completes and shares appraisals in a timely manner
‘Handles personnelperformance probiems in accordance with County polictes and expociations
Delegates responsibilities with commensurate amount of authority and follows up approprialely
*Effectively invcives subordinates in decisions affecting them
. SUPERVISOR'S COMMENTS ON ACHIEVEMENTS AND PERFORMANCE ASSESSMENT

AREAS. (Performance Assessment Areas notes as "Does Not Meet Requirements” must be
documented.)

V. ADDITIONAL CONSIDERATIONS

1. Employee's observance of work rules, including compliance with FLSA requirements.

Comments:
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Form P-10
Vi. OVERALL RATING FORMULA. (The Elected Official/Department Head must attach Jjustification
for giving an overall rating that is not consistent with this formula.)
o Superior Performance o Meets Requirements
o Exceeds Requirements o Does Not Meet Requirements
Superior: All Assessment Areas are rated as "Superior Performance.”
Exceeds: At least four assessment areas are "Superior Performance” or "Exceeds Requirements.”
Meets: At least five assessment areas are rated at least as "Meets Requirements.” No more than one of
the assessment areas is rated as "Does Not Meet Requirements.”
Does Not: Any two or more of the assessment areas are rated as “Does Not Meet Requirements.”

*Failure to attain a level of at least "Meels Requirements" on any assessment area may result in an overall rating of "Does Not Meet Requirements.”
This is usually when an employee has not improved to an adequate level of performance within a reasonable period of time after appropriate
supervisory assistance has been given to the employee.

/18 RECOMMENDATION

o Change to Regular Status o Retain at Regular Status o Place on Department Probation
o Other (Specify):

VIl PERFORMANCE DEVELOPMENT PLAN

(The rater obtains input from employees for completing this section) Describe an action plan to improve or
enhance performance, develop the employee, and/or enhance career opporiunities.

Signature - Elected Official/ Date
Department Head or Supervisor
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Employee Comments:

| have received a copy of this performance appraisal { pages)

Form P-10

| certify that this performance appraisal was presented to

*The supervisor signs unless a dismissal recommendation has been discussed. In that case, a witness must sign.
—_—— e 0 ——————_——————— e ——

Signature- Employee

Date

———t
and that

the employee failed to sign it.

*Signature- Elected Official/Department Head,
Supervisor or Witness

Date
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Form P-11

PERFORMANCE AND DEVELOPMENT PLAN AND EVALUATION

lEmp!oyee Name Social Security Number Job Number
Job Title Functionat Title (if different) Hire Date
Date Assigned Rater Date Assigned Position Date of Plan |Date Evaluation Due Period Covered by Evaluation
From To

REASON FOR EVALUATION

o Probationary Period o Conference (Cpticnal) o Annual

o Other (Specify):

e — ———

Brief Description of Job:

e EEEEEEE———

PERFORMANCE PLAN - List
Task Statements, Followed by
PRIORITY Performance Standards) ACTUAL ACHIEVEMENTS ER MR NMR

—— e —— —

ER = EXCEEDS REQUIREMENTS MR = MEETS REQUIREMENTS NMR = NOT MEETING REQUIREMENTS
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Form P-11
e ————
PERFORMANCE PLAN - List
Task Statements, Followed by
PRIORITY Performance Standards) ACTUAL ACHIEVEMENTS ER MR NMR
[——— —
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Form P-11

Employee Review and Comments:

PERFORMANCE PLAN - List \
Task Statements, Followed by
PRIORITY Performance Standards) ACTUAL ACHIEVEMENTS ER MR NMR

I acknowledge that a copy of my Performance plan has been shared and provided to me on this date.

