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1.00 GENERAL POLICIES
1.01: Authority

In accordance with the regulations of Polk County and the Texas Local Government Code, the Polk
County Commissioners Court formally establishes and approves the personnel policies for Polk County,
Texas. The Court exclusively maintains the authority to approve any amendments, deletions, revisions;
or additions to these policies.

1.01.1: Supersession Clause

These policies are the only set of rules for all county employees and replace and supérsede any
previous policies. Only changes approved by the Polk County Commissioners Court arefalid@and can
be enforced within the county. These changes must be officially accepted during publicimeetings,
following the Texas Open Meetings Act (TOMA)', to ensure the process is transpakent and the public
can participate.

1.01.2: Subordinate Provisions

Additionally, elected officials or department heads can set specific rulesdortheir departments, but these
must align with the broader county personnel policies. If there is_a“Genflict, county policies take
precedence, especially if recently updated or amended, ensuring gonsisteney and legality.?

1.02: Severability

The provisions of the Polk County personnel policies are, desighed to be separable. If a court of
competent jurisdiction finds any provision or part of these pelicies invalid, illegal, or unenforceable, this
decision will not impact the rest of the manual, which will,continue to be fully effective, similar to the
Texas Civil Practice and Remedies Code Section 84.008.°

1.03: Responsibility for Implementation afPersonnel Policies

Responsibility for the implementation and oversight,of personnel policies in Polk County is distributed
among several designated offices and officials to ensure effective governance and compliance:

1.04: Purpose'@i.Pefsonnel Policies

This document outlines the core principles and regulations that guide employment within Polk County.
It detailséthe‘benefits, rights, and responsibilities associated with county employment, designed to
ensure that'both staff and supervisors adhere to practices that are consistent, equitable, and effective.

" TheTexas Open Meetings Act (TOMA) requires that governmental meetings in Texas be publicly accessible, with exceptions
fersspecific sensitive topics. It mandates public notices, accessibility for the disabled, and bans proxy voting. Officials must
complete TOMA training within 90 days of taking office, and violations can lead to penalties including removal. This ensures public
invelvement in decision-making, such as policy changes by the Polk County Commissioners Court.

2 The Texas Regulatory Consistency Act, passed as House Bill 2127 in 2023, amends the Texas Local Government Code to
mandate that local municipalities align their ordinances and rules with state laws.

3 Texas Civil Practice and Remedies Code Section 84.008 includes a severability provision, ensuring that if any part of the code
is found unconstitutional or invalid, the remaining sections remain enforceable. This allows parts of legal documents to be
separated, ensuring the rest can still be enforced.
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The ultimate goal of these policies is to enhance the quality of services provided to the citizens of the
county, promoting transparency and equity in all employment relations.

1.05: Applicability of Personnel Policies

These personnel policies are enforced uniformly across all county employees unless there is a specific
exemption outlined within these policies for certain employee classes. If federal or state laws,o
regulations override these local policies for particular groups of employees, such laws or regulatiol
will only replace these personnel policies to the extent required for legal compliance.

1.06:; Dissemination of Personnel Policies

The Office of Human Resources holds the official collection of Personnel Policies an%di
manual and any updates to each Department Head or Elected Official. These individus
with informing employees about changes and ensuring access to the most current pdl
policy queries, the Human Resources’ official documents serve as the autho
employees must read this manual thoroughly and adhere to its stipulations.
employment commencement, employees must sign a statement confirming t
manual. This process complies with the Texas Public Information Act
Disabilities Act, ensuring public access to information and accessibility;n

or specific
ource. All
two weeks of
tanding of the
Americans with
cations.

1.07: Equal Employment Opportunity

The County is firmly committed to eliminating discrimination in ever
This commitment covers various areas, including job structurin
appointment, placement, training, upward mobility, and
discrimination on the basis of race, age, sex, religion, col i
gender identity, or genetic information. All personnel de
qualifications and job-related factors such as skills, kngwi
to perform the duties of the position. Moreover, ar
who alleges discrimination based on any of the
policy adheres rigorously to federal laws includ
Disabilities Act Amendments Act (ADAAA) of
2008, and Texas Labor Code Chapter 21°.

ot of personnel administration.
ment, examination, selection,
ine, and extends to prohibiting
, national origin, sexual orientation,
| be based solely on occupational
education, experience, and the ability
ation or discrimination against an employee
antioned categories is strictly forbidden. This
e VIl of the Civil Rights Act*, the Americans with
Genetic Information Non-discrimination Act of

Americans with Disabilities Act Am Act

it any harassment of, or discriminatory treatment of employees
on the basis of a disability or | employee has requested a reasonable accommodation. If an
employee feels they have been subject to such treatment, or has withessed such treatment, the
situation should be reported to your elected official, appointed official, department head or the county
attorney. All elected officials, appointed officials, department heads and employees with responsibilities
requiring knowledge are insfructed to treat the employee’s disability with confidentiality.

It is the policy of Polk County t

It is Polk County's
accommodation
Disabilities Ac

10 reasonably accommodate qualified individuals with disabilities unless the
mpose an undue hardship on the county. In accordance with the Americans with
amended (ADAAA), reasonable accommodations may be provided to qualified
lities when such accommodations are necessary to enable them to perform the
their jobs, or to enjoy the equal benefits and privileges of employment. This policy

VIl of the Civil Rights Act of 1964 is a landmark federal law that prohibits employment discrimination based on race, color,
sex (including pregnancy), and national origin.

The ADA Amendments Act of 2008 (ADAAA) expanded the definition of "disability" under the Americans with Disabilities Act of
1990, enhancing protections by broadening the scope of major life activities, clarifying disability criteria, rejecting narrow
interpretations, focusing on discrimination, including a comprehensive list of major life activities, excluding mitigating measures,
and covering episodic or remissive impairments.

% Texas Labor Code Chapter 21 covers employment discrimination in Texas, providing protections against discriminatory practices
based on race, color, religion, sex, national origin, age, and disability

2
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1.08:; Affirmative Action

The County commits to affirmative action ensuring that applicants are employed and that employees
are treated fairly throughout their employment, without discrimination based on race, color, disability
(as defined by the Americans with Disabilities Act Amendments Act (ADAAA) of 2008), religion, sex
(including sexual orientation and gender identity), national origin, age, genetic information (as protected 4
by the Genetic Information Non-discrimination Act of 2008), political affiliation, or any other factorg.
unrelated to merit.

1.09: Confidentiality / Security of Information

Under Texas state law concerning public records and confidentiality, Polk County mandate H‘fat aII
employees strictly follow specific guidelines designed to protect and maintain the conflderihallty of all
handled information. These protocols, shaped to meet both county-specific needs and smte legislative
requirements, aim to preserve the integrity and trust in county operations. Employeas aré’i’eqwred to
treat all information as confidential, using it solely for official purposes. Dtsclosurg pesmitted only
when absolutely necessary, under a strict "need-to-know" basis, and must comply wﬂ beth Polk County
and Texas state regulations.

Disclosures of confidential information within Polk County are strictly limitgg 0'désignated officials as
per the Texas Public Information Act. Each department may establish it§; protocols based on state
laws to manage sensitive information.” Unauthorized disclosure |s'ﬁmh’?bttea unless approved by a
department head or elected official, and must comply with the T ntity Theft Enforcement and
Protection Act which details procedures for reporting breachespand securing personal data.®
Departments are permitted to develop specific confidentiality, -p_l_'otocols that align with operational
needs. Employees handling sensitive data are required to securedphysical and digital data following
federal and state laws, like HIPAA. Compliance with these/pi tocols is ensured through periodic audits
and adjustments in response to legislative changes and” ‘eybersecurity updates.

1.10: Harassment Policy
Polk County is committed to a work environm hich all individuals are treated with respect and
dignity. Each individual has the right to wotlg,in, a professional atmosphere that promotes equal
employment opportunities and prohibits unlawful’ discrimination practices, including harassment.
Therefore, Polk County expects that all relatienships among persons in the office will be business-like
and free of explicit bias, prejudice and harassment. Polk County has developed this policy to ensure
that all its employees can work in anhviroRment free from unlawful harassment, discrimination and
retaliation. . 4

Polk County is committed to a diséﬁ’minaﬁon free workplace.® This policy ensures that all employees,
contractors, vendors, and agents of Polk County are treated with respect and dignity, and it applies
across all locations and work-rélated activities. It addresses harassment based on race, color, religion,
sex (inclusive of pregnancy« ‘gender identity, and sexual orientation), national origin, age, disability, or
genetic information. €3¢

Harassment m!hg workplace refers to unwelcome conduct based on protected characteristics, such
as race, color |gian, sex (including sexual orientation, gender identity, or pregnancy), national origin,
age (beglnnlrtg atage 40), disability, or genetic mformatlon It becomes unlawful when either:

1. EQduﬁmg the offensive conduct becomes a condition of continued employment.

2. '[hé*egnd(fct is severe or pervasive enough to create a work environment that a reasonable
! son would find intimidating, hostile, or abusive.

xamples of harassment include offensive jokes, slurs, physical threats, intimidation, and
'Suits F’Fevenhon through clear communication, anti-harassment training, and prompt action is crucial
@alntalnlng a respectful workplace. If you encounter workplace harassment, consider reporting it to

'7 Texas Government Code §2054.059 emphasizes the protection of electronic data, necessitating regular risk assessments and
~ mandatory reporting of data breaches, including notifying affected individuals and state authorities as per state laws.

8 The Texas Identity Theft Enforcement and Protection Act requires implementation of reasonable procedures to protect sensitive
personal information, including notifying affected individuals within 60 days of a data breach

¥ Adheres to Federal Title VIl of the Civil Rights Act of 1964 and the Texas Commission on Human Rights Act (TCHRA) which
establish a legal framework for preventing discrimination and handling harassment claims in the workplace

3
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management early to prevent escalation. If your manager or supervisor is the one harassing you, report
it to HR. Here are some examples of workplace harassment:

Remember, it is essential to address and prevent harassment promptly to_maintain a respectful
workplace. If you encounter any of these behaviors, consider reporting them t@ your HR department or
management.

