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CIry OF KINGSVILLE

The City of Kingsville was incorporated in 1911. ln 1926 a Home Rule Charter was adopted and in 1986 a
Commission - City Manager form of government was established. The City Commission consists of the Mayor
and four Commission members, elected at large, for two-year terms. The Commission is responsible for
passing ordinances, adopting the budget, and appointing committees.

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

the Chief Administrative and Executive Offlcer and is responsible for carrying out policies and ordinances of the
City Commission. The City Manager oversees the dayto-day operations of the City, presents an annual budget
and appoints all other City employees.

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

CITY COMMISSION VISION AND VALUES

The City of Kingsville Commission promotes the safety, health and general welFbeing of the community within
the bounds of fiscal responsibility while preserving and advancing the quality of life resulting in exceptional civil
pride. The Kingsville City Commission has established the following to state their goals for the City of Kingsville
and its employees.

VISION STATEMENT

2. Live in a safe, secure and healthy environment
> Adequate lighting > Emergency Management
> Adequate water and services, drainage > Public health seNices
> Community policing > Sanitation
> Effective, etficient fire and police protection

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

4. Be enriched by a range of cultural arts and recreational opportunities provided through citywide
initiatives and supported by the collaborative efforts and agreements with other governmental entities,
charitable and nonprofit organizations, and private entities.
> Athletic activities > Pefforming afts
> Fest/vals I Public Art
> Libmies > Recreation
> Museums ) Teen center
> Parks

Introduction
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As a result of our efforts, citizens will

'1. Access the highest quality of customer focused city services available at a reasonable cost.
) Communication > Professional, Competent staff
) Convenience, Accessibility ) Use of technology and media in all areas possible
> Customer Service > Value of Cost
> Ef f e ct ive n e s sEff i ci e n c y
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5. Participate and contribute to the health and future of our community.
> Advisory boards and committees ) Focus groups
> Communtty education programs > Volunteer programs
> Efficient access to information and

services via technology and media

6. Easily travel to, within and from the community
> Thoroughfare plan > Well maintained and clean streets, sdewarks and
>Trafric flow pedestian paths

7. contribute to and benefit from living in a strong diverse economic environment.
> Economic development compatible > Reasonable cost of living

with community values > Strong retail environment
> Job oppoftunities > Touism, conventions
> Protection of propefty values

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

9. Be enriched by fostering quality and long-tem relationships with local, statewide, national, and
international interests in the city of Kingsville
> Community suppott of Military Members and Dependents: Veterans
> Enhance development oppoftunities for Texas A & M University-Kingsville
) Preserve and suppott the U.S. Naval Air Station Kingsville
> Promote Athletic Competitions & Events, Wildlite & Heitage Events
> Quality of living for Senior Citizens, Winter Texans

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

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

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

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

Introduction
6



City of Kingsville Administrative Policies and Procedures Manual

, Leadership
We will build a team of highly qualifled individuals to advance our leadership role in the community. We are
dedicated to quality-focused principles and performance excellence in everything we do. Each of us will set high
individual standards to ensure that our customers are provided quality service in a timely and cost efficient
manner.

Sensitivity
We are committed to promote a worKorce that respects and values diversity in our community. We must also be
respectful and tolerant of the many ideas, emotions and circumstances of those living and visiting our
community. We will promote the highest possible service for all customers while being sensitive to the
differences among ourselves and the customers we serve.

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

effective team. Through effective teamwork we are able to harness our energy, creativity and resources to
design and implement programs and services that are the best that they can be. We will work cooperatively
within all levels of our organization and with our partners to achieve our common vision.

STATETENT OF TANAGETENT VALUES

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

To provide the City Commission with sound and professional staff support.

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

the management of municipal affairs.

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

Introduction
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HUMAN RESOURCES MISSION STATEMENT

The mission of the Human Resources Department is to support the goals and
challenges of the City of Kingsville by promoting a work environment that is

characterized by fair treatment of staff, open communications, personal
accountability, trust and mutual respect. We will seek and provide solutions to

workplace issues and support the City in meeting its goals through it most
valuable resource - it's PEOPLE.

Introduction
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CITY OF KINGSVILLE POLICIES AND PROCEDURES MANUAL

The City of Kingsville Policies and Procedures Manual is designed to acquaint employees with the City of
Kingsville and provide information about working conditions, employee benefits, and policies atfecting
employment. These policies apply to all employees of the City unless specified otherwise. Employees of the
City include all personnel which the City of Kingsville contributes 50% or more of the department's operating
budget.

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

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

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

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

. Hiring, directing, assigning, discharging, disciplining, and recalling employees;

. Establishing wages, hours, working conditions, allocating, and assigning work;

. Determining the quantity and quality of work to be performed; and

. Management and control of premises and equipment.

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

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

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

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

Unless specifically stated otherwise, the policies and procedures in this Administrative Policies and
Procedures Manual shall apply to all Employees; regular full-time, non+xempt and exempt regular part-time,
Civil Service, or temporary, who work ror the City of Kingsville, Texas to include personnel in departments
which the City of Kingsville provides 50% or more oftheir operating budget.

This Administrative Policies and Procedures Manual is provided for your use as a ready reference for City personnel
policies and procedures, work rules and some of the City's benefits. Accordingly, you will find it to your advantage to
read the entire manual promptly so that you will have a complete understanding of the material covered.

Please understand that these policies and procedures are by no means exhaustive. There are a number of procedures
and rules dealing with our City functions, which are established by laws, regulations and sbndards that are dictated by
state and federal authorities, and are followed by the City. There are policies and procedures that are maintained in

certain departments of the City which apply only to Employees of that department. For this reason, you should atways
contact your Department Director or the Human Resources Department if you have a circumstance or question for which
you cannot locate an answer in the manual.

Approved: August 28, 2006

POLICY NO. 1OO.O1 HOW TO USE THE MANUAUAPPLICABILITY

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

Scan through the appropriate section of the Table of Contents to find the correct subject and title of the policy you are
interested in. Subject headings are for groupings of similar policies, while titles refer to speciflc policies, procedures,
or directives. A reference number is located in the upper left-hand corner of each policy or procedure. Turn the
pages ofthe section until you come to the correct reference number.

To help you fully utilize the contents ofthese policies and procedures, the following definitions may be helpful to you

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

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

Approved: August 28, 2006

\Mlile every effort will be made to keep consistency in the work environment, there will be times when it is necessary
or desirable for the City to change a policy or procedure in this Handbook. When a situat,on arises that requires the
institution of a new/revised policy, the following procedure will be adhered to:

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

) After the City Manager has approved the first draft of any proposed policy, Human Resources may provide the
draft to other directors for review with their staff. The extent of departmental review will be determined by the City
Manager based on the nature of the policy.

> Departments shall forward written feedback and suggestions to the Human Resources Department within ten
('10) working days.

Chapter 'l
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POLICY NO. 1OO.O2 CHANGING A POLICY OR PROCEDURE



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

No policies, procedures, or administrative directives affecting all departments will be consadered official unless
properly communicated and distributed by the Human Resources Department, after the City Commissioner's final
approval.

Approved: August 28, 2006

POLICY NO. 1OO.O3 UPDATING THE ADII,iINISTRATIVE POLICIES AND PROCEDURES MANUAL

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

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

Approved: August 28, 2006

POLICY NO. 1O1.OO AT.WLL POLICY STATEMENT AND DISCLAIMER

The policies and procedures set forth in this Administrative Policies and Procedures Manual are not a binding
employment contract. This manual provides general guidelines only and none of these provisions are contractual in

nature. All employment with the City of Kingsville is 'at-will," meaning that employment may be terminated at any
time, with or without notice, for any reason or no reason, by either the Ci$ of Kingsville or the employee.

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

POLICY NO. 102.OO ORGANIZATION OF MUNICIPAL EMPLOYEES

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

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

Chapter 1
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City o, Kingsville Administrative Policies and Procedures Manual

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

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

Approved: August 28, 2006
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ln order to insure that employees' concerns about such issues are heard, the City encourages employee
associations to meet with staff to discuss such issues. The City retains the unilateral right to make all final decisions.

Supervisory employees carry responsibilities and duties in the management of the City's business that may be
incompatible with their membership in an employee association or union. The City Manager recommends that
supervisory employees not belong to any association or union in which non-supervisory employees are also
rnembers.

Solely as a convenience to City employees who may wish to belong to an employee association or labor
organization, the City of Kingsville deducts dues when specifically authorized to do so by the employee, and where
deductions are in accord with the policy for payroll deduction established by the City Commission. The procedure for
initiating or canceling any such payroll deduction shall be as established by appropriate administration regulation.
lnitlation or cancellation of such payroll deduction will in no way affect an employee's.iob or standing as a City
employee.

ln interpreting this statement of policy, City officials and employees should realize that nothing herein should be
construed as an abandonment or restriction of the City's governing policy with respect to employee conditions and
the treatment of its employees. The provisions of the State statute, the City Charter, and the proper exercise of the
authority of City-appointed officials and other supervisory employees shall in no way be restricted or impaired by
provisions of this personnel policy.

Approved: August 28, 2006

POLTCY NO. 1't 0.00 PERSONNEL PHILOSOPHY, EQUAL EMPLOYMENT OPPORTUNITY, AND AFFIRMATIVE
ACTION

The City's primary Human Resources objective is to select personnel who meet high standards of personality,
character, education and occupational qualifications, who can carry on our work with competence, who have capacity
for growth and who will become a living part of our City's operations.

The City realizes that its fundamental strength and future growth depend directly upon the contribution made by each
person within its administration, that productivity and efficiency result from real .iob satisfaction and from the
opportunity each person receives and accepts for his individual self-development. All Human Resources
Administrative Policies and Procedures as adopted by the City Commission or Administrative Procedures or Polices
approved by the City Manager are established to fulfill the City's human resources objectives and goals.

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

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

Municipal employees participating in an employee organization or other association or union activities are required to
conduct such activities on their own time and not during regularly assigned working hours with the following
exceptions: 1) An association or union representative assisting a fellow employee in the presentation of a grievance
may utilize such time during working hours as is essential for presentation of the grievance; however, preparation of
grievances shall be on the employee's own time; and, 2) Employee association or union officials (president, vice-
president, and/or secretary-treasurer) may meet on City time with departmental supervisors or the City Manager or
his representative when such meeting times are fixed with the knowledge of the appropriate supervisory officials
concerned. Departmental supervisors must be notified at least twenty-four (24) hours before the scheduled meeting
time.
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The City believes that all persons are entitled to equal employment opportunity and does not discriminate against its
Employees or applicants because of race, color, religion, sex, sexual preference, national ongin, ancestry, age, marital
status, disability, veteran status or any other basis prohibited by federal, state or local law. Equal employment
opportunity will be extended to all persons in all aspects of the EmployerEmployee relationship, including but not limited
to recruitment, hiring, training, compensation, promotion, transfer, discipline, layoff and termination.

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

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

Every budgeted position is allocated into a classification that includes positions with slmilar duties and
responsibilities. Substantial similar positions are grouped together and treated as equivalent with regard to personnel
and salary administration.

Class specifications prepared by the Human Resources Department describe the range of duties performed by
employees in the class. Specifications include essential and marginal function statements, qualifications, and \rvorking

conditions of the class. Class specifications are generic, describing major duties and functions. They are not intended
to describe specific positions in detail.

Official class titles are used in all personnel, payroll, accounting, budget appropriations and functional records and
transactions. Official class titles must be used when processing transactions. A codang system is used to designate
each class in the system.

The Human Resources Director is responsible for the administration and maintenance of the classification system
and may initiate studies of individual positions, series of positions, classes, occupational groupings or organizational
units to ensure and maintain the integrity of the classiflcation system. VVIen the need for a new class arises, the
Director will recommend a new class title and develop class specifications for the new classificatlon. See Appendix
A-1 for the most recent City of Kingsville Job Classification and Compensation Plan approved by City Commission.

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

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

Step 2 - Suggestions for any changes shall be presented to the C,ty Manager for consideration.

Step 3 - The City Manager shall authorize a presentation to the City Commission regarding the proposed changes to
the City of Kingsville Job Classification and Compensation Plan.
Allocation of positions to a classification will be made on the basis of a whole job analysis to include but not limited to
consideration of required expertise, decision-making, supervisory responsibilities, management control, contacts,
physical effort and working conditions.

Department Directors assist in this process by identirying any changes in the organization which include changes in
function, organizational relationships, work methods; proposed new positions; changes that have been or are to be
made in the duties and responsibilities of any departmental positions.

Vvten reclassification and restructuring occur and the employee does not meet the minimum qualif,cations of the
classifcation their position has been reclassified to, they must have been performing the essential functions of the
position at a satisfactory level for at least six (6) months p or to the reclassification. lf they do not meet the six (6)
month requirement, the Department Director may request a waiver of this provision.

Classification and position reviews will be conducted upon the requesl of a Department Director in a manner that is
hir, equitable and objective, taking into consideration not only the needs of the individual department but the needs
and requirements of the City as a whole.

Approved: August 28, 2006
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POLICY NO. 2O1.OO RESPONSIBILITY TO ESTABLISH COMPENSATION

The City Manager, or his designee, shall be responsible for administering the Compensation Plan including but not
limited to, the processing of salary advancements, the determination of proper salary rates, and the preparation of
recommendations and initiation of approved comparable positions outside City employrnent. The City Commission
shall consider any changes recommended by the City Manager and the changes shall be effective upon favorable
action by the City Commission. See Appendix A-1 for the most recent City of Kingsville Job Classification and
Compensation Plan approved by City Commission.

POLICY NO. 22O.OO PERSONNEL DESIGNATION

Unclassified Personnel
Unclassified personnel are all City employees except the following

Elected official of the City
City Attorney

City Manager
Assistant City Attorney

Classified Personnel
Employees in classified positions are fire and police personnel covered by Texas Local Government Code Chapter
143.