Signature - Employee (or Witness) Date

Signature - Elected Official/ Date
Department Head or Supervisor



Form P-11
PERFORMANCE EVALUATION

OVERALL RATING FORMULA. (The Elected Official/Department Head must attach justification
for giving an overall rating that is not consistent with this formula.)

o Superior Performance o Meets Requirements

o Exceeds Requirements o Does Not Meet Requirements
Superior: All Assessment Areas are rated as "Superior Performance.”
Exceeds: At least four assessment areas are "Superior Performance” or "Exceeds Requirements.”
Meets: At least five assessment areas are rated at least as "Meets Requirements.” No more than one of

the assessment areas is rated as "Does Not Meet Requirements.”

Does Not: Any two or more of the assessment areas are rated as "Does Not Meet Requirements.”

*Failure to attain a level of at least "Meels Requirements” on any task may result in an overall rating of “Does Not Meet Requirements.”
This is usually when an employee has not improved to an adequate level of performance within a reasonable period of time after appropriate
supervisory assistance has been given to the employee.

COMMENTS: (May be used for Elected Official/Department Head comments on overall rating formula.)

OBSERVANCE OF WORK RULES: May be used to record how well employee observes work rules. Record
statements adherence or deviations. If an adverse action is recommended for violation of work rules, submit a
narrative report by memorandum.

FOR POSITIONS WITH PRIMARY DUTIES OF DRIVING:

Is driver's license current and valid? o Yes o No
If yes, give date that validity was verified:

RECOMMENDATION AND OTHER SIGNIFICANT COMMENTS: Record here a specific recommendation, such as
change regular status, retain at regular status, or place on department probation. Record here any additional
significant items which not recorded elsewhere in this document.
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Form P-11

EMPLOYEE DEVELOPMENT PLAN

EMPLOYEE STRENGTHS, ACCOMPLISHMENTS, AND GOALS: Give the employee's current strengths and
accomplishments. Indicate employee's present and/or future goals.

DEVELOPMENT NEEDS: List any areas in which employee needs to develop to meet current job responsibilities
and/or enhance career opportunities.

ACTION PLANS: List specific actions, courses, training, etc., planned to meet these development needs. Indicate
when the action is to take place and who is responsible for the action plans.
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Form P-11

PREVIOUS ACTION PLANS: (if applicable): Enter the specific results under the employee's development plan for

the prior rating period.

Signature - Elected Official/Department Head Date

EMPLOYEE REVIEW - Optional Comments: If the employee wishes to do so, any comments concerning the
performance evaluation (for example, agreement or disagreement) may be indicated in the space provided below.

| have read these performance evaluation { ) pages and
discussed the contents with my Elected Official/Department
head. My signature means that | have been advised of my
performance status and does not necessarily imply that |
agree with this evaluation.

Signature - Employee Date

| hereby certify this performance evaluation ( ) pages
was presented to (employee)
and that the employee refused to sign the evaluation.

Signature - Witness Date
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FORM P- 12

DATE

EMPLOYEE NAME
ADDRESS
CITY, STATE, ZIP

RE: TEMPORARY EMPLOYMENT WITH HIDALGO COUNTY

Dear EMPLOYEE NAME:

You have been offered employment with Hidalgo County as a Temporary Employee, as defined
in the Temporary Rules of the. Hidalgo County Personnel Policy Manual. As a Temporary
Employee, you will be hired for a maximum of 40 hours per week, and for a period not to exceed
six months. This, however, does not constitute a guaranty of minimum hours or a minimum
employment period. Your employment as a Temporary Employee does not entitle you to any
benefits afforded Regular Employees of the County, nor are you entitled to all protections of
Regular Employees under the Civil Service System.

Please acknowledge, by executing the enclosed copy of this letter, that you have received a copy
of this notice, and that you have read and understand its contents. Please return the executed
copy of this letter to me at your earliest convenience.

Sincerely,

DEPT HEAD/ELECTED OFFICIAL,

TITLE

Enclosure

I understand and agree to employment as a Temporary Employee of Hidalgo County.