The county provides multiple reporting channels to facilitate timely and“@enfidential reports, ensuring
no fear of retaliation. All harassment complaints are investigated thoroughly and swiftly, with
confidentiality preserved as much as possible. Substantiated harassment cases will lead to corrective
actions, which may include termination. The county strictly prohibits any retaliation against individuals
reporting harassment or participating in investigations.

Polk County treats harassment accusations seriously, ‘recegnizing their potential impact on the
accused’'s career and reputation. False allegations; “dishonesty during investigations, lack of
cooperation, or confidentiality breaches violate this“policy and may result in disciplinary actions,
including termination.

Polk County is committed to a workplace “free,of harassment. Harassment includes unlawful,
unwelcome words, acts or displays based on sex, including lesbian, gay, bi-sexual or transgender
status, sexual orientation or gender identity, race, color, religion, national origin, age, genetic
information, pregnancy, disability, family “or_military leave status or veteran’s status. Such conduct
becomes harassment when (1) thelsubmission to the conduct is made a condition of employment; (2)
the submission to, or rejection of, the‘gonduct is used as the basis for an employment decision; or (3)
the conduct creates an offensiveintimidating or hostile working environment or interferes with work
performance.

Harassment is strictly prohibited by Polk County whether committed by an elected official, appointed
official, department head, c@-worker or non-employee with whom the county does business.

Retaliation against an employee who reports harassment or who cooperates in the investigation is
prohibited by law as well as this policy. Employees who feel they have been subjected to illegal
retaliation should immediately report the situation to the elected official, appointed official, or department
head who is responsible for the department in which they work. If, for any reason, the employee feels

4

© 2025 The Write Direction Inc. All rights reserved.



that reporting the retaliation to the official or department head may not be the best course of action, the
report should be made to the Human Resources Director.

Remedial action will be taken in accordance with the circumstances when the county determines
unlawful harassment or retaliation has occurred, up to and including termination.

1.10 (b): Sexual Harassment Policy

Polk County is committed to maintaining a workplace free from sexual harassment, ensuring all
employees are treated with dignity and respect. It enforces a strict zero-tolerance policy towards sexual
harassment,'?, Texas state laws, and local statutes. Employees must comply with this policy; vielations
will result in disciplinary measures, potentially including termination.

Sexual harassment encompasses a range of unwelcome behaviors of a sexual nature, whether they
be verbal, non-verbal, or physical. Examples of such conduct include, but are not limitedito:

Additionally, in line with Sex Discrimination Guidelines Section®1604.11, sexual harassment may
involve!:

Polk County clarifies that interactions basedsen personal or social relationships without discriminatory
intent on employment are not considered fafassment. Whether certain behaviors qualify as sexual
harassment will be assessed by the gountyafter reviewing the specific facts and context involved.
Employees who face or observe sexual harassment must promptly report it to their supervisor or directly
to the Human Resources Supegrvisor, ‘@specially if the harassment is from their own supervisor. The
county has established grievance precedures for filing such complaints, and all supervisors are required
to treat these reports with seriousness and escalate them to Human Resources.

The Human Resources Supérvisor is tasked with:

Discussions ‘about the incident should be limited to those involved in the investigation. No employee
will fage retaliation or disciplinary action for filing a complaint about sexual harassment. To highlight the
significance of this policy, every employee is required to sign an acknowledgment of understanding and
receiptiof,these guidelines, which is then stored in their personnel file.

10 Meritor Savings Bank v. Vinson, 477 U.S. 57 (1986). This landmark U.S. Supreme Court decision recognized sexual
harassment as a form of sex discrimination actionable under Title VI of the Civil Rights Act of 1964, setting important precedents
for analyzing unlawful conduct and employer liability in workplace sexual harassment cases.
1" Sex Discrimination Guidelines Section 1604.11 outlines sexual harassment as sex discrimination under Title VII, noting it
includes unwelcome sexual advances, requests for favors, and other sexual conduct affecting employment conditions or creating
a hostile work environment, and sets guidelines for employer liability and corrective actions.

5
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1.10c: Workplace Violence
Polk County is committed to a violence-free workplace, strictly prohibiting all violence and threats,
whether serious or in jest. Employees must report any suspicious activities or remarks to their
supervisor, and stay alert to any unusual behavior from the public or other employees, reporting these
to either their supervisor or the sheriff's department. Any violation of this policy will be thoroughly
investigated and may result in disciplinary actions, up to and including dismissal.

1.11: Persons with Disabilities
Polk County adheres to the Americans with Disabilities Act Amendments Act (ADAAA) and Tex

Code, ensuring that all employment aspects—from the application process and daily activi he
working environment, benefits, training, and advancement—are accessible to indi with
disabilities. The county commits to providing reasonable accommodations for qualified & s and

employees with disabilities unless such accommodations would cause undue hat
operations. .

1.12: Genetic Information Nondiscrimination Act

This policy aligns with the Genetic Information Non-discrimination Act (GIN
US Department of Labor, prohibiting discrimination based on genetic inf
forbidding mandatory genetic testing of employees.'? It also limits
provides additional protections. Polk County will not seek or use,
for employment or benefits decisions, except as legally required"
accordance with federal GINA regulations and relevant Texas health :

f 2008, enforced by the
tion in health plans and
on of genetic data and
ormation from employees
‘essential safety reasons, in
safety codes.

1.13: Changes to Policies and Employee Suggestie

Personnel policies may be modified, updated, or expa
with a minimum of 72-hour notice, following the Te
Resources office conducts an annual policy review
approval before the new fiscal year to impra
standards. Employees are encouraged to submi
department head or elected official for review
for staying informed about any policy chan

y time by the commissioners' court,
Open Meetings Act (TOMA). The Human
_the budget process, suggesting updates for
gement and ensure compliance with legal
ck on policies or work conditions through their
2 commissioners’ court. They are also responsible
and seekmg necessary clarifications or assistance.

1.14 Safe Harbor Act

Polk County is dedicated to adh o the Fair Labor Standards Act (FLSA)'® and Texas Payday
Law', ensuring all compensati actices are legally compliant and accurately executed. Despite
efforts to minimize errors, discrepancies in pay such as overpayments can occur and should be reported
immediately for correction in the next payroll cycle. Non-exempt employees must maintain accurate
records in their time sheets of‘all work hours, including regular, overtime, and any deviations such as
absences, tardiness, early départures, or meal breaks, and ensure their timecards reflect this precisely.
Unauthorized work ide scheduled hours is prohibited, and employees should not start early, stay
late, or work throu hbreaks without explicit supervisor approval. Additionally, "off-the-clock" work
is strictly forbid any infractions requiring immediate reporting to Human Resources and
carrying the risk ciplinary actions, up to termination.

Exempt
covering

2mployees receive a fixed salary set when they are hired or upon becoming exempt,
orked without regard to the quantity or quality of work. This salary can be changed
nsistent regardless of workload variations. Deductions from the salary may occur for

ic Information Nondiscrimination Act of 2008 (GINA) prohibits genetic discrimination in matters of employment and
nce, safeguarding individuals' genetic information from misuse and ensuring protection against discriminatory

Fair Labor Standards Act (FLSA) is a federal law that sets minimum wage, overtime pay eligibility, recordkeeping, and child
a standards for full-time and part-time workers in the private sector and all levels of government.

* The Texas Payday Law, also known as the Texas Payment of Wages Act, regulates the payment of wages, defining “wages”
- broadly to include various forms of compensation and setting the frequency of payments. It mandates that wages be paid via
electronic transfer, check, or cash unless otherwise agreed in writing. The law allows employees to compel employers to pay
overdue wages and provides a 180-day period to file claims with the Texas Workforce Commission, which then investigates and
may issue a wage determination order. If uncontested, this order mandates employers to settle wages and penalties within 30
days.
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specific reasons such as full-day personal absences not related to sickness or disability, certain
disciplinary suspensions, major safety violations, specific leaves, and to offset jury duty or military pay.
However, exempt employees' salaries cannot be reduced for partial-day absences, facility closures, or
County-initiated operational changes, among other protected circumstances. Adjustments to accrued
paid leave for personal or health-related absences are allowed.

contact your supervisor or Polk County Human Resources at 602 E Church St., Ste., 105, Livingston,
TX, 936-327-6802. If your concerns are not resolved within five business days, report them to th
County District Attorney's office at 101 W. Mill St., Ste. 247, Livingston, TX, 936-327-6
complaints will be thoroughly investigated, and those found violating this policy may face
actions, including termination. Additionally, Polk County enforces a strict no-retaliation 8oli
reporting or participating in investigations of these issues, with violations leading \
measures, up to termination.

If you encounter any issues with pay deductions or inaccuracies in your recorded hours, immediaxo

&

<
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2.00 Employee Responsibilities
2.01 General

County employees must adhere to high standards of public service, demonstrating professionalism,
and courtesy, and avoiding even the appearance of illegal or unethical conduct. Employees are
expected to work efficiently, maintain good moral conduct, and foster positive relationships with the
public, supervisors, officials, and colleagues. Under extenuating circumstances, only “an
elected/appointed official may authorize visitors for employees (i.e. bad weather days or Dr.
appointments.) Visitors should not regularly be present during an employee's workday.

2.02 Professional Appearance

Employees are expected to maintain a professional personal image, practice regular hygiene,"and dress
neatly and appropriately for their job roles. While there is no formal dress code| @ well-groomed
appearance and courteous attitude are essential in maintaining a favorable image ofithe county’s
workforce.

2.03 Timeliness and Attendance

Punctuality is critical. Employees must report expected tardiness or absenée to their supervisor at least
one hour before their scheduled start time unless emergency conditionsiexist. Frequent tardiness or
unexcused absences are grounds for disciplinary action, inclddingitermination. Employees are
expected to call in each day of absence unless otherwise approved by the supervisor.

2.04 Outside Activities

Employees may not engage in outside employment or, activities“that conflict with their county job or
adversely affect job performance. Department heads or<lected officials may require prior notification
of any outside employment. The county is not liable far anyidamages or claims resulting from outside
employment.

2.05 Gifts and Gratuities

County officers or employees may not accept gifts or free services that could influence their official
actions or impair their judgment in performing’county duties.