Approved: August 28, 2006

POLICY NO. 23O.OO PERSONNEL ADMINISTRATION

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

Approved: August 28, 2006

POLICY NO. 24O.OO EMPLOYEE DEFINITIONS

The following definitions apply to employment with the City

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

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

Chapter 2

2

Chapter 2-200 Policies

The City shall establish a wage and hour administration policy in compliance with the Fair Labor Standards Act
(FLSA).

Approved: August 28, 2006

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

Municipal Court Judge
Civil Service Personnel
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Probationary Employee - A "probationary Employee", whether "full-time' or "part-time" is one that has been employed
for less than 180 consecutive calendar days for the City.

Temporary/ContracuLeased Employee - A Temporary, Contract or Leased Employee is one who is hired, or is under
contract to work for a defined time to meet a special business need or emergency. Temporary, Contract, or Leased

Employees are not eligible for City-sponsored Employee benefits, even if the duration of their employment extends
beyond the original agreed-upon length of time.

ExempuNon-Exempt - \Mether in probation, regular full-time, regular part-time or other status, Employees are generally

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

An exempt Employee is one who, under the provisions of the Federal Fair Labor Standards Act, state or local law, does
not receive additional pay for overtime work. Exempt Employees are paid a salary to compensate them for all hours

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

individual position, the required educational level and the salary received.

A non-exempt Employee is one who does not meet the federal, state or local exemption requirements and is entitled to
receive additional pay for any overtime worked. Non€xempt Employees are sometimes refened to as "hourly"
Employees and are entitled to overtime at one and one-half their "regular hourly rate" for any hours worked in excess of
40 hours during the worhweek.

Civil Service Employee - A "Civil Service Employee" is a commissioned police officer or firefighter employed by the
City, but excluding any commissioned peace officer employed by the City not covered by Chapter 143 or Chapter
174 of the Texas Local Government Code. Statutory provisions of the Texas Local Government Code and, in certain
cases, the terms of a collective bargaining agreement, govern and control the terms and conditions of employment of
Civil Service Employees. \Nhere the terms of an applicable collective bargaining agreement or the Texas Local
Government Code conflict with the provisions of these Policies and Procedures, the collective bargaining agreement
or the provisions of Texas law control as to those Civil Service Employees.

All City employees except Civil service personnel are "at will"-meaning that either the City or the individual may
terminate their employment or service to the City at any time, for any reason, or for no reason.

Approved: August 28, 2006
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POLICY NO. 31O.OO JOB POSTINGS

It is the City's policy to assist in the professional development of all its Employees by posting open employment
positions and by giving preference to qualified City Employees whenever an open employment position is being filled.
The following procedure has been established to ensure that announcements of vacant positions are posted on a
timely basis on specified bulletin boards at City locations.

ldentification of Job Openinq
Open job positions will be identified by the submission of a ".iob vacancy" form by the Department Director to the
Human Resources Department.

The minimum posting time for all "lnternal Positions" should be five (5) working days. lf five (5) working days have
passed and the position is still not filled, it can be revised to an "Open Position" and posted as described in the next
section.

Open Positions
Vvhen a position has been determined to be open to the general public, it should be posted as indicated

A. Professional - Professional positions are posted for a minimum of five (5) working days. Based on the
difficulty in recruiting for this position, the Department Director may elect to open the position for longer than five
days. lf the Department Director does not have a sufficient number of qualified applicants as of the posted period
closing date, the closing date may be extended.

B. Managemenusupervision - Managemenvsupervision positions are posted for a minimum of five (5) working
days. Based on the difficulty in recruiting for this position, the Department Director may elect to open the position for
longer than five days. lf the Department Director does not have a sufficient number of qualified applicants as of the
posted period closing date, the closing date may be extended.

C. Technical/Para-Professional - All technical/para-professional positions are posted for a minimum of five (5)
working days. Based on the difficulty in recruiting for this position, the Department Director may elect to open the
position for longer than five days. lf the Department Director does not have a sutficient number of qualified applicants
as ofthe posted period closing date, the closing date may be e)dended.

D. Ofricerclerical - All office/clerical positions are posted for a minimum of five (5) working days. Based on the
ditficulty in recruiting for this position, the Department Director may elect to open the position for longer than five
days. lf the Department Director does not have a sufficient number of qualified applicants as of the posted period
closing date, the closing date may be extended.

E. Service/Maintenance - All service/maintenance positions are posted for a minimum of five (5) days. Based
on the difficulty in recruiting for this position, the Department Director may elect to open the position for longer than
five days. lf the Depa(ment Director does not have a sufficient number of qualified applicants as of the posted period
closing date, the closing date may be extended.

F. Temporary/Seasonal - Most temporary/seasonal positions are posted.
appointments can be made by the Human Resources Director in emergency situations

However, some immediate

Approved: August 28, 2006
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lnternal Positions
Non Civil-Service positions within the City will be considered 'lnternal" until posted within the guidelines of this policy.
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POLICY NO. 32O.OO POSTING TIMETABLE FOR CIVIL SERIVCE POSITIONS

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

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

Approved: August 28, 2006

Approved: August 28, 2006

POLICY NO. 330.01 EMPLOYEE REQUISITION

Approved: August 28, 2006

POLICY NO. 330.02 RECRUITMENT

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

External: When the vacancy has been determined to be open to the general public, job opportunity announcements
will be prepared and sent to the requesting departmenudivision, and will be posted on the bulletin boards outside the
Human Resources Department and other designated areas at City facilities. The requesting departmenudivision will
ensure that job opportunity announcements are posted in their areas.

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

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

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

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

Chapter 3-300 Policies Chapter 3
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POLICY NO, 33O.OO RECRUITMENT AND HIRING_NON-CIVIL SERVICE POSITIONS

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

WIen a job vacancy occurs, or if a new position is approved, the department will submit an Employee Requisition
Form (Appendix B-2) to the Human Resources Department. The Employee requisition is then subm'tted to the
Human Resources Director for approval. The Human Resource Department shall foMard the form to the Finance
Department to veriry funding and the Finance Department shall forward the form to the City Manager for approval.
The City Manager may approve the requisition form and forward to the Human Resource Department for processing.
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The Department Director will indicate a prefened starting date for the successful candidate. Hiring dates should
coincide with the new Employee processing and must be coordinated with the Human Resources Department.
Exceptions must be approved by the Director of Human Resources.

Approved: August 28, 2006

POLICYNO.33O.O3 DISQUALIFICATION

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

Does not meet the qualifications necessary for performance of the duties of the position involved;
Has made a false statement of material fact on the application form or supplements theretol
Has committed or attempted to commit a fraudulent act at any point in the employment process;
Has an unsatisfactory driving record as denned in City of Kingsville Policy # 880.00 Driving Policy;
For any other reasonable grounds relating to job requirements.

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

Approved: August 28, 2006

POLICY NO. 330.04 NEWTTRANSFERRED EMPLOYEE PROCESS

POLICY NO. 330.05 NEW EMPLOYEE ORIENTATION

On the first day of employment the new Employee and the Department Director will complete, sign, and forward the
New Employee Orientation Checklist (Appendix B-1) to the Human Resources Department. Within 3 weeks after, the
employment date, all new Employees must attend an orientation session to learn more about the City, including
Employee relation services, benefits, policies and procedures. Opportunity will be provided for questions and
discussions during this orientation. The Human Resources Department will schedule and conduct this orientation.

Approved: August 28, 2006

POLICY NO. 330.06 CIVIL SERVICE HIRING AND RECRUITII/IENT PROCEDURES

Please refer to the most recent Civil Service Statutes for the employment process for civil service Employees

Approved: August 28, 2006

POLICY NO.34O.OO PROFESSIONAL SEARCH AND RECRUITMENT

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

Wth the approval of the City Commissioners, the City may employ the services of personnel search firms for
executive, senior professional and management positions when suitable applicants cannot be expeditiously located
through the regular recruitment process. The guidelines for use of personnel search firms are as follows:

Chapter 3-300 Policies

The Human Resource Department will extend the offer of employment to the successful candidate and agree on a
starting date. All offers are contingent upon results of the driver's license check, drug screen, physical examjnation if
required and the ability to produce documents of employability as outlined in the lmmigration Reform and Control Act
of 1986. The new Employee/Transfer Employee sign-up will include the completion of necessary forms (including the
l-9), physical examination, if required, police record check, identification card, and produce proof of employability and
any other pre-employment requirements. lt is also the Human Resources Department's responsibility to notiry the
applicants not selected for the position.

Approved: August 28, 2006

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

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

> The City Manager must approve the negotiated fee and contract for payment prior to submission to the City
Commissioners for final approval, unless the fee is less than $10,000 in which the City Manager shall have final
approval. The department seeking to fill the position must provide a written request for payment and all supporting
information to the City Manager for foMarding to the City Commissioners.

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

Approved: August 28, 2006

POLICY NO. 35O.OO FAIR CREDIT REPORTING ACT

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

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

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

Approved: August 28, 2006
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POLICY NO. 41O.OO ELIGIBILITY FOR PROMOTIONS, TRANSFERS OR REASSIGNMENT

Employees are generally not eligible for promotion until they have served in their present employment position for
180 consecutive days. However, employees may apply for promotion even if they have not served in their present
employment position fo|I80 consecutive days. This policy shall not preclude the City from promoting employees
who have served less than '180 days. All job positions shall be filled based upon the Employee's education, skills,
qualifications and ability to perform the essential functions of the job as specified in the applicable job descriptions
and specifications. Promoted employees will be required to restart the 180 day probationary period upon
commencement of the new position.

Hourly employees shall commence at the step of pay as designated by the current City of Kingsville Job
Classification and Compensation Plan approved by City Commissaon. (Appendix A-1)

Approved: August 28, 2006

POLICY NO. 410.01 RESIDENCY

Residency requirements for Employees ofthe City shall be based entirely on the requirements ofthe position held by
the Employee as determined by the City Commissioners and the City Manager, or by City ordinance, policy, or
procedure.

Department Directors may establish reasonable response time requirements for certain positions which may be
subiect to emergency recall and/or periodic service on a stand-by status. A definition of and guidelines for
establishing reasonable response time in the case of an emergency will be explained by the Employee's Department
Director at the time of employment and/or at any time when iob requirements or response time guidelines change.

Unless residency is required by the City Commissioners, the City Manager or by City ordinance, policy or procedure,
Employees of the City shall not be required to nor be discriminated against for not establishing a residence within the
City limits. However, ability to meet established response time requirements for some positions will be considered a
condition of employment.

Approved: August 28, 2006

POLICY NO. 42O.OO NEPOTISM POLICY

The City will not contribute, through employment, internal advancement or transfer process, to the creation of any
inequity or impropriety among its Employees.

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

An applicant for a job in a divasion which repo(s to or serves as staff liaison to a City board or commission is
ineligible for employment in that division if the applicant is related within the second degree of affinity or the third
degree of consanguinity to any member of the board or commission.

Approved: August 28, 2006
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Transfers, the re-assignments of Employees from one position to another that does not involve promotion, may be
initiated at any time. Employees desiring a transfer to an open employment position should apply for the position and
discuss their desire to transfer with both Department Directors involved in the transfer. Transfers may, atthe request
of an Employee, require a demotion under certain circumstances. Vvhere an Employee desires to transfer into a
position that represents a demotion, the transfer will not be considered disciplinary action and shall not reflect
negatively on the Employee's employment record with the City.



POLICY NO. 420.01 FAMILIAL RELATIONSHIPS DEFINED - KINSHIP

For the purposes of this policy, the following shall constitute familial relalionships

Consanguinity (Blood Relationship)

City of Kingsville Administrative Policies and Procedures Manual

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

ld Deoree
Father
Mother
Son
Daughter

'l't Deqree
Spouse
Father-in-law
Mother-in-law
Son-in-law
Daughter-in-law
Stepson
Stepdaughter
Stepfather
Stepmother

2"d Deoree
Grandfather
Grandmother
Brother
Sister
Grandson
Granddaughter

2.d Deqree
Spouse's Grandfather
Spouse's Grandmother
Spouse's Grandson
Spouse's Granddaughter
Brother-in-law (Siste/s spouse)
Sister-in-law (Brothef s spouse)
Brother-in-law (Spouse's brother)
Sister-in-law (Spouse's siste0
Stepbrother
Slepsister

Affinity (Marriage Relationship)

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

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

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

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

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

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

Chapter 4-400 Policies Chapter 4
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An Employee seeking a transfer will be considered for any City position for which he is qualified but cannot remain in
the existing dlvision for more than ninety (90) days. Oualifications being equal, the transfeffing Employee shall be
given preferential treatment. lf a suitable position cannot be found by the end of this period, one of the two must be
terminated or be subject to reassignment if another position is available. The selection of which employee must be
reassigned and the nature of the reassignment is subject to the sole discretion of the City Manager.

Approved: August 28, 2006

POLICY NO.420.02 BOARDS AND COMMISSIONS

lf an Employee is already employed with the City, then the Employee is not required to transfer or resign upon the
appoantment of a relative to a board or commlssion of the City. An applicant is not eligible for a position of
employment that serves as the liaison to a board and/or City Commission within the 2d degree of affinity or the 3d
degree of consanguinig.

Approved: August 28, 2006

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

As a condition of employment, each Employee of the City must have a valid social security number. Additionally,
each Employee of the City shall be either a citizen of the United States or a legally documented alien with an
approved work visa or permit.

Procedure
> Applicants for employment with the City will be asked by the Human Resources Department to provide proof of

United States citizenship or legal eligibility to work in the U.S. in the form of a birth certificate, naturalization
paper, social security card, U.S. passport, and a pictured identification card; i.e., drive/s license or other
documents as specified in the lmmigration Reform and Controt Act of 1986.

> Applicants who cannot demonstrate either United States citizenship or status as a legal alien with approval to
work in the United States will not be considered for employment.

D Employees who lose their status as United States citizens or whose visa or work permit expires shall be
terminated.

Approved: August 28, 2006

POLICY NO.43O.O2 MINIMUM AGE

A birth certificate and a minor's work release will be required of each applicant who is under eighteen (18) years of
age prior to employment with the City.