EMPLOYEE NAME

cc: Esther A. Cortez, Human Resources Director



HIDALGO COUNTY, TEXAS FORMP -13
EMPLOYEE CHANGE OF STATUS

DATE
EMPLOYEE: EFFECTIVE DATE: EMPLOYED:
EMPLOYEE NO.: SOCIAL SECURITY NUMBER:
TITLE (NEW): TITLE (OLD):
DEPARTMENT NO. (NEW): DEPARTMENT NUMBER (OLD):
SLOT NO. {NEW): SLOT NUMBER (OLD):
FLSA STATUS (circlo one of the following):  Exempt / Non-Exempt ACCOUNT NO. (OLD):
COMPENSATION oL NEW BI-WEEKLY
TYPE ACCOUNT NUMBER AMOUNY AMOUNT {LEAVE BLANK) | {LEAVE BLANK)
SALARY 1
SALARY 2
SALARY 3
HOURLY EMPLOYEE WA
LONGEVITY
TRAVEL ALLOWANCE N/A
TRAVEL ALLOWANCE 2 NA
TRAVEL ALLOWANCE 3 NIA
INTERPRETER PAY
RENTAL ALLOWANCE NA
OTHER
WORK STATUS
ESTIMATED ESTIMATED
CHECK ANNUAL TERMINATION
REASON FOR CHANGE LAST WORK DAY ONE HOURS DATE
HIRED REGULAR
REHIRED FULL-TIME NA N/A
PROMOTION REGULAR
DEMOTION PART-TIME NA
RETIREMENT TEMPORARY
SALARY INCREASE FULL-TIME
DISCIPLINARY TEMPORARY
PROBATION PART-TIME
RESIGNATION
DISCHARGED PREPARED BY: DATE
LENGTH OF SERVICE
LAYOFF
OTHER (EXPLAIN BELOW): APPROVED BY DEPARTMENT HEAD: DATE
APPROVED BY HUMAN RESOURCES DIRECTOR: DATE
FUNDING VERIFIED 8Y BUDGET QFFICER DATE
APPROVED BY COUNTY TREASURER DATE
‘1.} POSITION BUDGETED AMOUNT: §
‘1.) AS APPROVED 8Y COMMISSIONER'S COURT: (DATE)
{ 3. ) WORKER'S COMP., {2.) CNVIL SERVICE
I. PLEASE COMPLETE ALL THE INFORMATION REGUIRED. INCOMPLETE FORMS W/C CODE | INITIALS EXEMPT NONEXEMPT
WILL BE RETURNED AND TIMELY PAYMENT WILL NOT 8E GUARANTEED.

1. PLEASE MAKE SURE THIS SLOT AND SALARY OR RATE HAS BEEN
APPROVED BY THE GOVERNING BODY. {1.) MUST BE COMPLETED BY: DEPARTMENT SUBMITTING FORM
(2.) MUST BE APPROVED 8Y HUMAN RESOURCES DEPT.
I. PLEASE PRINT OR TYPE ALL INFORMATION, {3.) MUST BE REVIEWED BY WORKER'S COMP. COORDINATOR




EMPLOYEE MANUAL ACKNOWLEDGMENT FORM

| acknowledge receipt of this employee manual. | have read the Hidalgo County
Personnel Policy Manual. It describes important information about Hidalgo County, and
| understand that | should consult the Human Resources Department regarding
questions not answered in the manual.

| further understand that the contents of this manual can in no way constitute an
employment contract and do not create contractual rights regarding termination,
continued benefits, or any other matter, including, but not limited to, my employment at
the will of the County. Final interpretation and application is within the discretion of the
County. Since the information, policies, and benefits described in the manual are
necessarily subject to change, | acknowledge that revisions may occur. | understand
that revised information may supersede, modify, or eliminate existing policies. Only the
Commissioners of Hidalgo County have the ability to adopt any revisions to the policies
in this manual.

Name of Employee

Signature of Employee Date Signed

Social Security Number

e ity st o