2.06 Conflict of Interest

2.07 Political Aetivity

County@mployees are urged to participate in voting and to utilize other civic rights in alignment with
applicable‘state and federal laws, as well as these established policies.

Prohibited Actions for Employees:
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All county staff, with the exception of elected officials, are barred from engaging in any form of political
activity while donned in county uniforms. This restriction applies regardless of whether the employee is
performing official duties or acting during personal time. Additionally, county-owned assets—including
properties, vehicles, buildings, and offices—must not be utilized for displaying campaign materials or
for conducting partisan political endeavors.

leave of absence starting from the date they file for the position until the final election results

Employees seeking election to a county office are recommended, though not mandated, to requex
ar
certified.

Furthermore, employees covered by the federal Hatch Act are prohibited from running as can
partisan elections. A partisan election is defined as one where candidates are nominated
represent a political party that secured votes for presidential electors in the most rece

election cycle. This Hatch Act restriction specifically applies to county employees
responsibilities involve activities funded wholly or partially by federal loans or grantss

s related to their
avel, or any other

Political activities by employees that comply with this section will not influence g
salaries, promotion or demotion eligibility, job assignments, requests for

employment-related matters. PN

Legal Reference: U.S. Hatch Act of 1940, as amended \

2.08 Communications

Employees must inform their supervisors of any directives re
with the public on county issues is the responsibility i
official. Employees should refer non-routine, contro
appropriate department head.

om other sources. Communication
opriate department head or elected
outside-the-scope questions to the

2.09 Telephone Use

Telephones should be used primarily for count _ iness. Personal calls should be minimal and local.
Long-distance personal calls on county equ1pmen ‘are prohibited unless billed directly to the individual.
County officials with cellular service mus for any personal use monthly.

2.10 Uniforms

Certain departments require enj s to wear uniforms, which are provided by the county or through
an allowance. Employees must maiaitain their uniforms in good condition as they are considered county
property. Uniforms and most equipment issued to an employee must be returned to the issuing
department or brought to Hyor to the release of the employee’s final check.

2.11 Purchasing

Purchases mus
purchase order
Government Co

] rized by department heads or the commissioner's court and require a
ar. All purchases must comply with state purchasing laws (V.T.C.A, Local
apter 262) and must not violate policies adopted by commissioners court.

0 S policy provides guidelines for the use of personal and county-issued cell phones to ensure efficient
and ethical use. Personal cell phone use for county business can expose personal records to public
scrutiny or subpoena. Records related to county business on personal devices are considered county
records and must be transferred to a county device or network prior to removal from personal advice.
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Employees are advised to use county email over texts and must not maliciously delete or destroy county
business records, as it is a Class A misdemeanor.

2.14 Social Media
Social media use must not impair work, harass others, disrupt operations, or harm the county's
reputation. Guidelines include:

References:

10
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3.00 HIRING PRACTICES

3.01 Methods of Recruitment and Selection
The county employs four distinct methods to recruit and select individuals for filling vacancies:

The method of selection to be used in filling each vacanc

3.02 Position Announcements

Public announcements for county position openings are madessimultaneously for county employees
and the general public. Notices of vacancies are posted in central Iocations and on the county website
by the Human Resources office when informed of awvacaney. Current county employees are
encouraged to apply for positions they believe they are qualifiéd for. Employees can transfer to other
county positions without loss of pay if their current pay aligns with the limits set by the commissioners'
court for the new position. The duration for accepting applications is determined by the department
head based on the prevailing circumstances.

3.03 Qualifications

The county maintains comprehensive jobgdescriptions that outline the required knowledge, skills, and
abilities for each position. These descriptighs also specify the acceptable levels of experience and
training necessary to meet the minimyam-gualifications for each role.

3.04 Selection

For positions not filled by a vote of the commissioners' court, the responsibility of selecting candidates
rests with the elected officialsfor department heads, within the pay limits set by the commissioners'
court. After a selection is made, the elected official or department head submits a Personnel Action
Form to the Humang¢Resources Supervisor. This form lists the applicant's name, requested
classification, and starting salary. The Human Resources Supervisor will then verify necessary
documentation dneluding results of any required verifications, testing, and physical examinations, and
determine the effective date of employment, and the present the applicant to the Commissioners Court
for approval te-hire.

3.05 Age Reguifements
All.employees need to be 18 years or older. It's on our employment application

8.06 Application for Employment

Applications are only accepted for specific vacancies. Applicants can submit their applications through
the Polk County website. Upon receipt, the Human Resources office forwards applications to the
relevant department. It is the employing department's responsibility to verify the applicant's
qualifications, including education, experience, character, and required certifications. For positions
involving driving, the Human Resources office will also verify applicable licenses and conduct criminal
history checks, with annual updates, as necessary.

11
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3.07 Employment of Relatives (Nepotism)

Nepotism, defined as favoritism towards relatives, is strictly forbidden in the hiring process. No individual

may be hired if related within the second degree by marriage or the third degree by blood to any member &
of the commissioners' court, elected official, or department head.'S Additionally, no personnel actions o
are permitted that would result in an employee supervising a relative within these prohibited degrees. 0

AFFINITY KINSHIP CHART

(Relationship by Marriage) 0\

®

O

Officer's Spouse

Father/Mother In Law Sister/Brother's Spouse

Spouse's Grand

Daughter/Son In Le w Father/Mother

Spouse's Grand
Daughter/Son

5V T.C.A., Government Code, Chapter 573

12
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CONSANGUINITY KINSHIP CHART
(Relationship by Blood)

Officer

Father/Mother Brother/Sister

Daughter/Son Grand Son/Daughter

Grand Father/Mother

I_'I

" Creat
Cranuson/Daughter

Great Grand

Father/Mother

3.08 Testing 0
Employment or promotion testing includes standaﬂﬁand alcohol screening, job-related

performance tests, and specific tests required by law, s testing for food handlers. The county’s
Substance Abuse Program provides detailed information ontesting protocols when there is reasonable
suspicion of illegal drug or alcohol use.

3.09 Physical Standards

To prevent occupational injuries and distinguish between pre-existing conditions and job-related
injuries, new hires must pass a drug/alco ening and a physical examination before employment.

Law enforcement officers undergo additi chological and drug dependency tests.® If an applicant
fails the physical exam, they may, cond opinion at their own expense. The decision from this
a

second examination, conducte nty-selected physician, will be final.

To comply with the Immigration Reform and Control Act of 1986, new employees must complete and
sign an INS Form I-9 within three days of starting employment to verify their identity and work eligibility. '

N

3.11 Driving
Our CDL drive t maintain a safe driving record and may be required to participate in Defensive
Driving cour@ uman Resources office checks the validity of driver's licenses for all our CDL

3.10 Verification of Eligyy To Work

drivers befo! yment and periodically thereafter. Unsatisfactory driving records may result in

disciplin including termination.

3.12 Relony/Misdemeanor Convictions

F nviction: We conduct background checks on all current employees. Employees found guilty
el less than 5 years after they've served their sentence or probation may face termination.

'8 \.T.C.A., Government Code, Section 415.057
" Federal Immigration Reform and Control Act of 1986, P.L. Number 99-603.

13
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Additionally, any employee convicted of a felony or a misdemeanor involving dishonesty or immorality
during their tenure will also be at risk of losing their job.®

Misdemeanor Conviction: Job applicants with a misdemeanor record will only be considered if they ¢
have fully served their sentence, including any probationary period.

DUI/DWI: Candidates for positions that require driving county vehicles or operating heavy machi 0
must not have any DUI/DWI or drug-related driving offenses within the last five years.

3.13 Prior Service with the County 0

Employees with prior county service may be considered for appointments above the e 1ry® level

but do not receive credit for previous service towards longevity pay. Breaks in service re eiture
of accrued vacation and sick leave benefits. &

3.14 Placement On County Payroll o

New employees must have their position and pay approved by the commissio urt before starting
work, except in emergencies. The Human Resources Supervisor will infor icial of the earliest
start date. 'S {

N

3.15 Emergency Employees

In emergencies, officials can request an emergency hire, which mus proved by the County Judge.
During declared disasters, the County Judge can waive hiring ices to ensure sufficient personnel.
If the department’s budget lacks funds for emergency hires, p orization from the commissioners'

court is required.

L/

3.16 Orientation and Training

The Human Resources office provides general
Personnel Policies manual. Additional job-speci
their designee to help new employees under
is provided on the job under close supervision by

—

$or new employees, including a review of the
tation is conducted by the department head or

ir roles and the overall county operations. Training

department head or designated personnel.

18 Enforcement Guidance on the Consideration of Arrest and Conviction Records in Employment Decisions Under Title VIl of
the Civil Rights Act of 1964, 42 U.S.C. § 2000e et seq; Federal Immigration Reform and Control Act of 1986.

14
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4.00 TYPES OF EMPLOYMENT
4.01 Categories

There are four main categories of employment within the county:

Temporary Employment:

All full-time, part-time, and labor pool employees participateinthe Texas County and District Retirement
System (TCDRS), irrespective of work hours. Onlyitemporary employees are excluded from TCDRS
enrolliment. Modified categories comply with the®Affordable Care Act to determine eligibility for county
employee health insurance but do not qualifyyforiether’optional benefits. Refer to the Benefits chapter
for details.

4.02 Probationary Period

All new regular employees undergo aninety-day probationary period for performance evaluation. Upon
the end of each six-month probatienary period, department heads and elected officials will be prompted
to complete and forward employee evaluations to HR for the employee’s permanent file.

4.03 Assigned Staff

Staff assigned to the,county but paid by another entity are not county employees. Their benefits are
defined in their‘servicercontract. These staff members must adhere to all county policies unless they
conflict with theit contract.

15
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5.00 EMPLOYEE COMPENSATION AND ADVANCEMENT
5.01 Pay

The salaries for county employees are determined annually by the commissioners court through the
adopted county operating budget. The court is also responsible for establishing the rules governing any
pay increases.

5.02 Paydays

5.03 Check Delivery

Paychecks are only issued on

5.04 Payroll Deductions

All payroll deductions must be authorized and approved by the commissioners court. The following
deductions are mandatory and will be deducted from each employee’s pay:

e Federal social securit

Additionally, deductions may be authorized by employees for:

It is the responsibilitywaf the employee to notify the Human Resources office of any changes in their
family status, address, ar.other factors that may affect payroll withholding or benefits status.