Approved: August 28, 2006

POLICY NO. 430.03 MEDICAL EXAMINATIONS

New Hire - External Applicant
Applicants offered positions in alljob classifications will be required to pass a physical examination administered by a
physician selected by the City. No one who is given a medical examination shall be employed unless the examining
physician certifies that the person meets the minimum standards of physical fitness required for the position. See
Appendix A-1 for listing of job classifications.

) Physical examinations required by the City for an external applicant ofiered a position shall be at the expense of
the City of Kingsville.

Chapter 4-400 Policies Chapter 4
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The City's minimum age for regular employment will be eighteen (18) years of age. The only exception will be for
selected seasonal and/or temporary positions when prescribed differently by federal or state la\M. ln no case are
individuals younger than sixteen (16) years of age eligible for employment.



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

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

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

> Vvhen the City requires a physical examination or physician's report concernang an illness or injury suffered by an
Employee, the examination shall be at the expense of the City and performed by a physician selected by the
City. Such examinations will be authorized by the Director of Human Resources only.

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

Approved: August 28, 2006

POLICY NO. 430.04 DRUG/ALCOHOL TESTING

It is the policy of the City to require Employees and applicants given a conditional offer of employment to be
screened for drugs and/or alcohol according to the City of Kingsville's Substance Abuse Policy No. 830.00. Any
applicant with a positive drug and/or alcohol test result shall not be eligible for hire. Tests shall be conducted by
authorized personnel as listed in Substance Abuse Policy # 830.00.

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

in the workplace.

Conditions of Emplovment

> Drug and/or alcohol testing required by the Cig for promoted, transfened, or cunent Employees shall be paid for
by the City- Time spent by an Employee in waiting for testing shall be considered hours worked for pay purposes.

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

Pavment for Druo and/or Alcohol Testino
> Drug and/or alcohol tests paid for by the City are the property of the City. A copy of the medical examination

report shall be available to the Employee upon request.

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

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

Approved: August 28, 2006
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POLTCY NO. 430.05 CtVtL SERVTCE

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

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

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

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

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

Exempt employees entering the competitive service shall be required to successfully complete an orientation period
of six months from the date of hire.

Beginning salaries for exempt employees shall conespond between the position's minimum and maximum range on
the City of Kingsville's Management Level Schedule (Appendix A-1).

Compensation increases after orientation shall correspond to the City of Kingsville's Job Classification and
Compensation Plan schedule as approved by City Commission.

\Men an active employee is hired, promoted or transferred to another position, the employee will commence a new six
rnonth orientation period an the new position. Hourly rate increases shall conespond with the cunent City of Kingsville
Job Classification and Compensation Plan schedule. The department supervisor or director shall complete an
evaluation form after the employee's completion of the six month orientation period. lf the seleclion to the new position
requires special licensing or certification, the employee shall be provided the period of time permitted by law to
acquire such license or certification.

Approved: August 28, 2006

POLICY NO. 5OO.O2 UNSUCCESSFUL COMPLETION OF ORIENTATION

lf the employee is unable to successfully complete the orientation period, the City shall terminate the employment
relationship. lf the person held a position with the City prior to the orientation period, the City shall give the person
the opportunity to retum to their former position at the rate of pay corresponding to the position, provided the
previous position has not been filled.

Approved: August 28, 2006
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City ol lG€6v . Ad,nindr.tilc Poficar rnd Procedue€ Lenual I

ln dete.mining crediEbility seryice br frhge ben€fits, and senbdty purposes, servb€ shall b6 ctediEd bssed on
cun.nl uni eftuPled emPbrt*nt 

rw,,w,: August 2g, 2006

POLICY NO. OOO.O2 HEALTH NSURANCE
All elected offlcials and full-time employees in the competitive and civil service and such otier employees meeting
health plan eligibility requiremenb shall be offered healh b€nefib in acoordance with lhe following pmvlsions:

A ElecEd ofrciab and full0me employees shall b€ offered coverage under lhe Cib/6 grurp medaal plan.

B. El€cted official and elEible employees may deci to ha've thei dependenb covEred under the healh plan lvith

the City conuituting a percentage of lhe premirms as estauished by the CiV Cornmbsbn.

App.orred: August 28, 2006
Revbed: SepEmber 25, 2017

poltcY l,to. 600.03 L|FE lt{suRANcE
Ttle purpoGe of f'lis poliL.y is b co municaE the life ins[ance program fo. ttle City of Kingsvillo employes and other
eligible membeB of the City CommBsion b identify eligbility requirernents-

Lifa insurance offtrs employees and their families' lrnpo.tarf flnancial protsc{on. Th€ City of Kingsvile proides a
basic lhh lnsurance plan to irtt time emptoyees and eligble members of the City Commission equal b siher S10,000
or one yea/s salary not to exceed $50,0fi),

The City of Kingsville paF all premiums associated with this policl. Employees do hat€ the oPtion b waive this

coverage-

ElEiUe participanb in the lile insurance phn are subiecl to dl terms ard conditons of the agreement belween lhe

Ci{ ani Ure insr.rrance canier. E6ch niw e[gible riEmb€r shall co.nplete enrotrrenl foflis at the tirp full.rime

employmenl or City Commission lem begins. Cmba 0re Human Resources Departnent for additbnd inb.malion
about lilb insurance benefits' 

Appro*d: August zg, 2006
Revised: SePbmbBr 25, 2017

POLTCY NO. 800.04 TEXAS IIUNICIPAL REnRE ENT SYSTET (IURS)

T RS R.dromar Plan
i5-uenry erigiufty r.qrirements for emptoyees to p€rticip€te in lhe Texas Municipal Ratirarn€nt Wn fiMRS),
the rctiremenl syslem admini$ered m a $atet /ide bsis.

Pantciration in the Texas Mun'xipal Retiteflpnt SFtem Provires for monthly Penslon berEfits at ,etiernent

Ehlbllilv for Enrclmerd
Atffitrl"-of €rnptqm.nt, all fu1 time e[glble employe€s are etlrolled in ttp TMRS P€nsion plan.

Contrfrntlona
ffiIiEffiiTres ano other poticies of the city's TMRS Phn are determined by the Crty Commission and are subiect

b change.

Contributions to TMRS are mandabry for full time €rnployees. Currenuy, lhe emPloye€ contibutes 7% of their eaming

each pay period. The contributions ire lax defened and ma& through Payroll deductirxts. V€sting g€nerally occuls

S yeaL iier the irst contibutim. Curently, the City's contributions at retiretnent are apPmximately 1.5:1.

Chapter 6
I
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City d Khg6vilc AdmiGtr.lit s Polkjes .nd PrccefirBs ltq.rel 2

lntarBt Eaminos
Empbyee deposits eam interest on an annual basis, credited to lhe employee's account €ach year. prorated interest
occurs only during he year in wtich be employee retires.

Benellts at Roliremant
Generally, emPloyees may retire after 240 month (20 yeal.s) of TMRS sedit regardless of age. Mititsry SeMce and/or
prBvixrs govemment employrn€r contsibub servicE credit tolvard earlier retirernent

TURS benefils will be based m years of seryi:e, salary, the employea and City confihrlims b the account, ard the
retirement oplbn selected.

Emdoye€s should contact lhe Human Resources Department at le6t one (1) month bebre the ptanned retirement
dale to allour for completion of papers/ork. For additional inlormstbn, please consutt the ruiS B€nefits Guire
available online at y4glgggg1gor contaci the Human Resources Departnent.

AffoBd: AtEUsl 28, 2AOo

POLICY NO. 800,05 coNsoLtDATED OmN|BUS BUDGET RECONC|L|AT|ON ACT (COBRAI

To ouune lhe eligibility and pmcedures ior extended health insurance lhrough the Ederal Conmldatsd Omnibus
Budget Reconciliation Acl (COBRA).

COBRA gives emPloyees and/or dependen(s) lhe opporunity to continue health insurance @verage under the City's
heallh plan wfien a qualifying event rrrould normally fesult in the loss of eligitilty. Some common qualifyirE evenb are
rasignation. termination of employment, death, reduction in houls, an employee's divorce, legal s6piatr:n, or a
dependent child no longer meeting eligibility requirernents.

Under COBRA lhe employee or benefEiary will pay the full cosi of cot erage at the Citys gmup rale plus an
adminisfative fee. When a qualifying e\rent ccurs, contjacl the Human Resources Oepartment to detsmine COBRA
eligibility.

A,ptoved: Algusl2a, fr06

POLICY NO.610.00 PERSONNEL FILES: RECORDS OF EiIIPLOYMENT

The City of Kirpsville maintains an official personnel fle in the Hurnan Resources DegarEnent ff each employee
hdudirE such inbrmalion as he employee's iob applicaton, resurne, performance ev"aluation brms, personnel aairn
foms and other employmer r€cords. The City shall Ulor the ,ecords control schedule as mandated by state bw and
City Ordinance.

Apptowd: ArEu.4 28, 2006

POLICY NO. 610.0I RESTRCNONS AND CONFIDENTIALITY OF FILE

Personnel files are the property ol the City, and accass to he informalion they conEin is resfitud. Horeyer, release
of into,rmaton contained in he personnel ne b subFci to the Public lnfonnalion Ad lnfomaton contained in the
peEonnel lile. exempted infomaton deemed confidenlial by law or other information that is exempt fiom disdosurc
under the Public lnformation Ac{, may b6 released pursuant io elch act. Additionally, direc{ or hiring supefvisors ard
managemert personnel of the City who have a legitimate reason may reyiew infomation in the file.

Medical reeords are mainEined sepaEte fiom the personnel 6le and will not be released b the public, unless required
by law. An empbyee or fonner employee may choose nol b allow publc access to inromation lhat relates to the
employee's home addless, home telephme numb€r, or social security number, or that rewals wheher the empblree
has f;amily members, by signing a ! fttlen Non-Disclosure Form (Appendix C-1) at the tirne of empbyment teminaton
or retit€ment An efirployee of ftrmer emdoyee may abo later choose to open access b sucfi hbrmdion by signing
an auliorizalion ol retsas€ of lnb.mation to anolher business entity.

Chapler 6
2
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All requests for inficrmation, written or verbal, fiom persons outside the City conceming job applicants or
curenuseparated employees must be refened to the Human Resources Department. Wthout a signed release from
the Employee specifically designating lhe party to whom employment information is to be released, the Human
Resources Department will release only the dates of employment, position held and cunent or final salary
information.

No one but the Human Resource Department is authorized to release infurmatjon conceming the employment history
of a City Employee. Letters of re@mmendation written for a cunent, retired or separabd employee must be
approveil by tre City Manager or Direclor of Human Resources. A copy of the letter shall become a part of the
Employee's file.

Approved: August 28, 2006

City of Kingsville Administrative Policies and Procedures Manual 3

POLICYNO, 610.02 RELEASE OF EiIPLOYEE INFORTANON/REQUESTS FOR EHPLOYHENT
REFERENCES

POLICY NO. 6{0.03 EMPLOYEE ACCESS TO FILE

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

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

R-esource Department in the presence of a Human Resources employee. The employee may review the files and

take notes or request copies of select pages, but shall not add or remove anything from their personnel file.

AqPrcved: August 28, 2006

POLICYNO. 610.04 PERSONALDATACHANGES

It is the responsibility of each employee to notiry the Human Resources Department within one (1) week of any

changes in personai data, such as name changes, marital status, physical and mailing addresses, telephone

numblrs, and emergency contacts. For employees with dependent insurance coverage, the number and names of
dependents must also be kept up to date. Additionally, employees should contact Human Resources for any

chinges to beneficiary designation on any insurance policies and retirement packages and any changes to an

employee's w-4 designation 
Apprcved: August 28, 2006

POLICY NO.610.05 HEALTH INSURANCE PORTABILTTY AND ACCOUNTABILITY COMPLIANCE POLICY
(HTPAA)

(1) The City of Kingsville is a covered entity as defined by HIPAA and we do maintain healthcare and related plans' ' 
that are subjeCt to HIPAA requiremenB. The City of Kingsville shall comply with federal HIPAA rules and

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

HIpAA regulations will be followed in administrative activities undertaken by assigned personnel when they

involve pl]l in any of the following circumstances: health infurmation privacy, health information security and

health information electronic transmissions.

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

serious. Disciplinary action will be Eken in accordance with our workplace policies

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

should'be addrEssed to the HaO. This policy is supplemented by new operating procedures issued by the HCO

and will be effective immediately. City records that are govemed by this policy will be maintained for a period of
no less than six years, and when the maximum retention period has passed, the records will be sub.iect to the

City's policy for completed record destruction.

(2) Health lnsurance Portability and Accountability (HIPAA)
The City of Kingsville hai adopted a policy that protects the privacy and confidentiality of protected iealth
information (PHf whenever it is used by City representative, The private and confidential use of such

Chapter 6
3
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information will be the responsibility of all individuals with job duties requiring access to PHI in the course of their
jobs.

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

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

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

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

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

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

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

Approved: August 28, 2006

POLICY NO. 620.00 GENERAL COMPENSATION POLICY AND PAY ISSUES

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

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

Approved: August 28, 2006

Chapter 6€00 Policies Chapter 6
4
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POLICY NO. 620.01 PAYOAY

All City Employees are paid on a bi-weekly schedule, every other week on Thursdays

Approved: August 28, 2006

POLICY NO. 620.02 OTHER PAY ISSUES_DISTRIBUTION OF PAYCHECKS

Department supervisors or their designee distributes paychecks and/or pay stubs. Every effort will be made to avoid
errors in the paychecks. Should an enor be discovered, the Employee should contact Finance Department. Similarly, in

the event that a paycheck is lost or stolen, the Employee should notiry a Department Director or the Finance Department
immediately. lf the City is able to place a "stop-payment" on the paycheck, the Employee will be issued a replacement
check.