5.05 Discretignaty, Increases
Discretionary incréases in salary may be given for various reasons, such as taking on new duties,
acquiring’ significant’' competencies, merit or performance, pay equity adjustments, or due to market
influences and fetention needs.

16
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5.06 Across-the-Board Pay Increases

5.07 Classification Plan

The county maintains a classification plan which assigns each class of positionssio‘@pay group. This
assignment is based on the principle of equity among positions that require similar knowledge, skills,
and abilities and have similar levels of responsibility.

5.08 Pay Plan

Pay ranges for each group are established through a pay plan appreved by the commissioners court.

5.09 Pay Group and Steps

Within the general guidelines of the pay plan and the county budget, the commissioners court is
authorized to determine the appropriate pay group for each, position and the specific pay step for each
employee. Employees designated as “Unclassified” are exempt from the pay plan and are paid within
the maximums set by the approved budget.

5.10 Classification and Pay Administratiém

A new employee is generally hired at Step 1 of the assigned pay group. Hiring above Step 1 requires
specific written approval from the commis§ioners court, supported by documentation of the applicant’s
extraordinary qualifications.

5.11 Promotions

A promotion involves changing an‘@mployee’s duty assignment to a higher position requiring higher
gualifications and greater respansibility. Promoted employees receive a pay increase at least equal to
the difference between theirdcurrent and new pay groups. Promotions must be approved by the
department head within the staffing and budget limits authorized by the commissioners court. Promoted
employees serve a 802day probationary period in the new position and may be returned to a lower
position if performanceisideemed inadequate. Upon completion of the 90-day probationary period it is
recommended that the,department head/elected official will be reminded to complete an employee
evaluation and submit to HR for placement in the employee’s file. Promotions will only be made effective
at the start of @@ new pay period.

5.12 Laterablransfers

Lateral transfers involve moving an employee between positions within the same pay group, either
within_the same department or between departments. These transfers are also subject to a 90-day
prebationary period. An employee’s salary will not be reduced during a lateral transfer if it remains within
the ‘range approved by the commissioners court for the new position. Upon completion of the 90-day
probationary period it is recommended that the department head/elected official will be reminded to
complete an employee evaluation and submit to HR for placement in the employee’s file. Lateral
transfers will only be made effective at the start of a new pay period.

17
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5.13 Demotions

Demotions involve reassigning an employee to a lower-paid position. This can occur voluntarily, due to
a position reclassification, or as a disciplinary measure for unsatisfactory performance. Disciplinary
demotions always result in a pay decrease. Demotions will only be made effective at the start of a new
pay period.

5.14 Pay Reduction for Disciplinary Reasons

An employee’s pay may be reduced as a disciplinary measure while they remain in the same position.
This reduction cannot exceed 60 days. Additional information on disciplinary actions, ineluding
suspension with or without pay, is provided in the discipline policy chapter. Pay redugtions for
disciplinary reasons will only be made effective at the start of a new pay period.

5.15 Approving Authority

The commissioners court has final approval over all payrolls and payroll transfers as stipulated by these
policies, the classification and pay plans, and the annual budget. Department heads can recommend
discretionary pay increases if funds are available and consistent with established policies and budget
limits, subject to the court’s approval. Except in emergencies, payroll changes'take effect at the start of
the first payroll following the commissioners court approval.

5.16 Longevity Pay

Regular full-time and part-time county employees, as well a8 salaried elected officials, who have
completed two or more years of continuous service are eligible’to receive annual longevit

The amount of longevity pay is calculated asaliows:

Longevity pay is earned and awarded annually and is not otherwise prorated or compensable upon
termination.

(Reference: Commissioner’'s Court 05/24/2022)

5.17 Cegtificate Ray

The county providés educational certification pay for certain regular full-time peace officer, corrections
and courtclerk positions (See Appendix 1 and 2).

5.18"@aunty Issued Cell Phone

Employees whose roles require immediate access or 24/7 on-call availability may receive a county-
issued cell phone, as justified by job functions and approved by the department head within the
department’s budget. Any abuse of the cell phone policy may result in disciplinary action, including
termination. Detailed policies on county-issued cell phones are in Section 11.08.

18
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5.19 Spanish Bi-Lingual Incentive Program

The Spanish Bi-Lingual Incentive Program encourages employees to achieve proficiency in Spanish to
communicate effectively with the public. Employees can earn a one-step pay raise by passing a County- &
approved Spanish Oral Proficiency Exam, administered by an independent examiner. The exam fee is o
reimbursed upon passing. Employees must be reassessed every two years to maintain the incentive

raise. If they fail to pass or complete reassessment, the incentive is removed. Employees ar

responsible for any costs associated with learning or improving their Spanish skills through cho

methods, including college courses, correspondence, private tutors, or online resources.

19
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Appendices

4
Appendix 1: Law Enforcement/Corrections Certificate Pay o

Qualified employees can earn certificate pay of $600, $1200, or $1800 per year for intermedi e,o
advanced, or master's certificates, respectively, if they meet the Texas Commission on I\
Enforcement Officers Standards and Education (TCOLE) requirements and spend at least 90% of their

work hours on eligible duties.

Intermediate Certificate  $50 per month ($600/yr)
Advanced Certificate $100 per month ($1,200/yr) \/
Masters Certificate $150 per month ($1,800/yr) &\

Certificate pay is awarded annually during the budget process and distributed pro;&tely with each
regular payroll. If an employee qualifies after the budget is adopted, they ar d for the next
budget cycle. Certificate pay is not compensated upon separation beyo@ final pay period
(commissioners court 08/12/14).

Appendix 2: Court Clerk Certificate Pay \

Qualified employees can earn certificate pay of $200, $400, or per year for civil or criminal
certificates, civil and criminal certificates, or master's ce s, respectively, if they meet the
requirements and spend at least 90% of their work hours @ duties. Certificate pay is awarded
annually during the budget process and distributed pro ely with each regular payroll. If an
employee qualifies after the budget is adopted, they are d for the next budget cycle. Certificate
pay is not compensated upon separation beyond the perlod (commissioners court 08/12/14).

20
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6.00 WORK SCHEDULE AND TIME REPORTING
6.01 Workweek and Work Hours

O’
The official work period for most county employees is a seven-day span starting at 12:01 a.m. ono
Monday and ending at 12:00 midnight on Sunday. Regular full-time employees are required to account

for a 40-hour workweek. A flexible work schedule may be arranged with prior approval from the EIECK
Official/Department Head; however, the 40-hour workweek requirement remains in compliance with the

Fair Labor Standards Act. Morning and afternoon breaks of 15 minutes each may be gramed
responsible elected official or department head but are not cumulative if not taken.

Elected Officials and department heads may, within the limits of state and fedé, Qmake
adjustments to these schedules. The Commissioners Court encourages that offices re &en during
the noon hour to serve the public better; and some employees may have lunch h »wstaggered in
order that the county can provide this service.

Employees are expected to report punctually for duty at the beginning of ea@gnecj workday and
to work the full work period established. *

work varying eight and

orcement officers and jailers
a minimum of 80 hours.

Law Enforcement Officers, Jailers, and Telecommunications O
approximately twelve-hour shifts to ensure 24-hour services daily 4

| F.L.S.A.) for public safety workers
ption to the seven-day work period for
salaries for the affected positions have

In accordance with provisions of the U.S. Fair Labor Standard:
(“the Act”), the county has elected to adopt the Section 7 (K]
the county’s certified sheriff's officers and certified jailer e !
been calculated in consideration of this exception. | ‘

In instances when a non-exempt certified sher
excess of 86 approved hours in a 14-day M
overtime in compensatory time at the rate of o

excess of 86 hours @
6.02 Number of Hours Worked #%.

The Commissioners Court determi
determine their compensationgin‘a
provisions of the county’s budget.

er or non-exempt certified jailer actually works in
, said employee shall be entitled to F.L.S.A.
“and one-half times the number of hours worked in

; number of hours an employee is required to work to
scordance with applicable pay and working hour laws and within the

6.03 Overtime Worked /

The policy of the ¢
Official or Depaft
addition to norm
of the allowable
day workweek

0 allow overtime only in cases of emergencies or approval by the Elected
lead. Employees may be required in emergencies to provide services in

rs or on weekends or holidays. Overtime is defined as hours worked in excess
pber of hours under the Fair Labor Standards Act (F.L.S.A.) (40 hours per seven-
9n-law enforcement employees: 86 hours per 14-day work period for non-exempt
ment officers and non-exempt certified jailers).

certified :

For ndn-exempt employees eligible for overtime pay, other than certified law enforcement officers and
ified jailers, overtime begins to accrue after an employee has worked 40 hours during the seven-
week. For law enforcement employees, overtime begins to accrue after an employee has

d 86 hours during a 14-day work period.

employee’s supervisor and approved by the elected or appointed department head. Unauthorized

I ertime services by employees eligible for overtime pay must be authorized in advance by the
O accrual of overtime may result in disciplinary action, up to and including termination.
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Any paid leave or holidays taken are not considered as “hours worked” in determining
F.L.S.A. compensatory times under the preceding paragraphs.

(Legal reference: U.S.F.L.S.A. OF 1938, as amended; Garcia v. S.A.M.T.A., U.S. Supreme Court,
1985; U.S. Equal Pay Act of 1963.)