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

Approved: August 28, 2006

POLICY NO. 620.03 WORKING HOURS AND TIME-KEEPING

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

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

Approved: August 28, 2006
Revised: September 1 5, 201 4

POLICY NO. 620.04 OVERTIME PAY

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

Overtime will be authorized or directed only when it is in the interest of the City and is the most practicable and
economical way of meeting work demands and deadlines. \Men reasonably requested, all non-exempt employees
will be expected to work overtime. All overtime worked shall be either specifically requested or approved by the
Employee's Department Director prior to the employee actually working overtime except in cases of emergency
situations. Compensation of overtime will be made by additional pay in accordance with applicable state and federal
laws, based upon the "regular rate of pay" as defined by the Fair Labor Standards Act ("FLSA"). Non-exempt City
employees entitled to overtime pay will be paid one and one-half (1%) hours for each overtime hour worked and
recorded on the employee's timesheet. Overtime is calculated on a weekly basis and as based upon hours worked by
an Employee in excess of 40 hours per week. The work period begins at 12:0'l a.m. on Sunday and ends at 12:00
midnight on Saturday.

Chapter 6
5
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Employees are responsible for assuring that their time worked and any leave taken, is properly reported to and recorded
by the City. Hourly and non-exempt Employees are expected to keep and maintain weekly time reports, which must be
approved by the Employee's Department Director or Designee at the end of each pay penod. lt is the responsibility of
each Department Director/Supervisor to instruct new employees as to how time is recorded and maintained.
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Holidays, Vacation time, sick leave, safety, funeral, emergency, injury, jury duty or other non-work related paid

absences will not be counted as time worked for purposes of calculating overtime. Compensatory time shall not be
used in lieu of paid overtime unless requested by the employee and approved by the Department Director and
approved by the City Manager.

Exempt employees are paid a salary for performance of their jobs and are not generally eligible for compensatory
time off or overtime pay for time worked in excess of their standard workweeks. Exceptions may be made by the
City's Emergency Management Director for exempt employees, because of critical pro.iect demands during periods

when the emergency services policy is activated and a stiate of emergency is recognized by FEMA, who-must work
extraordinarily longer hours for a short period of time.

The only other exceptions to this policy are as set out hereafter. For work performed on an official City Holiday, see
Policy 72O.1 - Compensation for Holidays. lf a non-civil service City employee is called out to work beyond normal
business hours, then the employee shall be paid one and one-half (1 1/2) hours for each hour worked outside of
normal business hours.

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

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

Approved: August 28, 2006

POLICY NO. 620.05 PAYROLL DEDUCTIONS

Federal income tax, as well as Social Security (FICA) and Medicare tax, will be deducted from all paychecks as required

by law. The amount of this deduction will be determined on the basis of eamings and number of dependents disclosed

by the Employee, according to the schedute prescribed by the lntemal Revenue Service. A statement of total annual

earnings and tax withheld will be provided to each Employee no later that January 31s of the year following the eaming
period.

OTHER COMPENSATION

Longevity pay applies to all full-time and part-time employees of the City of Kingsville.

Longevity rates for non{ivil service positions are established by the City Commission on an annual basis.

Longevity rates for civil service employees are established by their perspective collective bargaining agreements-

Approved by Resolution # 2019-76 - 09/09nU I
Effective Date: October 1, 2019

Chapter 6
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Other deductions ftom wages may be made for certain purposes, such as to permit an Employee to participate in an

Employee welfare benefit to include health insurance plans or pension benefit plan of the City. However, other than

those deductions authorized by federal or state law, no deductions will be made ftom an Employee's wages without the

Employees' specifi c written authorization.
Approved: August 28, 2006

ln addition to the kinds of pay customarily factored into the 'FLSA regular rate of pay' certain Employees may, in

specified circumstances, be eligible for other kinds of compensation as shown below,

POLICY NO.63O.O1 LONGEVITY Approved: 09n9nn9
Effective: 10n12019
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POLICY NO. 630.02 NIGHT SHIFT DIFFERENTIAL PAY

Police Department-Non-Exempt, Non{ivil Service Employees of the Police Department who are required to work the
rotating shifis will receive Shift Differential Pay of $15 per pay period.

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

Approved: September 11, 2017
Effective Date: October 1, 2017

POLICY NO.630.03 EMERGENCY CALL PAY

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

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

Approved: August 28, 2006

POLICY NO.630.04 SEPARATION PAY Approved: 09n9/2019
Effective:10/01/2019

Exempt and Non-Exempt Regular full-time Employees having completed I months @ntinuous City service who separate
from employment for any reason, other than FMIA leave or military leave under USERRA, will be paid all wages due
plus the following:

Vacation Leave - For maximum accrued Vacation Leave available upon separation see chart below. All accrued
vacation leave in excess is ficrfeited.

To Hou rs

9 months 2 years 80

2+ years 5 years 120

5+ years 10 years 140

15 years 160

15+ years 20 years 180

20+ years 200

Prel984 Sick Leave: Maximum of 720 hours of Pre-1984 Sick leave shall be paid at separation. All Pre-'1984 Sick
Leave in excess of 720 hours shall be forfeited. Pre-1984 Sick Leave shall count on an hour per hour basis.

Chapter 6
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Continuous
Employment
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10+ years



> Sick Leave -lf the maximum of Pre-1984 Sick Leave is not reached then one-half (112) of accrued Sick Leave uptoa
maximum of 720 hours shall be paid at separation. All accrued Sick leave in excess of this amount is forfisited.
Combination of Pre-lg% Sick L@ve and Sick L@ve shall not exceed 720 hours.

> Employees having completed less than 9 months of City service, who separate from employment for any reason,
other than ficr military leave under USERRA, shall forfeit all vacation and sick leave accruals.

> Civil Service Employees of the City's fire and police departrnents shall be paid a@rding to cunent contract
specifications.

Approved by Resolution # 2019-7+ 09/09/2019
Effective Date: October 1, 2019

INCENTTVES AND AWARDS

POLICY NO. 54O.O.I SAFEW INCENTIVE AWARD PROGRAM Approved: 09/092019
Effective: 09/09f2u I

The provisions for the Safuty lncentive Award Program shall be applicable to all non-civil seNice full-time, and part-time

employees.

Preventable lncident - An incident which would not have occuned if the employee had used sound judgment,
followed appropriate training and safety operating procedures.

Non+reventable - An incident which would have occuned regardless of employee following appropriate
procedures.

Disqualification for award

A) One (1) preventable incidents during the program year, or
B) Failure to timely report occupational incidents as per policy

Chapter 6600 Policies
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Purpose: The purpose of this policy is to establish guidelines and criteria for the administration of the City of
Kjngsville Safety lncentive Award Program. All monetary incentives are subject to taxes, federal withholding and other
employee required contributions such as retirement- Monetary incentives rnay vary based on budget allocations.

Scope of Policv
The Safety lncentive Award Program was established to recognize City employees for working safely.

Definitions
Occupational lncident - Any incident resulting in injury/illness and/or damage.

[ @q-Es!$vc-Eresrqn
The Safety lncentive Award Program is intended to recognize employees who avoid preventable incidents. The Risk
Manager shall be responsible for administering the Safuty Incentive Award Program.

The program period is October 1$ through September 30h of each year. Employees must be in the eligible classifications
for the entire prog€m year to be eligible for award. No partial or prorated awards shall be allowed. Awards shall be
distributed to all eligible and active employees during the month of December each year.

lL @!s
Eligibility Requirernents:

Non-exempt and exempt full-time and part-time employees employed for twelve (12) consecutive rnonths
immediately prior to the end of the sabty award year, and have no documented prevenEble incidents within the
program period.

Chapter 6
I
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Employees ineligible for award in any given program year are eligible to participate in the follo\,ving program year.

Every year after October 1$, the Risk Manager shall submit a list of all employees eligible to receive the safety incentive
award to each department. The depertment supervisor shall review the lrst and submit the approved list to the Risk
Manager.

Employees working in a non-office environment are eligible for the following
'lstYear- $ 50.00
2ndYear- $ 75.00
3rd & Subsequent Years - $100.00

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

Employees with one (1) incident in program year shall begin at the first year level of the safety incenfve award

lll. lncidents
The Safety Advisory Board shall review all occupational incidents. The board shall meet monthly or as needed to review
incident reports and any supporting documentation to determine whether the incident was preventable or non-
preventable.

The board shall review the reports and shall conduct interviews or inquiries as deemed necessary. At the completion of
the review, the board will forward the report to the Risk Manager with their recommendatlon. The Risk Manager shall
review the documents for compliance and will notiry the employee and department supervisor in writing of the Safety
Advisory Board's decision regarding the incident.

Once the employee receives an incident determination letter, the employee will have ten (10) calendar days to appeal the
board's decision from the date of the determination letter. The appeal request letter must be submitted to he Risk
Manager. The employee will then be notified of the date and time of the appeal.

lf-the employee may request to have the City Manager or City Managefs designee review the commattee's appeal
decision, the employees must make such request in writing within ten (10) calendar days from the date of the appeal
determination letter. The request must be made to the Risk Manager.

Once the City Manager or City Manager's designee makes a decision on the incident, the decision is final, The Risk
Managerwill notify the employee and department supervisor in writing of the decision.

Approved by Resolution # 201974 - 09/092019
Effective Date: September 9, 2019

Policy No. 0.02 Employee Recognition

The City's Employee Recognition programs are informal awards intended to permit the City to acknowledge the
exceptional employment performance of a particular City Employee. The City has sole and absolute discretion whether
to award any City Employee an Employee Recognition Award during any calendar year. The Human Resour@s
Department administers the programs under the supervision of the City Manager. Examples of recognition programs
include Employee of the Month, Employee of the Year and Years of Service Awards and Retirement Awards.

Chapter 6
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Approved: August 28, 2006

Employees working in an offce environrnent are eligible for the following:
lstYear- $ 25.00
2ndYear- $ 40.00
3rd & Subsequent Years - $ 50.00
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POLICY NO. 720.01 DESIGNATION OF HOLIDAYS

Cerhin days are offcial holidays for the City as declared by the City Commission. These'official City holidays'are

Description of Holidav
New Yea/s Day
Martin Luther King, Jr. Day
Presidenfs Day
Good Friday
Memorial Day
Juneteenth National lndependence Day
lndepndence Day
Labor Day
Columbus Day
Veteran's Day
Thanksgiving Day and
Day after Thanksgiving
Christrnas Day
Day before oR Day after Chris8nas
(City M an agef s di&retio n)
New Yeais Eve

Date of Holidav
January 1e each year
Third Monday in January each year
Third Monday in February
Friday befoe Easter each year
Last Monday in May each year
June 'l9h each year
July 46 each year
First Monday in September each year
Second Monday in October
November 1th each year
Fourth Thursday in November and
Friday following
December 25m each year
December 24h OR 26m each year

December 31* each year

Vvhen an offcial City holiday falls on a Saturday, the preceding Friday will be considered the offcial holiday.

Vvhen an offciat City holiday ftlls on a Sunday, the following Monday will be considered the official holiday.

When City two (2) consecutive holidays occur in tre following combination then the observed City holidays shall be as

fullows:

Holidav Combination Citu Holidav

For each of the offcial City holidays, it will be the policy of the City to permit as many Employees as possible to be given

the day off fom work. Tire wetfire of the City's residenb, however, dicEte that certain Employees will be required to

work in order to maintain operations of essential City functions.

Employees desiring to observe religious holidays that do not coincide with the offcial City holidays may be granted time

of witftout pay foitheir observan&. Such Employees may use accrued paid holiday or vacation leave time in such

circumstances' 
App,"*d bv cg#x: pff:;b:f:,il#:;i?,rr\1\

Amendment Approved by CW Comnission: September 07, 2021

POLICY NO.72O.O2 COMPENSATION FOR HOLIDAYS

Full-time non-civil service employees shall be entitled to be paid Holidays according to Policy 720.0'1 Designation of
Holidays. Temporary and Seasonal employees are ineligible for Holiday compensation.

part-time employees shall be ellgible for pay at 1 % times the regular hourly rate only when work is perilrmed on an

official City Holi<iay. No other hoiiday benefiG eligible to Full-time Employees are applicable to Part-time employees.

The number of hours in a Holiday is defined as the normal daily shift hours of a department. Work which begins

during 12:00 a.m. and 11:59 p.m. on the official Holiday shall be compensated al1y2 times an employee's regular

rate of pay.

lf a Holiday falls on a Full-time employee's regular day off, the employee shall be eligible for time off or receive

straight pay for the day. The time off and hours of straight pay is equivalent to a normal shift for the department.

fmpf-oydes must notiry their supervisor of their choice by the end of the pay period in which a Holiday occurs. If

Friday/Saturday
Sunday/Monday

Preceding Thursday and Friday
Preceding Friday and Monday

Chapter 7
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straight pay is requested, it will be pajd during the pay period in which the Holiday occurs. lf time off is requested, it
must be scheduled and taken prior to the end ofthe existing fiscal year.

lf a Holiday falls on a Full-time employee's regularly scheduled work day, the employee shall receive 'l% times the
employee's regular rate of pay for actual hours worked on the Holiday. The employee is also eligible for time off or
straight pay for the Holiday. The time off and hours of straight pay is equivalent to a normal shift for the department.
Employees must notify their supervisor of their choice by the end of the pay period in which a Holiday occurs. lf
straight pay is requested, it will be paid during the pay period in which the Holiday occurs. lf time off is requested, it
must be scheduled and taken prior to the end of the existing fiscal year.

Full-time Employees on a leave of absence without pay on the Holiday or on the scheduled work day immediately
preceding or following the Holiday shall not receive pay for the Holiday.

Holidays falling within a Fulltime Employee's vacation period or within a period of absence properly chargeable to
sick leave shall not be counted against vacation or sick leave. (The hours of Vacation and/or Sick leave scheduled on
the Holiday shall remain on the books and the employee shall be paid for the Holiday at the employee's regular rate
of pay.

Approved: August 28, 2006
Updated: September 10, 2018 & Effective October 1, 2018

Updated October 22, 2018 & Effective October 22, 2018

POLTCY NO.730 VACATION LEAVE

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

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

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

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

> Depa(ment heads shall schedule vacation, giving due consideration to the needs ofthe City and the ability ofthe
remaining staff to perform the work of the department. Employees shall be permitted to take vacations at such
times in the judgment of the department heads, which will best serve the interest of the City and the Employees.
No more than 120 hours of vacation may be taken at one time. Appendix D-1 Leave Request Form.