'6.04 Exemptions from F.L.S.A. (Overtime Compensation)

Certain employees are not eligible for overtime pay under the Fair Labor Standards Act (FLSA)¢These
individuals are expected to work any necessary extra hours without receiving additional compensation,
as their salaries are set with this expectation in mind. Additionally, some county positions @re exempt
due to the nature of their administrative role in relation to the elected official they supporthEaeh county
job description designates whether persons hired in that classification may be exemptftomer covered
by (non-exempt) the overtime provisions of FLSA depending on the level of wage assigned:

Exempt employees are eligible to accumulate up to 240 straight time hourssworked as a benefit,
provided these hours are properly documented. These accumulated hours imayfbe utilized as paid
leave. However, any accrued compensatory leave must be exhausted before these accumulated hours
can be applied. The maximum allowable accumulation of straight time leursiis capped at 240 hours.
This is a county-provided benefit and is not mandated by the Departmentiof Labor, meaning it is not
payable upon termination. Employees involved in recreational or seasonal work, operating for no more
than seven months a year and meeting other statutory requirementsjare also exempt from minimum
wage and overtime rules under FLSA. County job descriptions withspecify whether a position is exempt
from or subject to FLSA overtime provisions based on the assigned wage level.'®

6.05 Special Circumstances

With approval from the Commissioners Court fonspegial cases like grants, declared disasters, or other
designated events, employees who volunteer.orarecalled in for these additional duties alongside their
regular roles may receive a higher pay rate speéifically for these special circumstances. This increase
in pay does not trigger the usual overtime rules and will not impact the time allocated to their regular
duties. The enhanced pay rate, as set by the Commissioners Court, can apply to both non-exempt and
exempt employees, based on the Court'sidegision. This provision is strictly for special circumstances
that are explicitly approved and classifiedias such by the Commissioners Court under this guideline.

6.06 Overtime Compensation

In situations where emergencies demand extra work hours, non-exempt employees are compensated
for their overtime based onhe county’s established preferences:

Under, the, provisions of Special Circumstances in Section 6.05The Commissioners Court
discourages overtime pay at a time-and-a-half which may be authorized by the elected official or
department head only if:

" U.S. FL.S.A. of 1938.
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In addition, the court discourages the accumulation of compensatory time off at one and one-half timés:
the number of hours worked because of the contingent liability this creates for the county. The
preferable method for overtime compensation is to schedule equal time off for the affected employee
during the same work period in which the overtime was worked.

In accordance with the Fair Labor Standards Act (F.L.S.A.) and Polk County Policy it define§ overtime
as hours actually worked in excess of 40 hours in a seven-day work week for non-law€nforéement
employees and in excess of 86 hours in a 14-day period for certified law enforcement officers and
certified jailers. Elected Officials and Department Heads are charged with the administrative
responsibility to properly control departmental overtime by approvingsuch hours only ifi emergencies
and scheduling equal time off in the same work period in which the overtime was.werked or as soon
thereafter as possible. Upon termination, any accrued, compensable hoursfafe paid from that
department’s salary budget; in some cases, a significant amount.

Any employee earning F.L.S.A. overtime hours in excess of County/FlS.A. maximums will be
automatically paid on the employee’s next occurring payroll. PolkédCountyiwill pay in accordance with
F.L.S.A. maximums. The expense of such payment will be debited freni the Departmental budget of
the Employee.

For this purpose, Departments may be allowed to miake “budget revisions to cover overtime
compensation from other approved budget line items. Howevergthis is an issue that must be carefully
supervised by the Elected Official/Department Head asfto the impact on the Departmental budget.

6.07 Compensatory Time

For purposes of these policies, compensatany. time applies only to non-exempt employees who
actually work more than the maximum allowable straight time hours in the employee’s official work
period (7 days for non-law enforcement persennel and 14 days for certified law enforcement officers
and certified jailers). Any F.L.S.A. compensatofy time earned in excess of 80 hours must be used within
the county’s fiscal year or the employeeiwill'be paid at the end of the fiscal year to reduce the County’s
liability to no more than 80 hourstof F.L'S.A. Compensatory time. This amount incurred will be
compensated on the employee’silast payroll of the fiscal year from the Departmental budget of the
Employee. Elected officials and department heads are expected to work out mutually agreeable, if
possible, time off for non-exempt employees who have worked overtime and earned compensatory
leave during the allowable fiscal year. Offices and departments may schedule nonexempt employees
to use or take their accruedfFLSA compensatory time at specified times as directed by the Elected
Official/Department Head to reduce accumulated compensatory time.

It is preferable forftheéssupervisor and employee to schedule the use of the compensatory time off
within the same pay,period that the overtime was worked.

6.08 Stfightiliime

StraightsTime'@arned is accrued by exempt employees, hour-for-hour worked in excess of 40 hours in
a workweek or 80 hours in a work period for exempt certified law enforcement officers or exempt
certified, jailers. Straight Time is a benefit provided by Polk County that is not required by the
Department of Labor and therefore is not compensated upon separation.

The'following 7(k) positions are regularly scheduled forty hours per week and will accrue Straight Time
earned for all hours worked between 80 and 86 per work period: Lieutenants, Detectives, CID

Evidence Officers, Deputy Sheriff (Civil Division), Bailiffs, Inmate Work Crew Supervisors and Kennel
Attendants.
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6.09 Holidays Worked

The county's standard policy ensures that every regular full-time employee is granted a specific number
of paid holidays each year, as outlined in these policies and decided annually by the Commissioners
Court. Typically, if a regular employee is required to work on a scheduled holiday, they will receive an
alternative day off, ideally within the same workweek or work period. For more details, refer to the "Wark
During Holidays" section 9.02 of this policy.

An employee who is required to work a full 40-hour week during a week in which there is a paidoliday
will accrue 8 hours of Holiday Time to be used within the following twelve-month period.

6.10 Leave or Holidays Taken and Overtime

If an employee who is covered by the overtime rules under the FLSA works additional hours during a
week in which they've used sick leave, vacation, or any other form of paid timé off (like holiday leave),
they will reduce the amount of leave time taken so that no more than 40 hours arereported for the work
week. However, if the total number of hours physically worked exceeds ‘40, hours, the employee will
use no leave time and will be compensated at one and a half times_all*hisurs’over 40 in FLSA Comp
time. For specific holiday-related policies, especially in departments that operate 24/7, refer to the
Holidays section (9.02) of these guidelines.

6.11 Time Reporting

Employees are required to maintain records of all hours werked, any time off taken, and, when
necessary, time credited to specific projects (required duringa declared disaster).

Each time record covers a two-week period, starting at 12:01 a.m. on Monday and ending at midnight
on the Sunday just before payday. Thesefrecords must be signed by the employee as well as the
relevant elected official or department head¢ltis advised that employees complete these forms daily to
ensure an accurate and detailed accoufit.oftime spent on specific projects.

Elected officials or departmenifheads are tasked with ensuring that all worked hours and leave taken
are accurately reported on the time'sheets submitted via ESS to the Human Resources Department for
payroll processing and recorded within their department. They must also ensure compliance with FLSA
regulations regarding employge compensation. These timekeeping records are subject to audits by the
U.S. Department of Labor.

6.12 Emergency Closings

This section is relevant to employees working under the Commissioners Court and department heads
.appointed by the Court. Employees under separately elected officials or department heads appointed
by other authorities might follow different policies regarding work hours and pay, at the discretion of
their respective officials.

Short-term emergency closing of Polk County offices/departments may arise due to unexpected
inclement weather, prolonged power failure, or other emergency situations. In the event that a situation
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occurs during non-working hours which would necessitate emergency closings of Polk County
offices/departments, elected officials and department heads will be notified by the County Judge's
Office, and the Office of Emergency Management will send out an official closure notification to all
employees registered to receive these messages through Alert Me Polk County. If an official
announcement is not made by 7:30 a.m., Polk County offices/departments will operate under normal

working conditions. Polk County ensures paid leave for all employees, whether essential or non-'_,__’--'-

essential, during specific emergencies like hurricanes, tornadoes, floods, or other natural disastersfas’

well as in cases of nuclear, chemical, biological emergencies, terrorist attacks, or any otherh. 4

emergencies declared by the County. This policy does not alter the "at will" or exempt/nonexempt status
of any Polk County employee. The Polk County Commissioners’ Court has established the foil ing
procedures for emergency closures: :

The County Judge, prioritizing the safety of County employees and the public, as well"és e'n!ﬁuhng the
continuity of governmental services, will decide whether to close county buildings ent{i‘ely or partially.
Once a closure decision is made, the County Judge will notify local media to mform the pl,#gxhc and alert
the relevant County Department Heads and Elected Officials.

Each Elected Official or Department Head is responsible for determining"'aﬁd implementing the
necessary measures to safeguard employees, customers, visitors, equmenf ‘@8sential records, and
other assets during the emergency and the subsequent recovery perlods hey should also keep up-to-
date contact information for their employees. A 9

The operational status of the County will be posted on the County Wﬂbsne www.co.polk.tx.us. Polk
County will also maintain updates on iy  county Facebook page,
www.facebook.com/PolkCounty Texas. \F ¥

Compensation during Emergency Closings.

In the event that an emergency closing is ordered'by the County Judge, regular (full time and part
time) employees effected by such emergency willhe paid their regular wages as the day(s) will be
recorded as an official closed day(s). This timéueffis not considered time worked and will not be used
to determine eligibility for overtime. Any employee Who is off or scheduled to be off onsick leave, FMLA
or disciplinary leave without pay during a peueq of emergency closure shall have their leave recorded
as such. Any essential employee who is 'off on paid leave may be required to return to work
immediately. In situations involving an/8mergency evacuation order,” as defined by Chapter 22, Texas
Labor Code, any employee who fails: to repOrt to work as directed during inclement weather or disaster
may be subject to disciplinary ac:tlQ upio and including termination, if such employee is necessary to
provide for the safety and well-being} ‘of the general public or is otherwise necessary for the restoration
of vital services. Employees that have to work during an emergency closing will be compensated with
Administrative Time equivalentto the number of hours worked during the emergency closure up to the
total amount granted for clogtre, which must be used within 12 months from the date of accrual. Any
remaining balance offAdministrative Time will be forfeited. Administrative Time is a benefit provided by
Polk County that i Is no required by the Department of Labor and therefore is not compensated upon
separation. o Nl

Whenever thef’é is an official emergency closure of all County operations, all essential employees
(exempt @r QK mpt) required to remain at work will be compensated as defined by Section 6.05,
Special Cirgumstances. The maximum number of work hours which may be recorded for any work
day is Ilmned 16 24 hours per day during the first 72 hours of the emergency closure and 18 hours per

_AII essentiai employees must be designated by the Elected Official/Department Head and made aware
_n_'\-fof fhelr assignments prior to an emergency. A list of essential employees should be provided to the

VW ergency Management Coordinator and to Human Resources. Essential employees are those who
‘are required to stay at their assigned areas performing necessary tasks during the emergency, or

“wthose who may be asked to return to work after an immediate threat is over. The list for each

department should be updated annually. Such personnel may include Corrections Officers, Deputy
Sheriffs, Road & Bridge crews, Emergency Management personnel, Human Resources personnel,
Maintenance personnel, personnel designated by the County Judge, County Commissioners, Sheriff,
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or other Elected Officials/Department Heads, and other employees not listed above could be
considered essential personnel depending upon emergency circumstances. All other employees
should report to their Elected Official/Department Head as soon as possible, via instructions from their
Elected Officials/Department Heads.

There may be instances when only certain buildings/offices are officially closed. In these instances,
the effected employees will be compensated in accordance with this policy (see paragraph
“Compensation during Emergency Closings” and all non-effected employees’ compensation will
the same as during regular working conditions.

If conditions are such that County offices are safe and normal operations are proceeding, buti
may be extremely difficult, the County may announce to non-essential staff to use their own d
to decide whether or not to report to work. Any days/hours not worked will be charg@ to vaca
holiday, personal leave, compensatory leave, or leave without pay (while on leavedwithéut pay
adjustments of vacation accrual date will apply per policy). An employee requesting to tak day off
must notify his/her supervisor immediately. The supervisor will make the final det@ ioh as to the

ion,

requested time off.

iblic health such as

Use of accrued sick leave may be an option during emergencies concerning
1 2n an employee is

pandemics, or related events pending approval from Commissioners Cq /
unable to attend work while awaiting test results due to iliness of the e e or awaiting results for
the employee’s immediate family member as defined in Section 8.05%P r documentation from a
treating physician will be required. A maximum number of da hile awaiting results will be

determined by the information received from the Emergency Manage Coordinator (who will make
the determination consistent with recommendations from 1he@n 1ent of Health or other official
agency).

When an emergency closing is not officially declared, efn
paid, unless the employee receives approval to use
Personal leave, or Vacation leave for the period net,

the stated leave will not be compensated for hours,

3es who do not report to work will not be
ble Compensatory leave, Holiday leave,
. Employees who are not entitled to any of

ctually worked.

6.13 On-Call

d {0 wait" is considered paid time. This term refers to

10n County premises or nearby, limiting their ability to

ely, time spent "waiting to be engaged" is not paid. In this case,
“time as they wish, but must be reachable by phone or pager.

Jito calls while on-call is counted as hours worked and is

Time spent by employees who are "eng
situations where the employee musi
engage in personal activities. Con
the employee is on-call, free toit
However, any time spent respondi
compensable.
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7.00 BENEFITS

7.01 Medical and Life Insurance

Regular full-time employees, elected officials, and appointed department heads are eligible for group
hospitalization, medical, and life insurance coverage. Eligibility begins after 90 days of employment,
with the waiting period waived for returning full-time employees who received County Retiree Health.
Benefits during retirement. Elected officials are immediately eligible for county insurance upon taking
office without a waiting period. The county fully covers the employee's premiums, while dependent
coverage can be added at the employee’s expense.

Part-time employees do not qualify for group medical, hospitalization, prescription, life insuranee, short
or long-term disability, or any voluntary insurance. However, those in a Modified Category of
Employment might become eligible for medical insurance under the Affordable Care Actifitheyexceed
an average of 30 hours per week over a twelve-month period beginning October 1. Eligible €mployees
receive an insurance booklet with detailed information upon employment. Contipuation of Group
Insurance details are available for those experiencing status changes.

7.015 Retiree Health Benefit _
Full-time employees who retire under the Texas County and District Retirement System (TCDRS)
guidelines with 20 years of service or elected officials with 16 years of.semice 'qualify for retiree health
benefits.

Employees retiring but not meeting continuous servicegrequitements can continue participating in the
county’s health plans at their own expense until age 65, atWwhich time they can choose to join the senior
health plan or another supplemental coverage. Premiums for'spouses and dependents continue as long
as payments are timely. ;

Retirees re-employed by the county retain their original retirement date for health benefits calculation
upon subsequent separation.

7.2 Social Security

All employees and elected officials are‘egvered by social security, with the county contributing on behalf
of each employee.

7.3 Pension Plan

Employees and elected offigials participate in the TCDRS, with eligible employees required to join. New
employees receive & b_o_oklet on the system during orientation.

7.4 Workers' C@mp®ehsation

Employees and elected officials are covered by workers' compensation, with the county paying the
premiumg. This insurance provides medical and salary continuation for bona fide work-related injuries.
Detailed information is available in the Health and Safety sections. (Legal reference: V.T.C.A., Labor
Code, Ghapter 504).

7.5%gemployment Insurance

({County employees are covered under the Texas Unemployment Compensation Insurance program,
funded by the county. This program provides payments to unemployed workers under certain
conditions. Elected officials are excluded. (Legal reference: V.T.C.A., Labor Code, Chapter 201)
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7.6 Leave Time

Full-time employees are eligible for holidays, vacation leave, sick leave, and other types of leave time.
Detailed information on leave and holidays is provided in the respective manual sections, and online at r's
https://iwww.co.polk.tx.us/page/polk.HR. o
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8.00 LEAVE TIME

8.01 Definitions

8.02 Approval of Leave

All leave taken by county employees must be approved by the employee’s supervisor and the
appropriate elected official or department head. Department heads appointed by the €€ommissioners
Court must submit their leave requests to the County Judge. Elected officials.and‘department heads
are responsible for ensuring leave has been accrued and is available in the ameunts requested by an
employee. They must also ensure that all vacation and sick leave usage is'recorded on the timesheet
sent to the County Human Resources Department for payroll purposésgaswell as being recorded in
the individual's department. An employee out for 3 or more days caensecutively using sick time MUST
submit a Dr's Note to Human Resources prior to returning to work{ This includes when an employee is
out sick on a Friday and Monday, resulting in more than three consecutive days out of work.

8.03 Vacation Leave

All regular full-time county employees are eligible to accrug’paid vacation leave. New county employees
are not eligible for vacation leave benefits during their first'six months of employment. After six months,
five days of vacation leave are credited to the empleyee’s account. On the anniversary date of each full
year of employment thereafter, the appropriate amount ofvacation leave is credited to the employee’s
account, and any unused vacation time from{theyprevious year is forfeited. Under extraordinary
circumstances, one extension not to exceed 6Qidays may be authorized by the employee’s supervising
elected official or department head.

Regular full-time employees earn vacation leave as follows:

Temporary empleyeesy(full-time or part-time), regular part-time employees, and labor pool employees
do not earn vacation leave. When an employee leaves the service of the county, they will be paid for
their accrued butunused vacation leave balance, up to 80 hours, determined by the salary rate in effect
at the time ofitermination. Any employee who leaves county employment for any reason before the first
full year ofiemployment will not be paid for vacation leave. Elected officials and department heads
should éncourage their employees to schedule vacations and request leave well in advance. Vacation
schedules'must accommodate the county’s work schedule. Provided departmental workloads permit,
empleyees should be allowed to select their desired vacation periods. If there is a conflict in vacation
sehedules involving two or more employees, employees are granted their preference on a “first come,
firstigserved” basis. If two requests are received at approximately the same time and cover the same
reguested vacation period, the employees will be granted their preference according to their seniority.
If the desired leave schedules conflict with county requirements, the county’s requirements are given
first consideration. An employee may take earned vacation leave in increments of 15 minutes.
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8.04 Compensatory Leave

For information about earning compensatory time and using compensatory leave credits, see the
section of this manual under the main heading Work Schedule and Time Reporting, specifically the
section on "Overtime Compensation 6.06" of this policy.

8.05 Sick Leave

An employee with accrued sick leave may use it if the employee is absent from work due to:

Regular full-time employees are entitled to paid sick leave after the completien 6f one full month of
employment. After the first month, 8 hours of sick leave are credited to. anfemployee’s account on the
first day of each month. If an employee is absent with permission because of illness during the first
month, the missed number of hours’ pay will be subtracted from th& employee’s regular pay before a
paycheck is issued. Sick leave may be taken in increments of 15 minutes. Approval of sick leave for
non-emergency medical, dental, or optical appointments must be securéd at least one day in advance.
In all other instances of the use of sick leave, the employeeamust notify their supervisor or the
appropriate elected official or department head not less than 30 minutes before the scheduled work
request that approval of sick leave is granted. Some ‘departments may require earlier advance
notification. The employee also must call the supervisor@ach'subsequent day they will be out on sick
leave unless other arrangements are made. Failure to’provide the required notice may resuit in the
employee being placed on leave-without-pay statusiandicould result in disciplinary action. Employees
are expected to return to work as soon as their#@asons for leaving have been fulfilled. If an employee
is out on sick leave for three or more consecutivesdays a doctor's note MUST be furnished to HR. An
elected official or department head may request ame@mployee to furnish, and the employee must provide
upon request, written verification by a physician of medical disability precluding availability for duty. Sick
leave not used by regular employees during:the year in which it accrues accumulates and is available
for use in succeeding years up to a maximums@allowable accumulation of 480 hours (60 days). Any time
an employee’s sick leave balance'reaches 480 hours, further sick leave will not be credited to that
employee’s account unless or until the use of sick leave causes the account to fall below the 480-hour
maximum. An employee who has exhausted earned sick leave benefits may request to use
accumulated vacation or other paid leave or may request a leave of absence without pay. No advance
of unearned sick leave benefits will be made for any reason. When an iliness or physical incapacity
occurs during the time an employee is on vacation leave, accrued sick leave may be granted to cover
the period of iliness or, incapacity, and the charge against vacation leave is reduced accordingly. A
medical certificate of other acceptable evidence must support an application for such substitution.
Unused sick leaye jisicaneeled upon termination of employment without compensation.

8.06 Sick Leavie,Pool

Polk County has established a Sick Leave Pool Program for the benefit of county employees. Regular,
full-time employees with 12 or more months of continuous employment with the county who are paid
from th& General Fund of the county, from a Special Fund of the county, or from special grants paid
through, the’county may elect to transfer earned sick leave time to the County Sick Leave Pool. The
leaveytime in this pool may then be used by eligible employees for catastrophic illness or injury, as
defined and under the terms and conditions set by the Commissioners Court and described within this

policy.