> No cash payments for unused vacation shall be authorized except upon separation of employment. Vacation
credits are not transferable between Employees. Payments of unused vacation leave shall not exceed 120 hours
at time of separation. All Vacation Leave in excess of 120 hourswill be forfeited.

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

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

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

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

Chapter 7
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Flex Leave provides employees with the ability to use paid time off to meet personal needs, while recognzing the
employer's need to manage employee time off.

All non-exempt and exempt full-time non-civil service employees and regular part-time non-civil service employees
shall eam eight (8) hours of Flex Leave the first payroll of December of each year. Temporary and seasonal
employees are ineligible for Flex Leave.

All non-exempt and exempt full-time non-civil service employees shall earn four (4) additional hours and regular part-
time non-civil service employees shall earn two (2) additional hours of Flex Leave during the Employee's birth month.

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

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

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

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

> Employees shall take FIex Leave concurrently w'th any FMLA leave for which they are eligible in appropriate
circumstances.

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

Amendme nt Approved 1 0/1 2202 1

Policy NO. 740.00 SICK LEAVE

This policy applies to all non-exempt and exempt, regular full-time non-civil service Employees

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

> All non-civil service Employees will be allowed to accumulate a maximum of thirty (30) days (240 hours) sick
leave. ln December of each year, the City shall buyback sick leave in excess of 240 hours at a rate of 50% and
the hours in excess of240 shall be removed from the employee's accrual banks. This policy does not affect sick
leave earned prior to January 1, 1984.

> Sick leave shall be credited as earned and may be taken in increments of one hour or fraction there of, after the
Employee has completed 90 days of consecutive City service.

> Sick leave may be used only for absence from duty because of personal illness, illness in the immediate family,
injury, or routine medical or dental appointments which cannot be reasonably scheduled outside of working

Chapter 7
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POLICY NO.731 FLEX LEAVE

> Flex Leave is not transferable between Employees.

Paid sick leave shall be earned and used as follows:
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hours. Eligible Employees shall take paid sick leave concurrently with FMLA leave when appropriate under the
circumstances. Appendix D-1 Leave Request Form.

> The City may request and obtain verification of the circumstances surrounding any use of sick leave beginning
from the first day of absence. After an absence of 3 days a medical release is mandatory before an employee
may return to work.

> Accrued vacation leave may be used to supplement sick leave upon the request of the Employee. Pay shall be
discontinued when authorized leave is exhausted.

> An Employee shall use accrued paid sick leave concurrently with Family and Medical Leave Act ("FMLA") leave
when the Employee's reasons for such leave falls within those covered under the FMLA. Once an employee has
exhausted all leave accruals shall discontinue.

> Sick leave credits are not transferable between Employees.

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

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

Approved: August 28, 2006
Policy 7/0.01 SICK LEAVE POOL
PURPOSE
To provide additional sick leave days to tull-time City employees in the event of a non-occupational catastrophic
illness or disability preventing an employee from actively working. Employee may be eligible for Sick Leave Pool
hours only after the employee has exhausted all accrued leave, including but not limited to, sick, vacation, holiday
and flex leave.
The Human Resource Office shall establish procedures and forms through which eligible employees may voluntarily
donate a portion oftheir accrued sick leave balances to a Sick Leave Pool.
DEFINlTIONS
Employee - Fulltime employees with 12 or more months of continuous full-time service
Member - eligible employee as described in "Employee" definition who has enrolled in the Sick Leave Pool by
contsibuting 8, 16 or 24 hours of sick leave.
Catastrophic lnjury/lllness/lmpairment - severe condition or combination of conditions affecting the mental or
physical health of the employee or the employee's immediate family requiring services of a licensed practitioner for
prolonged time and forces the employee to exhaust all leave time eamed by that employee.
Licensed practitioner - practitioner, as defined in the Texas lnsurance Code, practicing within the scope of license.
lmmediate family - individuals related by kinship, adoption, marriage or foster children who are certified by the
Department of Family and Protective Services living in the same household, or if not in the same household are
totally dependent upon the employee for personal care or se,vices on a continuing basis.
Eligibility timeframe - employees' inability to perform material and substantial duties of position for a period of not
less than four (4) weeks
ADMINISTRANON OF THE SICK LEAVE POOL
The Sick Leave Pool shall be administered by a member of the Human Resources Department, hereinafter referred
to as the 'Pool Administrator'.
PROVISIONS
Contribution of Hours and iiembership Terms
Contributing to the Sick Leave Pool is voluntary, however, all eligible employees are encouraged to participate.
Member may contribute 8, 16 or 24 hours of sick leave each year ftom accrued sick leave banks.
An employee who terminates employment with the City may donate up to a maximum of '120 hours of accrued sick
leave to the Sick Leave Pool.

Chapter 7
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Each annual contribution provides employee with one (1) year of membership in the Sick Leave Pool after which the
employee must contribute additional hours to remain eligible for benefits through the Sick Leave Pool. Each
December donations shall be accepted for the following calendar year (January - December).
Additional donation times:
Newly hired ellgible employees - may donate at the completion of 12 months of eligible continuous employment.
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Sick Leave Pool Levels - City may have special voluntary donation drives if the Sick Leave Pool falls below a
"reasonable level".
Members may not stipulate who will receive donated hours. The hours shall be removed from the members accrued
leave and placed in the City's Sick Leave Pool account. The donated hours become the property of the Sick Leave
Pool and cannot be returned to member. Any Sick Leave Pool balances at the end of the calendar year automatically
carry foMard to the following year.
Donations to the Sick Leave Pool
Employees may donate accrued sick leave hours to the Sick Leave Pool during designated timeframes as
established by Pool Administrator. Members must maintain a minimum of 24 hours in sick leave banks to donate.
Eligible Members may donate different number of sick leave hours with different benefit amounts. See chart below:

I)onrtioos C{trnot Rcducc
.{ccrual Balance Belorv
2,t hou6

Ilonatioo
Incramctrt
8

t6
24

)Iarimom SicL Lcava Pool llours or one-atird (lB) ofSicl l,ertc Pool Balance
Ehichcvcr is l.ss
160
320
480

Applying for Sick Leave Pool HouE
Members meeting eligibility criteria must submit a request to use hours ftom the Sick Leave Pool. ln situation where
the member is not avaalable due to event, the employee's supervisor may initiate the process.
Sick Leave Pool Request Forms are available at the Human Resource Department. HR Depanment is responsible
for developing and updating forms associated with this program.
Program Administration Guidelines
The Human Resource Department shall review administration guidelines periodically and recomrnend guideline
revisions and/or updates to City Manage/s office for approval.

Approved: December 1 0, 201 I

POLTCY NO. 750.00 FAMTLY AND MEDTCAL LEAVE (FMLA)

To be eligible for the Family and Medical Leave described in this policy, Employees must have been
employed by the City for at least 12 months and must have worked at least 1,250 hours in the'12 consecutive
months preceding the Employee's request for leave. All City Employees meeting these eligibility
requirements are qualified for leave under this policy.

The City provides eligible Employees up to a total of '12 weeks of unpaid leave in any "rolling" '12-month period
measured from the date an Employee uses any FMLA Leave in accordance with the Family and Medical Leave Act
of '1993 ("FMLA"). Upon submission and approval of a leave of absence request, eligible Employees are entitled to
leaves of absence (FMLA Leave) for the following purposes:

1. Birth/Adoption/Foster Care Leave - An Employee may take leave an connection with the birth of the Employee's
natural child or the placement of a child with the Employee for adoption or foster care. An Employee's entitlement to
leave for birth or placement of a child expires 12 months after the child's birth or placement.

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

3. Medical Leave - An Employee may take leave in connection with his own serious health condition, which renders
the Employee unable to perform his or heI job duties.

The City will require a health care providefs certification of either the Employee's or the family membeis serious
health condataon, whichever is applicable. Copies of acceptable forms are available from the City. The City may
request an update of the health care provideis certification regarding the Employee's continued eligibilaty for FMLA
leave every thirty (30) days.

Vvhen it is foreseeable for the birth or placement of a child or for planned medical treatment, an Employee who
wishes to take leave under this policy must give the City reasonable, advance notice and must submit a wriften leave

Chapter 7
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of absence request for approval prior to the commencement of the leave. ln most circumstances, a "reasonable,
advance notice" means thirty (30) days advance notice. \ryhen it is not possible to give advance notice -- for
example, an unforeseeable medical emergency - the Employee must notify a Department Director as soon as
practicable, ordinarily within one or two business days of when the Employee learns of the need for leave. The form
to be used for requesting Family and Medical Leave is the "Employee Request for Leave of Absence" form available
fiom the Human Resources Department. The City also has the right to designate an absence as Family and Medical
Leave on its own volition, consistent with applicable laws and regulations even if the Employee does not request it.

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

lf a husband and wife are both employed by the City, they are limited to a combined total of 12 workweeks during any
12-month period if leave is taken (1) for the birth of the employee's child or to care for the child after birth; (2) for
placement of a child with the employee for adoption or foster care, or to care for the child after placement; or (3) to
care for the employee's parent with a serious health condition. The husband and wife would each still be entitled to
the difference between the time he or she has taken indavidually and '12 weeks of FMLA leave for a purpose other
than those indicated above.

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

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

2. Other circumstances beyond the Employee's control.

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

The City will require a health care provider's certification that the Employee is "fit for duty" and may return
to work, with or without reasonable accommodation, prior to the Employee returning lo his job.

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

1. Continuing Treatment - A serious health condition involving continuing treatment by a health care provider
includes any one or more of the following: (i) A period of incapacity (i.e., inability to work, attend school, or perform
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An Employee taking leave for birth or because of placement of a child for adoption or for foster care is permitted to
tiake leave intermittently or by working a reduced workweek only with the approval of the City. However, leave to
cElre for a seriously ill family member or because of the Employee's own serious health condition may be taken
whenever medically necessary, when supported by certification from the health care provider.

On retum to work from FMLA Leave, an Employee is entitled to be returned to the same position the Employee held
when leave commenced, or to an equivalent position with equivalent benefits, pay and other terms and conditions of
employment.
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other regular daily activities due to the serious health condition, treatment therefore, or recovery there from) of more
than three consecutive calendar days, and any subsequent treatment or period of incapacity relating to the same
condition, that also involves: (a) Treatment two or more times by a health care provider, by a nurse or physician's
assistant under direct supervision of a health care provider, or by a provider of health care services (e.9., physical
therapist) under orders ol or on referral by, a health care provider; or (b) Treatment by a health care provider on at
least one occasion which results in a regimen of continuing treatment under the supervision of the health care
provideri (ii) Any period of incapacity due to pregnancy, or for prenatal care; (iii) Any period of incapacity or treatment
for such incapacity due to chronic serious health conditions; (iv) A period of incapacity which is permanent or long-
term due to a condition for which treatment may not be effective, but which requires the continued supervision of a
health care provider (e.9., Alzheimer, severe stroke, etc.); (v) Any period of absence to receive multiple treatments
(or to recover from same) conducted or ordered by a health care provider for a condition which, if untreated, would
result in a serious health conditron.

2. Equivalent Position - An equivalent position must have the same pay, beneflts and working conditions, including
privileges, prerequisites and status. lt must involve the same or substantially similar duties and responsibilities,
which must entail substantially equivalent skill, effort, responsibility and authority.

3. Health Care Provider - A health care provider ls (i) a doctor of medicine or osteopathy who is authorized to
practice medicine or surgery by the State in which the doctor practices; or (ii) any other person determined by the
Secretary of Labor to be capable of providing health care services. These may include but are not limited to
podiatrists, dentists, clinical psychologists, clinical social workers, optometrists, chiropractors, nurse practitioners and
nurse-midwives who are authorized to practice by the State. Christian Science practitioners listed with the First
Church of Christ Scientists in Boston; Massachusetts are also included.

4. Key Employee -A key Employee is a salaried Employee who is among the highest paid 10 percent of all the
Employees employed by the City within 75 miles of the Employee's work-site.

5. Parent - Parent means a biological parent or an individual who stands or stood in loco parentis to an Employee
when the Employee was a child. The term does not include parents "in-law',

6. Serious Health Condition - A serious health condition is an illness, injury, impairment or physical or mental
condition that involves: (1) inpatient care and any corresponding period of incapacity or subsequent treatment, or (2)

continuing treatment by a health care provider.

7. Son or Daughter - Son or daughter means a biological, adopted, or foster child, a stepchild, a legal ward or a
child of a person standing in loco parentis, who is either under age 18, or age '18 or older and "incapable of self-care
because of a mental or physical disability".

8. Spouse - Spouse means a husband or wife as defined or recognized under state law for purposes of marriage,
including common law marriage in states where it is recognized.

The City has the right to request an Employee who requires FMLA Leave to provide to the City a physician's
certification documenting the Employee's entitlement to FMLA Leave. FMLA Leave is NOT available for
bereavement purposes.

Approved: August 28, 2006
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POLICY NO. 760.00 WORKERS' COMPENSATION LEAVE

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

Employees who are injured or become ill as a result of an occupational accident or exposure are entitled to the following

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

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

> Employees on workers' compensation leave will be required to take FMLA leave concurrently with their workers'
compensation leave time-

> Employees on workers' compensation leave will not be paid from the City's payroll after the seventh consecutive day
of the leave of absence, absent a contrary provision under state or federal law. The Texas Local Govemment Code
Chapter 143 addresses exceptions for Civil Service Fire and Police employees.

Approved: August 28, 2006

The State of Texas requires prompt reporting of occupational injuries or illness and it is the City of Kingsville's policy
that such incidents be reported promptly and accurately. Failure to report may result in an employee's claim being
denied or disputed. lt can also result in substantial flnes assessed against the City of Kingsville by the Texas
Department of lnsurance, Division of Workers Compensation. Department Directors and Supervisors shall be
responsible for insuring workers compensation claims are reported promptly and accurately.