Participation in the County Sick Leave Pool is entirely voluntary, however, employees must have
registered for the Pool with a minimum contribution of 8 hours of sick leave in the fiscal year in which
they request to utilize the Pool to be eligible. The contribution from can be accessed on the ESS
employee portal or you may request one from the Human Resources Department. The Human
Resources Director administers the Sick Leave Pool. Responsibilities include developing and
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maintaining the policy and procedures, interpreting policies regarding contributions and requests,
maintaining the pool balance, and serving as the administrator and chair of the Sick Leave Pool Review.
Contributions are voluntary and cannot be designated for specific individuals. Contributions are
approved by the Pool Administrator. Withdrawals require a verifiable catastrophic illness or injury and
the exhaustion of all other paid leave. The maximum pool leave per request or fiscal year is 90 working
days (720 hours) but must not exceed 1/3 of the total pool balance.

You may also donate up to 5 days (40 hours) of sick leave to the sick leave pool while an employee. )
Upon separation, you may donate up to 10 days (80 hours) of sick leave to the sick leave pool. '

8.07 Military Leave

Regular employees who are members of the United States Army, Navy-Marine Corps, Air,Foerce, Coast
Guard, Army Reserve, Naval Reserve, Marine Corps Reserve, Air Force Reseme; Coast Guard
Reserve, Army National Guard, Air National Guard, the commissioned corps of the Public Health
Service, or any other category of persons designated by the President in time of war or.emergency are
eligible for military leave for active duty, active duty for training, initial active dutyfer training, inactive
duty training, full-time National Guard duty, or absence to determine the emplgye€’s fitness to serve in

supervisor that they will be leaving the job for military service or training. Notice may also be provided
by an appropriate officer of the uniformed service. Employees will be granted léave as required to fulfill
their military obligations, generally limited to a cumulative period offfive years. County employees who
are members of the National Guard or active reserve components efithe United States Armed Forces,
or a member of the state or federally authorized Urban Search and Rescue Team, are entitled to up to
fifteen working days off per year with pay to attend authorize@ training sessions and exercises. The
fifteen working days of paid military leave apply to the calepdar year and any unused balance at the
end of the year is not carried forward. Pay for attendance,atReserve or National Guard training sessions
or exercises is authorized only for periods that fall withimythe“employee’s normal work schedule. An
employee may use annual leave, earned compensatary time, or leave without pay if they must attend
training sessions or exercises in excess of the 18:daydmaximum. Employees on leave for military
service are eligible for continued coverage for themselves and their dependents under Polk County’'s
health plan for up to 24 months. If the employ@e.is'in military service for less than 31 days, they pay the
same employee share of the premium as an active'employee. If the service is for more than 31 days,
they pay 102% of the full premium. An empleyee absent for military service is entitled to participate in
any rights or benefits provided to other emplayees on leave of absence. Polk County will restore an
employee returning from military leaveste th@ir previous or an equivalent position, provided they meet
the requirements of USERRA. Ihe employee must apply for re-employment within the required
timeframes based on the duration. of their service. An employee who knowingly provides written notice
of intent not to return to work waives,leave-of-absence rights and benefits.

8.08 Civil Leave

Employees are granted civilleave with pay for jury duty, serving as a subpoenaed witness in an official
proceeding, and votings, When civil leave is completed, the employee must report to work for the
remainder of the workday."If the employee will be absent for more than one workday on civil leave, they
must notify the appropriate supervisor daily at the beginning of the workday.

8.09 Fagilyi@and¥yedical Leave

Eligible empleyees’(those who have worked for Polk County for at least 12 months and at least 1,250
hours over the previous 12 months) can take up to 12 weeks of paid or unpaid leave during any "rolling"
12-month period for the following reasons:

Both spouses employed by Polk County can take a combined total of 12 weeks (or 26 weeks if leave is
to care for a covered service member). Under certain circumstances, employees may take FMLA leave
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intermittently or on a reduced leave schedule. Health benefits continue during paid FMLA leave and
may continue during unpaid FMLA leave with the employee paying their share of premiums. Employees
must provide 30 days' notice of the need for leave when foreseeable. Polk County will notify employees
of their FMLA eligibility and designate leave as FMLA-qualifying. An employee on Family Medical Leave
must exhaust ALL accrued leave balances before being eligible for unpaid family leave.

8.10 Other Leaves of Absence Without Pay

Leaves of absence without pay are approved absences from duty in a non-pay status for not more than ¥
six months unless an extension is approved. Reasons for leave include military service, recovery fmn__jl
extended iliness, educational purposes, public service assignments, and intergovernmental relations
programs. Approval is at the discretion of elected officials and department heads and -mys’t be
documented. Medical insurance can be continued if premiums are paid by the emplayee! Leaves of
absence without pay may be revoked if the reason for the leave was misrepresentedsor has ceased to
exist. A

8.11 Emergency Leave

Three days per calendar year of emergency leave with pay may be granted in the event of a death or
life-threatening illness of a member of the employee’s immediate family. Immediate family includes the
employee’s spouse, child, parent, sibling, grandparents, or other dependents,living in the household.
Emergency leave cannot be used for the employee's own iliness and' is-__;not',pa'yabie upon separation.

8.12 Workers’ Comp

All Polk County employees are covered by workers’ compefisatian coverage while on duty for the
County. Workers’ compensation coverage pays for medicalgbills festilting from a covered injury or iliness
an employee incurs while carrying out the duties of¢their jjob. Workers’ compensation also pays
Temporary Income Benefits (TIBS) for time lost from work,in excess of seven calendar days as the
result of eligible work related injuries or illnesses,, WIth the exception of Law Enforcement employees
who receive salary continuation. -

Employees may use paid leave for all workefs! gdmpehéation time off less than 8 days.

All employees who are placed on Worker’'sq€empensation leave will fall under the Family Medical Leave
Act. Polk County runs FMLA and Worker’s Gompensation concurrently.

Any employee who suffers a job relatediiliness or injury is required to notify their supervisor as soon as
possible. Failure to promptly repart job. related injuries or illnesses may affect an employee’s eligibility
for benefits or delay benefit payments.

An employee who has lost time because of a work related accident or illness is required to provide a
release from the attending physician before being allowed to return to work.

An employee’s workers’ compensation benefits may be adversely affected if the employee is injured
while under the influe'nce_pf alcohol or drugs or while the employee is engaging in horseplay.

Return To Work 4

This poligy covers employees who are on leave due to a work-related injury or iliness. Because
employeeS‘are ourMmost valuable resource, Polk County attempts to help employees return to work as
soon asipossible.

Anemployee on leave due to a work related injury or illness may return to work only when Polk County
receives a medical release from the treating doctor. It is a violation of Polk County policy for any

¢ employee receiving worker's compensation benefits of any kind to be employed with a third party on a
fullFtime or part-time basis. Violation of this policy may result in termination.

' Return to work oiiions:

32

© 2025 The Write Direction Inc. All rights reserved.



Employees on light duty are not guaranteed the rate of pay they received for the position they held at
the time of injury or illness. The pay rate for light duty is based on the knowledge skills and abilities
required for that job, as well as general market conditions. Employees in a light duty position are fiet
permitted to supplement their workers’ compensation benefits by using their vacation, holiday,
compensatory or sick leave.

Four (4) week limit - Light duty assignments are temporary arrangements intended to complement
and facilitate the healing process. Light duty may be initially offered for a period of four (4)weeks and
then will be reviewed and evaluated by the supervisor based, in part, on the recommendatien of the
physician (unless FMLA time is still available). -

Employee refusal of work - In the event an employee refuses to return to regularor iighi duty work in
response to a written, bona fide offer of employment by Polk County, the employeeimay be separated
from employment with Polk County subject to FMLA qualification and his/her paosition may be filled

permanentli. A written, bona fide offer of emﬁloimem must clearly state:

Medical Information ;

All employees’ medical information is held in strict confidence in accordance with the Americans with
Disabilities Act Amendments Act (ADAAA). Medical inquiries are limited to those permitted under Texas
Workers' Compensation Statute and applicable federal Taw.

Coordination with FMLA

Nothing in this policy should be construed as dehyingiemployees their rights under the Family Medical
Leave Act (FMLA) or any other federal or statglawaltis/Polk County’s policy to designate an employee’s
leave due to a work-related injury or illness as FMLA, if eligible. Polk County counts the period of any
employee’s light duty assignment toward the employee’s FMLA entitiement.

Until employees have exhausted their_twelve (12) week FMLA entitlement, they have the right to be
reinstated to their original job or, an'equivalent job provided they are able to perform the essential
functions of the job.

8.13 Using Leave in Combipation

A regular employee requesting extended leave must exhaust all accrued leave before being eligible for
leave without pay. A request for this type of leave must be approved in advance by the elected official
or department head. If an employee is sick or temporarily disabled for non-work-related reasons and
exhausts accrued siek leave, the county will automatically begin applying any available accrued leave.
Sick leave cannat be“used for vacation purposes when vacation leave is exhausted. Other types of
leave may be ausediin combination or coupled with holidays if approved by the elected official or
department head.

8.14 Aband®nment of Position

An unautherized absence from work for three consecutive working days is considered a resignation
uniess,determined otherwise by the department head or elected official. Such resignations are not in
good standing, and the employee is not eligible for re-employment.

Legal Reference: Local Government Code, Chapter 157, Subchapter E, as amended, with locally
specific alterations.
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9.00 HOLIDAYS

9.01 General Policy

County holidays, set annually by the Commissioners Court, are compensated based on an eight-hour
workday. Regular full-time employees observe these holidays:

Temporary and part-time regular employees do not receive holiday pay4nlessithey work on those days.
A yearly holiday list is distributed to department heads. Employeessabsent without approved leave
immediately before or after a holiday do not receive holiday pay. Holidays falling on weekends are
observed on the preceding Friday or following Monday, as decided bythe Commissioners’ Court.

Employees on a four-day, ten-hour work schedule must adjustto agcount for the eight-hour holiday by
either:

9.02 Work During Holiday

For operations requiring continuous staffinggortemergency responses, some employees may be
required to work on holidays. Employees working em holidays are compensated by either:

9.03 Holidawgallihg on Non-Workdays

If a holiday falls ©n a regular full-time employee’s day off, they are paid their regular salary and will
accrug eight holiday hours to take in the following twelve-month period.

9404 Maliday During Vacation

If a holiday occurs during an employee’s vacation, they are granted eight holiday hours and not charged
vacation time for those hours.
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9.05 Holiday Compensation for Section 7(K) Employees

Employees in the Sheriff's Department and Jail who must undertake shifts longer than the standard
eight hours because of the 24/7 nature of their duties will receive holiday pay equivalent to their regular

00

shift length—for example, 12-hour shifts will earn 12 hours of holiday time. This compensated holidayo

date, otherwise it will be lost without any payout. This policy ensures that those working extended ho

time will accumulate as an alternative day off and must be taken within twelve months from the holiK
for essential operations are properly rewarded with proportional holiday time.

35

© 2025 The Write Direction Inc. All rights reserved.



10.00 HEALTH AND SAFETY

10.01 Safety Policy po
The county is committed to ensuring a safe and healthy working environment for all employees. o

10.02 Employee Responsibilities and Reports Q
Employees must work in ways that protect their health and safety and that of others. All accidents, n

matter how minor, must be reported to a supervisor within 24 hours. Supervisors must file written r S
immediately with department heads which must be forwarded to Human Resources. Serious ingide!

are reported to the County Judge immediately.2° Failure to report can result in disciplinary actien:

¢

10.03 Employee Suggestions
Employees should promptly report any conditions that threaten health or safety to the&wisors and
are encouraged to suggest improvements for a safer workplace. o

10.04 On-the-Job Injuries @

Insurance: The county provides workers' compensation insurance for the-job injuries, covering
medical expenses and weekly payments if the employee is absent for mt\ a week.2' Claims must
be submitted to Human Resources immediately.

Medical Attention: Employees must contact Human Resources approved medical facilities
following an injury. In emergencies, notify Human Resources as soon as possible after receiving
emergency care. A physician's statement is required to return tefwark, and an independent physician’s
examination may be necessary. Ps

ﬁ} copy of the county’s policy. Leave starts

Injury Leave Initiation: Employees on injury leave,r
on the first scheduled workday of disability and |as il the employee returns to work or eligibility

expires.

Compensation: Employees may supplement their workers’ compensation with accrued leave for the
first seven days. After this period, they capfcontinue supplementing with leave payments to match their
regular pay, provided they sign a leave r st form.

the employee from working. | insurance is continued for up to 90 days after FMLA leave is

Duration and Termination: In'lg is available for up to one year, provided the injury prevents
exhausted, after which employees must pay premiums to maintain coverage.

Exclusion: Injuries due to %arm, intoxication, acts of God, or personal reasons are not covered.

Reporting Require : Employees are required to stay in communication with their immediate
supervisor. The
to department he

contact with

9,
Return to Service:
Iimitati* ailure to return as directed can result in discharge.
orary Light Duty: If released for light duty, employees may be assigned temporary roles. If no
y) is available, they remain inactive until fully released. Light duty may involve different
ments and duties, with pay adjusted accordingly.

20 U.8. Occupational Safety and Health Act of 1970
2 Workers’ Compensation Act V.T.C.A. Labor Code Chapter 504.
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Final Release: Upon final release, a physician's certificate is required, and the county evaluates the
employee’s ability to perform their previous job. If unable to return to previous duties and no suitable
position is available, the employee may be separated with accrued benefits paid.

10.05 Drug-Free Workplace

The county prohibits the unlawful manufacture, distribution, possession, or use of controlled substances
or alcohol in the workplace. Violations result in disciplinary action, up to discharge.

The county maintains a drug-free awareness program and requires employees to report any workplage
drug statute convictions within five days. The county notifies funding agencies within 10 days ofisuch
convictions. The county continues efforts to maintain a drug-free workplace through this policy.22

Please refer to Substance Abuse Policy for more information.

10.06 Non-Employee Incident/Injury Report
Policy: Records are kept for any accidents or incidents on county property resulting in bodily injury to
the public.

Scope: Applies to all county offices and departments, provided it dogs.noticonflict with Texas law.

Procedures/Requirements:

This process does not imply county responsibility for the injury.

22 J.S. Drug-Free Workplace Act of 1988; Texas Workers' Compensation Act V.T.C.A. Labor Code Chapter 41.
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POLK COUNTY
NON-EMPLOYEE INCIDENT/INJURY REPORT FORM
This is an injury report form for record-keeping purposes only. Please complete the form and deliver 4
it to the County Judge’s Office. o

PART ONE — INJURED PARTY INFORMATION \0

DATE / / TIME OF INCIDENT : AM / PM TIME NOTIFIED : AM/PM INJURED

PARTY NAME AGE 0
ADDRESS cITY 507
SOC.SEC.# /] .\

PHONE NUMBERS: HOME (___ ) - WORK(__ ) - &

PARENT/GUARDIAN NAME

HOME PHONE (___)___- WORK PHONE {_)_-40

ADDRESS CITY ST S

WAS THE AMBULANCE CALLED? YES__NO__ OFFERED? YES__NO__
VICTIM’S RESPONSE: YES___NO___
LOCATION OF INCIDENT

EXTENT & TYPE OF INJURY

NARRATIVE (Explain what happened, how victim was remov 0 ene, where taken, any treatment given

at scene, any other pertinent information — use back if necessary)

NAME, POLICY
NUMBER AND GROUP NUMBER OF THE | QRTY'S HEALTH INSURANCE PROVIDER:
PART TWO —TO BE COMPLETED BY TY EMPLOYEE REPORTING INCIDENT

ASSESSMENT OF CONDITIDNsyEH CONTRIBUTED TO INJURY

SIGNATURE OF RE PORMRTY

ADDRESS AND P@BER OF REPORTING PARTY
@
NAME, Q , PHONE OF WITNESSES

RECORDED BY COUNTY JUDGE'S OFFICE:

This page is left blank intentionally for future updates.
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11.00 USE OF COUNTY PROPERTY

11.01 General Policy

The county ensures employees have adequate tools, equipment, and vehicles, expecting safe and
courteous use in compliance with all regulations.

11.02 Use of Tools, Equipment, Property, and Vehicles

Employees assigned county property are responsible for its proper use and maintenance. Upon
separation, all property must be returned prior to the issuance and release of final payroll ¢heek.
Personal or political use of county property is forbidden. Violations may lead to dischargeyand
prosecution. '

11.03 Valid Driver’s License

All county vehicle operators must have a valid Texas driver's license and notify theirsupérvisor of any
changes. Driving records are periodically checked. A safe driving record is mandatorygviolations may
result in disciplinary action, including defensive driving courses, demotion, or disehiarge.

11.04 Vehicle Insurance

The county insures its vehicles. Employees using personal vehicles for d@unty’business must maintain
liability insurance as required by Texas law. Non-compliance can lead teldiseiplinary action. The county
is not responsible for damage to personal vehicles or insurance deductibles beyond travel
reimbursements.

11.05 Accident Reporting

Employees must report all vehicular accidents and preperysdamage to their supervisor and law
enforcement immediately. Accidents must be officially regported, and the Human Resources Department
and the Health and Safety Officer must be notifiediFailure fo comply can result in disciplinary action.
All third-party claims and litigation notices must be famwarded to the County Judge.

11.06 Take-Home (or Assigned) Vehicle Pd{ic_:y

County employees may use a county vehicleif approved by their supervisor. Vehicles must be operated
lawfully and safely. Driving privileges can be révoked at any time. Vehicles should be stored securely
during off-duty periods. Personal use issestriéted and subject to scrutiny. Misuse can result in criminal
prosecution under Texas Penal Cogé Segtion 39.02. Maintenance and repairs should follow county
procedures.

General Rules:

Il. Vehicle Maintenance Assigned vehicles must be kept in good condition and clean. Regular service
should follow, maintenance schedules. Unauthorized installation of equipment is prohibited.

Pleasé.refer to the County Driver / Vehicle Policy for more information.

#Q7 Computer, Electronic Mail, and Internet Use

‘County computers and electronic communication equipment are primarily for business use. Limited
personal use of the Internet is allowed if it does not interfere with job responsibilities. Unauthorized
software installation is prohibited. Computers should not be used in disruptive or inappropriate ways.
Sensitive information should not be sent via email. Software must be used in accordance with licensing
agreements. Internet use must adhere to professional standards and virus protection should be
enabled. Misuse can result in disciplinary action or legal penalties. Non-county employees require prior
authorization from the I.T. Department to use county equipment. Completion of annual Cyber Security
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Training is required for any employee to use computers or equipment that access the county’s network.
Failure to complete this state-mandated course will result in the user profile being deactivated.

11.08 County Issued Cell Phones

County issued cell phones are intended for County business only. Employees issued a cell phone are

political purposes. Use of County issued cell phones for illegal, unethical, sexual or purposes

interfere with or affect the ability of the employee to perform their duties is expressly prohibited. Persona
use of the cell phone could result in cost to the employee if minutes, data or messages excegdt
contracted amount. The employee must re-pay the County for all charges plus taxes, by the end
payroll period in which the billing is received. The County Auditor’s office will review all billing state
and any discrepancies will be reported to the elected official or department head. If you mis!
to return the issued property when requested to do so you will be liable for full replac -
equipment. Failure to comply with this policy as stated could result in disciplinary @action“up to and

including termination. o

Cellular Telephone Agreement
Employees acknowledge that county-issued cell phones are for Iegitimag iness purposes and

discouraged from using them for personal use. They must never use them for private business and‘or

understand the county’s right to audit usage. Negligence may result ip ¢ es for damage. Phones
must be returned upon termination. Communications are subject t om of Information Act.
Deleting or destroying records is a Class "A" misdemeanor.

Acknowledgment
Employees must certify they understand and will comply with @mty’s cell phone policy.

L/

N

Note to Readers:

Thank you for exploring thi e of our work. To keep our online showcase
concise, we have provided on selection from this piece.

portfolio, please don't fiesitate to reach out. We're more than happy to provide

additional sampw)on request.

Thank you,
The Write tion Team

,L\

Should you be intere7 in viewing the complete work or explore more of our

R
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