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

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

Procedures for Reporting Workers Compensation Claims

> First Report of lniury
lmmediately after the occurrence of an occupational injury or illness, the employee shall notify their Supervisor
and Risk Manager of the incident immediately. lf the incident does not warrant immediate medical attention, the

Chapter 7
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) Regular - Non Civil Service Employees: After the seventh day of leave, Employees will receive wage-replacement
compensation according to state law. Regular-full time Employees may request to supplement workers'
compensation pay with accrued sick leave, vacation leave or holiday pay. Workefs compensation and additional
supplement must not exceed an employee's regular wages.

POLTCY 760.01 REPORTING WORKERS' COMPENSATION CLAIMS



Supervisor shall bring the employee to the Risk Management Department in order to complete an "Employeds

First Report of lnjury or lllness" as per State ofTexas Law.

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

Once the "Employer First Report of lnjury or lllness" is completed, the Risk Management Department shall fax a
copy to the City's Workers' Compensations lnsurance Carrier. A copy of the report shall be sent to the injured
employee along with the "Employee Rights and Responsibilities" handout. The original shall be retained at the
Risk Management Department.

> Supervisof s lnvestioation Reoort
The Supervisor shall conduct an investigation into the occupational injury or illness immediately after the
occurrence (within 24 hours from the date of the incident). After completing the investigation, the 'Supervisor
lncident lnvestigation Report" form shall be forwarded to the Risk Management Department for review within
twenty-four (24) hours or the following regular business day after the occurrence of the injury or illness
(whichever comes flrst). The "Supervisofs lncident lnvestigation Report" must indicate the date and time when
the employee notified the Supervisor of the injury or illness. lf the Supervisor does not submit the Supervisor's
Investigation Report within the twenty-four (24) hours or the following regular business day the workers
compensation claim may be disputed or denied.

\rYhen it is not possible to conduct an investigation immediately after the incident, the Supervisor shall review the
"Employers' First Report of lnjury or lllness" on file at the Risk Management Department. After reviewing the
report, the Supervisor shall conduct an investigation into the incident. At the completion of the investigation, the
Supervisor shall complete the "Supervisor lncident lnvestigation Report" and forward it to the Risk Management
Department within the twenty-four (24) hours or the next regular business day, which ever comes flrst.

> Authorization for Medical Treatment
lf medical treatment is required due to the incident, the Risk Management Department shall provide, when
possible, the employee with a'Treatment Authorization for Occupational lnjury and lllness" form.

lf immediate medical treatment is required, the employee shall elect a medical provider of his/her choice. lf the
employee is physically unable to indicate such a choice, the Supervisor shall assure that the employee is taken
to Christus Spohn Hospital Kleberg. Vvhen the incident warrants an emergency 9'11 shall be called for rescue
and ambulance services.

ln situations after hours, the Supervisor must notify the Risk Manager of the injury or illness. The Risk Manager
will then make arrangements with the treating facility to ensure medical care for the injuries or ill employee. The
Risk Manager can be contacted through the Kingsville Police Department after normal working hours.

The employee shall request a "Treatment Authorization for Occupational lnjury and lllness" form from the Risk
Management Department for all medical treatment received due occupational injury or illness. After each
doctor's appointment, the employee shall request a complete 'Texas Workers' Compensation Work Status
Report" from the treating physician.

The employee shall submit the report to the Risk Management Department immediately after leaving the doctor's
office. All doctors' statement or other documents shall be submitted to the Risk Management Department.

> Authorization of Medical Treatment
Vvhen the treating physician prescribes medication for the employee, the employee shall request a "Medication
Authorization for Occupational lnjury and lllness" form from the Risk Management Department. The form shall
be completed by the Risk Management Department and then given to the employee. The employee may take
the authorization form to any pharmacy of his or her cholce in order for the prescription to be filled.

Approved: August 28, 2006
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POLICY NO.77O.OO AMERICANS WTH DISABILITIES ACT POLICY

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

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

Definitions
The following definitions apply to this section

> Essential functions: The major duties essential to a position (with
accommodation). These are determined by the iob description of each position
considered in determining if a.iob function is essential:

or without reasonable
The following should be

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

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

perform it.

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

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

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

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

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

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

Chapter 7
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> Direct Threat: A health or safety risk that, based on valid medical and/or other objective evidence, is
determined to pose a significant risk of substantial harm, and which cannot be reduced to an acceptable level
with reasonable accommodation.
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Procedures
Vvlen an Employee is unable to perform the essential functions of his or her position due to a disability, injury,
illness, or medical condition (and reasonable ac@mmodation is not possible), the City may separate the Employee
due to business necessity and flll the position except as is required by the Family and Medical Leave Act.

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

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

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

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

Benefits will be calculated as listed below:

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

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

> The Employee and eligible dependents will remain qualified for health benefits coverage through the City's group
plan as long as the premiums for the Employee and dependent coverage under the City plan are paid on a timely
basis by the Employee (either through payroll deduction or personal payment), and as long as the Employee
remains employed by the City.

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

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

Approved: August 28, 2006

POLICY NO. 770.01 TERiiINATION FOR BUSINESS NECESSITY REASONS

An Employee's position shall be filled and the Employee shall be terminated due to business necessity under the
following conditions and guidelines. This section applies to non-occupational injuries or illnesses and certain
occupational injuries or illnesses. Vvhere this policy conflicts with the provisions of the Texas Local Government
Code, or with the terms of a collective bargaining agreement of which the City is a party, the terms of Texas law or
the collective bargaining agreement will conkol.

> The Employee has been unable to perform the essential functions of his or her job with or without reasonable
accommodation for a period of nine (9) consecutive months from the beginning date of the disability, illness,
injury or medical condition.

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

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

Chapter T-700 Policies Chapter 7
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The Risk Manager shall also be consulted if the Employee's injury is occupational. The following shall be taken into
consideration during the decision-making process:

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

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

The Employee's refusal of placement in a position for which the Employee is qualifiedc

f

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

The Employee's non-compliance with established safety rules and regulations and/or C,ty work rules and
regulations.

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

The Employee's failure to contact their immediate supervisor on a regular basis (as directed by his or her
Department Director) and notify of their condition and expected return-to-work date. lf the Employee is unable to
make contact personally, the Employee shall have someone contact his or her Department Director on his or her
behalf.

j. The Employee's failure to provide the requested progress reports from the treating physician

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

For an on{he-job injury, if the Employee fails to report to his or her Department Director his or her pa(icipation in
any other employment, including self-employment.

lf after reviewing these factors, the Department Director determines a proposal for termination for business necessity
is appropriate, the Department Director shall consult with the Human Resources Department. The Human Resource
Director shall present the information to the City Manager for his decision. lf the decision is to terminate the
employee the employee must be notifled in writing. An Employee who receives a proposed termination for business
necessity shall be afforded the same response rights as any other Employee who receives a proposed dismissal
under the City's disciplinary procedures. However, separation for business necessity shall not be considered a
disciplinary action and shall not deny an Employee the use of any accrued benefits as outlined in appropriate
policies.

Approved: August 28, 2006
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g. Falsifications or misrepresentations made by the Employee concerning his or her physical condition or capacity.

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



City of Kingsville Administrative Policies and Prccedures Manual

POLICY NO. 770.02 JOB REASSIGNMENT AS REASONABLE ACCOMMODATION

Job reassignment will be provided as follows when an Employee is unable to return to his or her current position due
to a disability, illness, injury, or medical condition:

> lf a position for which the Employee is qualified and physically able to do is vacant, the Employee may be
considered for transfer to a.iob reassignment. Job reassignment will only be considered within the six (6)

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

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

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

.iob reassignment as a reasonable accommodation in accordance with the Americans with Disabilities Act of '1990.

Job reassignments are not guaranteed. Such requests will be discussed with the Director of Human Resources and
the Department Director of the hiring department. The final approval will be obtained from the City Manager.
lnterviews with the hiring Department Director will be conducted. Rate of pay will be determined by the City's Job
Classification and Compensation Plan for the position to which the Employee is being reassigned.

Approved: August 28, 2006

Modified duty assignments may be considered based on the following when an Employee is unable to perform the
duties of his or her current position due to a disability, illness, injury, or medicai condition:

> lf a modified duty position is available in the department which the Employee is physically able to do.
Modified duty status will only be considered during the six (6) month period from the date of disability, illness,
injury, or medical condition.

) lt will be the Employee's responsibility to contact his or her Department Director and the Human Resources
Director to determine if a modified duty position for which he or she may be qualified and is physically able to
perform, is available.

Modified duty assignments are considered temporary and will last no longer than 120 days- Type and length of
modified duty assignments will be contingent upon availability and a doctor's statement indicating any restrictions in
performing modified duty assignments.

Modified duty assignments are not guaranteed. Such requests will be discussed with the Department Director and
Human Resources Director prior to assignment.

Approved: August 28, 2006

POLICY NO. 770.04 REASONABLE ACCOMMODATION FOR PERSONS WITH DISABILITIES

Reasonable accommodation will be provided to any otherwise qualified Employee with a known disability as defined
by the ADA. Reasonable accommodation will be provided only when it enables the Employee to perform the
essential functions of the job.

Requests for reasonable accommodation must be submitted by the individual to the Director of Human Resources.
The Director of Human Resources will review such requests and make a recommendation to the City Manager. The
City Manager and/or City Commission will determine whether reasonable accommodation will cause the City Undue
Hardship in any particular Employee's case.

Approved: August 28, 2006

POLICY NO. 770.03 MODIFIED DUry ASSIGNMENTS

Chapter 7
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POLICY NO. 770.05 MEDICAL RECORDS

All medical records obtained pursuant to this procedure will be kept in confidential medical flles as required by the
Americans with Disabilities Aci of 1990.

Approved: August 28, 2006

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

POLICYNO.78O.O1 BEREAVEMENT/FUNERALLEAVE

The City of Kingsville provides up to 3 consecutive workdays (maximum of 24 hours) of paid leave to full time employees
who miss work due to the death of an imrnediate fumily member. An immediate family member under this policy is
defined as an employee's spouse, parent, child, sibling, grandparent or grandchild and an Employee's spouses'parent,
child or sibling.

The employee shall notiry their department supervisor ofthe need to use funeraybereavement leave as soon a possible
Leave shall be granted unless there are unusual business needs or staffing requiremenE.

Funeral/Bereavement pay is calculated on the base pay ftrte at the time of absence and will not include shifi differential
pay. Paid time off ficr funeral/bereavement leave will not be counted as hours worked for the purposes of determining
overtime

Employees may, with their Department Directois approval, use available vacation leave for additional time off as
necessary. Employees wishing to attend a funeral other than that of an immediate hmily member may use vacation
leave or leave without pay. Sick leave shall not be used for attendance at a funeral.

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

Approved: August 28. 2006

POLICY NO.780.02 JURY DUTY LEAVE

The City of Kingsville encourages employees to fulfill their civic responsibilities by serving on a jury when required. Paid
time ofi for Jury Leave will not b€ counted as time worked ficr the purposes of determining overtime, nor shall shift
differential pay apply.

Jurv Dutv
Full-time employees qualify for paid jury duty leave. Employees must show the .iury duty summons to their supervisor as
soon as possible so that the supervisor may make anangements to accommodate their absence. Jury duty pay is a
benefit that will be calculated on the employee's base rate of pay for the number of hours the employee otherwise would
have worked on the day of the absence. All Employees summoned for jury duty or eligible witness duty will be excused
from work at least 'l hour prior to reporting for iury duty. Employees are expected to return to work whenever the court
schedule permits or if released from court with work hours still remaining. Employees are allowed to keep any
compensation received fom the court forjury duty service.

Chapter 7
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Approved: August 28, 2006
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The City of Kingsville encourages employees to fulfill their civic responsibilities by fulfilling witness duty, when required.
Paid time off ficr Wtness Duty Leave will not be counted as time worked for the purposes of determining overtime, nor
shall shift differential pay apply. Time spent in court by employees who are required to anend court in the course and
scope for their job shall be counted as time worked for the purposes of determining overtime.

It is the policy of the City to allow Employees short{erm paid leaves of absence when work scheduling would prohibit
participation as a voter in national, state, county, district, and municipal elections. The City encourages employees to
fulfill their civic responsibilities by voting in elections. Generally, employees are able to find time to vote either before
or after regular work hours. Department directors should encourage employees to use early voting in lieu of
requesting special leave. lf employees are unable to vote in an election during their non-working hours, the City will
grant up to two (2) hours of paid time off to vote.

Employee should request time off to vote from their supervisor at least two (2) working days priot to the Election Day.
Advance notice is required so that the necessary time off can be scheduled at the beginning or end of the work shift,
or when the absence provides the least disruption. Voting time off will not be counted as time worked for the
purposes of determining overtime.

Approved: August 28, 2006

POLICY NO. 780.05 ADMINISTRATIVE LEAVE FOR TRAINING OR OTHER CITY PURPOSES

ln certain circumstances the Employee's Department Director may feel it is necessary or desirable for the Employee to
attend training, professional conference, convention or civic function. Vvhere the Employee's attendance at one of these
functions is mandated by the City, the Employee will receive a paid leave of absence from the City for such attendance.

Vvten the Employee attends a function voluntarily, it will up to the Department Director and City Manager to determine
whether paid leave will be granted for purposes of the Employee's attendance. All paid leaves under this policy shall be
subject to the approval of the City Manager.

Administrative leave for training or other City purpose that is for the benefit of the employer shall be counted as time
worked for the purposes of calculating overtime.

Approved: August 28, 2006

Chapter 7-700 Policies

POLICY NO. 780.03 WTNESS DUry LEAVE

Yvitness Dutv
JoFRelated: Part-time or full-time employees serving as a witness for a job-related event will receive paid time ofi for the
period of wihess duty. The subpoena must be shown to the employee's supervisor imrnediately upon receipt so that
operating and schedule adjustments can be made to accommodate the absence.

Expert Wtness: Full-time employees who make a court appearance, as an expert witness because of their professional
knowledge will be expected to schedule the time off in advance and take vacation leave.

Non-Job Related: Employees are to request the use of vacation leave or if no vacation leave is avaalable, an absence of
leave without pay.

Approved: August 28, 2006
POLICY NO. 780.04 VOTING LEAVE
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Approved: August 28, 2006

POLICY NO. 780.07 AOMINISTRATIVE LEAVE - EMERGENCY SITUATIONS

Approved: August 28, 2006
POLICY NO.78O.O8 MILITARY LEAVE

Military Leave under the Uniformed Services Employrnent and Reemployment Rights Act ('USERRA")

As required by USERRA, the City will provade any Employee a leave of absence without pay to permit the Employee to
enter the service of the Unifo,med Services of the United States. "Service in the Unificrmed Services' means the
performance of duty, either voluntarily or involuntarily, in the uniformed services of the United States, including the
National Guard. Wth regard to leave under USERRA:

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

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

> Upon the Employee's return to work:

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

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

o

o

Chapter 7

t6
Chapter 7-700 Policies

POLICY NO.780.06 ADMINISTRATIVE LEAVE WITHOUT PAY

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

Employees should never assume City offices will be closed. ln the event of bad weather, such as hurricanes,
instructions regarding the closing of City offices or facilities will be issued by the City Manager. The City Manager will
determine which City personnel are "necessary or essential" and therefore will be required to work, despite the
closing of any other City offices, during bad weather. Employees considered "necessary or essential" will be notified
by their Department Directors prior to the closing of City offices. See Emergency Services Policy for more detailed
information.
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> USERRA rights under this policy are conditioned upon:
o the leave of absence from employment is less than 5 yea6, unless federal law provides an exception;
o the Employee is honorably discharged; and
o the Employee re-applies for employment within either:. the first regular work day following 8-hours after discharge where the mililary service was less than 31

days in duration;. l4 days affer discharge where service was for more than 30 days but less than 180 daysi or. 90 days afier discharge where service was for more than 180 days, but less than five (5) years.

Approved: August 28, 2006
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Upon return to work, the Employee will be provided all seniority rights that the Employee would have earned
if the Employee had been continuously employed. Vacataon and Sick leave accrual rate placement shall
depend on years of current City employment plus USERRA qualified military leave.
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POLTCY NO. 801.00 CODE OF ETHTCS

Refer to the most current City of Kingsville Code of Ethics Ordinance approved by City Commission. (Appendix E-1).

Approved: August 28, 2006

POLICY NO,81O.OO NO HARASSMENT POLIGY

The City expressly prohibits harassment of and discrimination against Employees on the basis of race, color, sex,
religion, national origin, disability, veteran status or any other status protected under local, state or federal law by
managers, Employees or outsiders. We do so because we want to provide all of our Employees with a productive
working environment. All Employees are responsible to conduct themselves in ways that ensure others are able to
work in an atmosphere free from harassment of any kind.

Harassment Defined
An employee's intentions and motives are not the decisive factors in considering alleged harassment behavior. The effect
of one employee's behavior upon another employee is the decisive factor. The welcomeness, frequency, and severity of
the behavior determine whether or not harassment has occuned. Harassment shall be deemed to have occuned af the
conduct or behavior:

a. Has the purpose or effect of creating an intimidating, hostile, or offensive working environment,
b. Has the purpose or effect of interfering with an employee's work performance, or
c. Adversely affects an employee's employment opportunities.

Upon investigation and a determination that certain conduct constitutes harassment, the refusal of an employee
to modify or cease such conduct shall be grounds for immediate termination. All decisions, determinations, or
lindings by the City regarding enforcement of this policy shall not be subject to review by the TEAM Review
Process or appeal to the civil service commission.

How to Report Harassment
Allegations of harassment should be reported promptly to any Department Director. lf the Employee feels
uncomfortable in filing such a report, the Employee shall contact and flle a statement with the Human Resources
Department at 361-595-8018 or the City Legal Department at 361-595-8016.

Policv Statement
The City will not tolerate sexual harassrnent, or any other form of harassment, whether based upon race, color, sex,
religion, national origin, disability, veteran status or any other status protected under bderal, state or local law.

Who ls Covered?
ln short, anybody an Employee encounters as he or she performs his or her job for the City is covered by this policy.

This includes all applicants and Employees regardless of position, title, grade, seniority or function, as well as clients,
temporaries, visitors, independent contractors and vendors. Nobody is immune from this policy.

What ls Unlawftrl Sexual Harassment?
Sexual harassment has been defned as unwelcome sexual advances, requests frcr sexual favors, and other verbal or
physical conduct of a sexual nature when:

. Submission to such conduct is either made explicitly or implicitly a term or condition of employment,

. Submission to or rejection of such conduct is used as the basis for employment decisions; or

. Such conduct has the purpose or effect of unreasonably interfering with the work environment or creating an
intimidating, hostile or offensive work environment.

Sexual harassment can be subtle or direct. lt usually involves different genders, but may be committed by someone of
the same gender. Sexually harassing behavior may include intentional physical conduct that is sexual in nature, sexual
jokes and innuendo, sexual advances or requests for sexual favors, propositions, verbal abuse of a sexual nature,
commentary about an individual's body, sexual prowess or sexual deficiencies, leering, touching, sexually based

Chapter 8

1

Chapter 8-800 Policies



City of Kingsville Administrative Policies and Procedures Manual

obscene comments or gestures, display of sexually suggestive objects or pictures and any other type of physical, verbal
or visual conduct of a sexual nature.

Sexual harassment may occur through various methods including personal contact, in writing, over the telephone, over a
cell phone, through cell phone pictures and videos, through e-mail, on the lntranet or lnternet or through any other forms
of communication devices. The means by which sexually harassing behavior is conducted does not change its
inappropriateness. Sexual harassment will be disciplined, up to and including discharge.

Obliqations of All Emolovees
It is an essential responsibility for every Employee to report any incidents of actual or perceived harassnEnt. This
includes harassment directly involving the Employee, or where the Employee is only a witness. Every Employee must
consider the obligation to report harassment as an essential function of their job. Failure to report harassment of any cG.
worker will be disciplined, up to and including discharge.

Professional Environment
Our work environment is such that many individuals interact with each other every day. Differences of opinion,
discomfort with personality traits, and even anger are inevitable. The City wants our workplace to be both interactive and
professional. Tolerance of others is encouraged.

Statement of Harassment Required
Allegations of harassment may be reported in any manner that effectively communicates the message the Employee
desires to send. This includes reporting in writing, orally, by e-mail, letter, memo or note orany other reasonable means.
The City shall require a final statement in writing in order to have a clear and complete account of the Employee's
perception of the situation. The most beneficial written reports will include at least:

Employees should also remember that in resolving a problem of harassment, it may be beneficial with the assistance of
the City to directly confront the harasser, clearly communicating what behavior is deemed unacceptable. ln many
instances, this alone will stop the undesirable behavior because the harasser does not realize the inappropriateness of
his or her conduct. lf the Employee does not feel that such a step is appropriate, however, the Employee should report
the problem elsewhere, as previousty discussed.

lnvestiqations
ln most cases, a prompt investigation will immediately follow the reporting of behavior believed to constitute unlawful
harassment. Any such investigation will b€ designed to address the allegations made, but will usually include detailed
interviews of the persons directly involved, witnesses, and review of any documentary items that tend to support or refute
the allegations. The City shall determine the level of investigation necessary to support or refute the allegations.

lnvestigations will be kept as confidential as practical, but in keeping with the City's desire to conduct a thorough review
of all facts and events.

Deteminations
ln instances where sufficient information is available, the City will promptiy make factual and disciplinary determinations
about the challenged conduct. However, an Employee should keep in mind that some inappropriate behavior is not
reflected in documents or witnessed by other people. ln those situations, individual credibility determinations will have to
be made, and the City will strive to do its best at making those determinations correcty. All determinations vvill be based
upon a totality of the circumstances then known to the City.

Discioline
Any Employee engaged in any form of harassment will be subject to discipline, up to and including discharge. This
includes first-time offenders. All disciplinary decisions will be made on a case-by-case basis.

Chapter 8-800 Policies Chapter 8
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The dates and times of all incidents of harassment;
The names of all harasseG and victims;
A detailed factual description of the harassrnent; and
The names of all individuals present during the challenged conduct or who otheMise could conoborate
or refute the hcts alleged.
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Retaliation
Any act of retaliation against an Employee who reports, participates in an investigation of sexualltglhglharassment or
is otherwise invofued in such an inquiry is strictly forbidden Any Employee found to have retaliated against another
person will be subject to discipline, up to and including discharge.

False Claims
Harassment is a very serious matter. Accordingly, while all legitimate claims of unlawful harassment must be
reported, such claims must never be fabricated or lodged without the utmost sincerity. Any person found to have
intentionally falsified a claim of harassment, or who lodges a claim for malicious or improper reasons, is sub.iect to
immediate discipline, up to and including discharge.

Consensual Romantic Relationships
Consensual relationships between Employees are unwise, and such relationships between a Departrnent Director and
his/her subordinates are strictly prohibited. Failed relationships provide the groundwork for one or both of the Employees
to make allegations of harassment against the other. The only way to avoid this situation is not to engage in this type of
behavior in the first place. The best policy is to keep your personal life private and out of the workplace.

Trainino
The City shall make available information or training for Employees on issues involving unlawful workplace
harassment. This will entail various forms and methods designed to heighten your awareness and education on the
sub.iect. Every Employee should also keep and regularly review a copy of this policy.

Approved: August 28, 2006

POLICY NO.82O.OO NO RETALIATION POLICY

The City supports the Texas Commission on Human Rights Act, which protects a public Employee (under
Subchapter B. Unlawful Employment Practices of Chapter 21. Employment Discrimination of the Texas Labor Code)
who:

(1) opposes a discriminatory practice;
(2) makes or files a charge;
(3) files a complaint; or
(4) testifies, assists, or participates in any manner in an investigation, proceeding, or hearing.

Approved: August 28, 2006
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PurDose

The City recognizes the problem of substance abuse (including illegal drugs and misuse of alcohol, prescription

drugs and over-the-counter drugs) in our society. lf unchecked in the workplace, this problem could adversely

affect both the productivity and effectiveness of our business and the professional, personal and family lives

of our employees. The City will strive to balance respect for individual privacy with the need to keep a safe

and productive work environment; however, the City is committed to and will aggressively pursue the goal of
this policy. The City INTENDS TO MAINTAIN A SUBSTANCE ABUSE-FREE WORKPI-ACE. With that basic goal

in mind, the City establishes this policy with regard to use, possession, and sale of alcohol and druBs.

Prohibited Conduct

lllegal Drugs.

This policy prohlbits any Employee from bringing onto City premises or property, having possession of, being

under the influence of, or using, consuming, transferrinB, selling or attempting to sell or transfer, any form of
illegal drug while on City business or at any time during the hours between the beginning and endlng of the
Employee's workday, whether on duty or not, and whether on City property or not. This policy further
prohibits employees from having levels exceeding the applicable cut-off threshold for a positive result for
illegal drugs in a specimen submitted for drug testing under this policy,

For purposes of this policy, an "illegal drug" is any drug (a) which is not legally obtainable; (b) which may be

legally obtained but has not been legally obtained by the Employee; (c) which may be legally obtained but
contains a substance that would trigger a positive result on a test drug administered under this policy; or (d)

which is being used in a manner or for a purpose other than as prescribed for the Employee. Employees are

responsible for the presence of illegal drugs in a positive test result whether or not the employee intended to
ingest a prohibited substance and whether or not the employee believed he or she was ingesting a legal

substance.

Alcohol
This policy prohibits any Employee from being under the influence of alcohol while on City business or at any

time during the hours between the beginning and ending of the Employee's workday, whether on City
property or not. For the purposes of this policy, an employee is considered under the influence of alcohol if
there is credible evidence that the employee is exhibiting signs of alcohol intoxication or if the employee
registers a blood alcohol concentration of .04 or higher on an alcohol test.

This policy also prohlbits any Employee from bringing alcohol onto City premises or property or using,

consuming, transferring, selling or attempting to sell or transfer alcohol while on City business or at any time
during the hours between the beginning and ending of the Employee's workday, whether on City property or
not, except as specifically authorized by the City.

Pr6criDtion and Over-thetounter Druqs
This policy prohibits any Employee from abusing prescription medications or over-the-counter drugs while on
City business or at any time during the hours between the beginning and ending of the Employee's workday,
whether on duty or no! and whether on City property or not.

For purposes of this policy, "prescription or over-the-counter drug abuse" means taking medications that
were prescribed for someone else; using prescription drugs or over-the-counter drugs for a purpose other
than for which they were prescribed or manufactured, or other than in accordance with the doctor's
instructions or recommended dosages.

POTICY NO.83O.OO SUESTANCE ABUSE POLICY
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Employees are expected to consult with their physicians regarding the effect of medications prescribed for
them and to consult any package warnings for over-the-counter drugs. When an Employee is taking a

prescription or over-the-counter drug that can or will have an effect on the Employee's normal mental and/or
physical state or interfere with work such as operating vehicles, machinery, equipment, etc., the Employee

must inform his or her immediate supervisor who will determine whether the employee is able to perform

his or herjob functions.

Substance Testins
The City shall require individuals to undergo drug or alcohol testing under the following circumstances:

1. Applicant Testing.
The City shall require any job applicant who has received a conditional offer of employment to undergo a

drug and/or alcohol test as a condition of commencement of employment- lf the job applicant refuses to
undergo substance testing or has a confirmed positive test result, the conditional offer of employment will
be withdrawn, and the individual will not be hired.

2, Reasonable Suspicion Testing.
The City shall require any Employee to undergo drug and/or alcohol testing if it has a reasonable suspicion

that the Employee is using or has used drugs or alcohol in violation of this polic.y.

By way of example only, a "reasonable suspicion" for purposes of this policy may be based upon such

circumstances as physical sym ptoms or manifestations of being under the influence of drugs or alcohol; direct
observation of drug or alcohol use while at work or on duty; a reliable, credible and independently
corroborated report of drug or alcohol use while at work or on duty; evidence that an individual has tampered
with a drug or alcohol test during his or her employment with the City; or evidence that the Employee is

involved in the use, possession, sale, solicitation or transfer of drugs while on duty or while on City premises

or operating the City's vehicles, machinery or equipment.

3. Post-Accident Testing.
Any employee involved in or contributingto an on-the-job accident or incident causing injury to the employee

or to another person or to property under circumstances that suggest possible use or influence of drugs or
alcohol in the incident may be required to submit to a drug and/or alcohol test.

4. Random Testing,
Employees in positions requiring the performance of City safety-sensitive functions and employees in
positions requiring a commercial driver's license are subject to random testing. The selection of employees
for random controlled substance and alcohol testing will be made by a scientifically valid method. Under the
selection process, each employee will have an equal chance of being tested each time selections are made

and the City will not have the discretion to waive the selection of any Employee.

Safety sensitive positions involve job duties which, if performed with inattentiveness, errors in judgment, or
diminished coordination, dexterity, or composure, may result In mistakes that could present a real and/or
imminent threat to the personal health and safety of the employee, co-workers, and/or the public. These job

duties include, but are not limited to: driving vehicles requiring a commercial driver license; operating
machinery (i.e. heavy equipment, hazardous tools, etc.); maintenance of vehicles and equipment;
transporting people; carrying a weapon in performance of essential job functions; ensuring the direct safety

and protection of others and property, such as functions performed by lifeguards, police officers, firefighters,
etc.).

)



Safety-sensitive positions subject to random testing under this policy shall be evaluated annually by the
Human Resource Department.

5. Return-to-Duty and Follow-Up Testing.
The City shall require any Employee to undergo drug and/or alcohol testing without prior notice following a

prior confirmed positive test. The City is not obligated to reinstate or rehire any employee who violates this
policy. Should the City decide to reinstate, the individual will require evaluation by a Substance Abuse

Professlonal (SAP) or qualified program and be subject to follow-up testing at the employee's expense.

6. Scheduled, Periodic Testing.
The City shall require any Employee to undergo drug and/or alcohol testinB as part of a routinely scheduled
fitness-for-duty medical exam to the extent such an exam is regularly conducted on the Employee. Also,

Employees shall be required to undergo drug and/or alcohol testing which is routinely scheduled for all

members of the Employee's classification or group. The City shall follow applicable federal regulations for
employees required to possess commercial driver/s licenses. Commercial drivers will be classified for U.S.

Department of Transportation (DOT) drug testing purposes and for the Clty to maintain required
documentation.

Testins Methods
lnitial tests for alcohol will be conducted primarily using breath or saliva samples (blood samples may be used

in Iimited situations). lnitial tests for drugs will be conducted primarily using urinalysis (blood samples may be

used in limited situations).

lf an applicant or Employee has a confirmed positive drug test result, the individual may explain the test
results In confidence to the Medical Revlew Officer. An applicant or Employee who has received a positive

drug test result may also request a retest of the same specimen in order to challenge the results of a positive

test; however, the individual shall pay all costs of the retest, unless the retest reverses the findings of the
challenged positive test, in which case the City shall relmburse the Individual for the costs ofthe retest.

All samples will be collected in a manner that is designed to protect, to the fullest extent possible, the
individual privacy of Employees. Employees will not be subject to direct observation while rendering urine

samples; however, if there is a valid suspicion that the Employee has tampered with a sample, preventive

measures will be employed. lf an Employee provides a sample that contains confirmed evidence of any form
of tampering or substitution, this shall constitute a refusal to be tested and the Employee shall be subject to
discipline in accordance with this policy.

All records and results pertaining to substance screening shall be maintained by the City as "Confidential" in

the same manner as medical records. Any applicant or Employee who wlshes to obtain information or records
related to their individual drug or alcohol test may, however, have access to those records upon written
request to the Human Resources Department.

Emplovee Notification of Criminal Drug Conviction or License Suspension
ln accordance with the federal Drug-free Workplace Act, any Employee who is convicted of a violation of a

criminal drug statute involving an on-duty or off-duty incident must notify the City within five days of
conviction. Also, any employee whose driver's license is suspended must notify the City within five (5) days
of receiving notice of suspension.
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Emplovee Education and Assistance Program
ln an effort to help Employees understand the issues surrounding substance abuse, the City has establlshed

an ongoing education program. This program includes information about the dangers of substance abuse,

the City's Substance Abuse Policy, information about treatment services available and the penalties for
violation of the Substance Abuse Policy.

The City also provides drug and alcohol dependency evaluation and referral services for substance abuse

counseling, treatment and rehabilitation as part of an Employee Assistance Program. Employees are

encouraged to seek assistance through this program. An Employee's decision to seek assistance from the

Employee Assistance Program will not be used as the basis for disciplinary action prior to administering an

alcohol or drug test which produces a positive result or other violation of this Policy. Conversely, using the

Employee Assistance Program will not be considered a defense to imposition of disciplinary action in the
event of a positive drug test or other violation of this Policy outside of the Employee Assistance Program.

Depending on the circumstances, the City may suspend the imposition of disciplinary action subject to an

Employee's successful participation and completion in an alcohol or drug dependency treatment or
rehabilitation program, but such suspension of disciplinary action shall be in the sole discretion of the City.

No Employee shall be able to avoid disciplinary action for violation of this Policy if employee does not meet

the standards of job performance established for their position even if the individual's lack of performance is

due to alcoholism or drug dependency.

Consequences of Failure to Com olv with th is Policv

Any applicant who has been made a conditional offer of employment and who refuses to undergo substance

testing or who has a confirmed positive result shall not be hired by the City. Any Employee who violates any

provision of this Policy shall be subject to discipline up to and including discharge from employment, even for
the first offense. Thisshall includeany use, possession or sale of illegal drugsas prohibited by this Policy; any

use or abuse of alcohol as prohibited by this Policy; and any prescription or over-the-counter drug abuse as

prohibited by this Policy.

lf a person is separated for violations of this policy, the individual may apply for rehire after completion of a

treatment program. An Employee rehired after violation of this policy will be subject to an individual schedule

of random testing as determined by the treatment program. lf the Employee tests posltive ina follow-uptest
the Employee will be terminated. This mandatory termination provision shall also include any refusal to
submit to an alcohol or a drug test required by the City as outlined and in compliance with this Policy or any

delay in submitting to such a test when requested.

The City of Kingsville does not tolerate any use of non-prescribed drugs or alcohol. lf an employee reports to
work under the influence of drugs or alcohol or uses drugs or alcohol while on City business or at any time
during the hours between the beginning and ending ofthe Employee's workday, whether on City property or
not, disciplinary action will be taken up to and including termination of employment.

All decisions, determinations, or findings by the City regarding enforcement or administration ofthis policy

shall not be subject to review by the TEAM Review Pro€ess or appeal to the civil service commission.

Compliance with Aoolicable Law

To the extent any portion of this Policy is determined to be contrary to the requirements of any applicable

federal or state statutes, rules or regulations, it is the intent of the City to conduct its program prohibiting

alcohot and drug abuse in the workplace and any alcohol or substance screening in connection therewith in
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accordance with those legal guidelines, and the City shall do so even if this Policy has not been modified to
address such inconsistencies.

Responsibilitv for Administration
This Policy shall be uniformly administered to ensure fairness to all Employees of the City. The Human

Resource Department is responsible for administering this Policy. This responsibility includes: (1)

communicating the Policy to all Employees; (2) disseminating drug and alcohol awareness information and

making information regarding the Employee Assistance Program available to all Employees; (3) providing

appropriate training to Department Director personnel; and (4) administering this Policy fairly and

consistently throughout the City. The City will provide advisory and technical assistance and is responsible

for insuring uniform administration of the Policy throughout the City.

Revised & Approved: July 22, 2024 - Resolution #2024-69 - Effedive Dote: July 22, 2024
Polian Histotv

Revision - September 2i, 2019 - Resolution i2079-85 - Eftedive Dote: October 7, 2019
Revision - August 28, 2006
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City of Kingsville Administrative Policies and Procedures Manual

POLICY NO.84O.OO DRESS CODE

ln order to enhance and maintain a good image to the general public, City employees must maintain high standards of
personal cleanliness and grooming and shall present a neat businesslike appearance at all times during working hours.
Presenting a professional image creates a favorable public impression for the City, promotes respect among co-workers
and encourages higher work standards.

Appropriate Business Attire
All clothing must be neat, clean, in good condition and appropriate for duties of the position. Business attire includes:
dresses, pantsuits, slacks, skirts, blouses and shirts. Clothes shall be designed in styles and fabrics that are appropriate
for City business. A shirt with the City logo is acceptable. All employees are expected to comply with safety regulations
as dictated by departmental and industry safety standards.

lnappropriate Business Attire
lnappropriate business attire includes, but is not limited to:. Clolhing that is unsuitable for the business environment, such as team sports apparel and tshirts. Clothing including caps with offensive promotion/advertising designs or language. Clothing styles that are extrenEly conspicuous, such as mini-skirts, revealing blouses or other clothing

. Suggestive attire or radical departure fiom taditional office attire. Shirts and blouses must completely cover the abdomen and back .

. Proper undergarrnents, shall be worn at all times.

. Overalls, sweat shirts, sweat pants orwind suits. Sneaker or shower shoes. Tight pants, leggings or shorts. Off the shoulder tops, halter tops, tube tops or muscle shirts

. Frayed, tattered, unhemmed or holey clothing

Dress Code Exceptions
The Dress Code applies only to those employees who are not required to wear a City uniform. However some
departments may have an alternate dress code which includes the daily use ofjeans in the workplace. Unusual
circumstances as approved by the supervisor, such as weather conditlons, special work assignment, medical
reasons, worksite conditions and/or unusual working hours or situations, may be sufficient reasons to grant an
exception to the dress code.

Additional Provisions
More traditional business attire may be appropriate for certain meetings and/or presentations either inside or outside
City offices. Department Directors and supervisors have the responsibility to inform their employees of appropriate
attire when meeting the general Public or any other time the Director may deem it is necessary

Personal Appearance
Wthout unduly restricting individual tastes, the following personal appearance examples are not permitted:

. Hairstyles are expected to be in good taste. Unnaturally colored hair or extreme hairstyles are not permitted

. Offensive body odor and poor personal hygiene. Torso body piercing with visible jewelry or jewelry that can be seen through or under clothing must not be
worn during work hours* Tattoos/body art or brands that are offensive, advocate drugs, advocate sexual, racial or religious
discrimination are prohibited from being visible while on duty.. lntentional body mutilation or piercing that is excessive or eccentric is not permitted. Some examples are a
split or forked tongue or foreign objects inserted under the skin to create a design or pattern

. Jewelry that pierces or is clipped to the eyebrow, tongue, nose, scalp, forehead, or other exposed parts of
the body, except the ear, may not be worn during work hours

Chapter 8
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Casual Fridays
The exception to this policy is on "Casual Fridays" for office personnel when less formal clothing is authorized such
as jeans. The employees are still expected to present a neat appearance and are not permifted to wear untidy
clothing, athletic wear or similarly inappropriate clothing.



City of Kingsville Administrative Policies and Procedures Manual

Employees who do not meet dress code or personal appearance standards will be sent home with no compensation
until they are properly groomed or in the proper attire. Violation of this policy is cause for disciplinary action, up to
and including termination of employment. Department Directors may implement more stringent dress codes.
Ouestions about proper attire may be directed to the Department Director or the Human Resources Department.

Approved: August 28, 2006

POLICY NO. S5O.OO OUTSIDE EMPLOYMENT

The City shall be the primary employer for all Employees for which benefits are being supplied. An Employee may be
employed in any capacity in any other business, trade, occupation or profession while employed by the City, so long
as it is determined that such employment does not tend to bring the City into disrepute, reflect discredit upon the
Employee, or conflict with his/her employment or performance as a City Employee.

The City recognizes the prerogative of its Employees to pursue other employment to occupy off duty hours. However,
this must be balanced with the City's need for full productivity during working hours and with loyalty from its'
Employees. Employees must notify their Department Director in writing prior to accepting outside employment and
whenever the nature of such employment changes. The information will be forwarded to the Human Resources
Department for placement in the Employee's personnel file.

Employees may pursue other employment only when it is not in conflict with the operations and business of the City
and does not interfere with the performance of their work. Outside employment shall not impair Employee's
availability upon emergency recall by the City.

Outside employment will not be considered an excuse for poor job performance, absenteeism, tardiness, or refusal to
work overtime. Should the outside employment cause or contribute to any of these situations, it must be discontinued
or the Employee will be subject to termination from City employment.

As the primary employer, the Employee must recognize the City's need for flexibility and changing schedules based
upon the demand for services or departmental needs.

Approved: August 28, 2006

POLICY NO. s6O.OO PERFORMANCE EVALUATION

The purpose of performance evaluations is to help both employees and their supervisors to monitor the employee's
job performance and progress within the City's organization. For performance evaluations to be helpful to the
employee, supervisors and Department Directors should communicate their performance expectations for the up-
coming year during job performance evaluations.

Performance evaluations are scheduled approximately every 12 months by the Human Resources Department. An
employee may attach a statement to their performance evaluation for rebuttal or clarification, if desired. Performance
evaluations shall be in a written format and signed by the employee, evaluator and Department Director. Completed
original performance evaluations must be submitted to the Human Resources Department for placement in the
employee's personnel file.

Approved: August 28, 2006

polrcy No. 870.00 soLrcrrATroN PoLlcY

Postings
No other non-job related announcement or printed material may be attached to any window, or building owned by the
City unless approved by the City Manager or his designee. Announcements and printed material must have the
approval of the City Manager or his designee to be posted on a City bulletin board. Specific technical job related
material must be approved by the Depa(ment Director. All items posted must have a removal date and be removed
timely. The public service bulletin board located in the Robert J. Kleberg Public Library is exempt from this policy.

However, users of the public service bulletin board must adhere to the guidelines established by the Library.

Chapter 8
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City of Kingsville Administrative Policies and Procedures Manual

Distribution of Literature
Any printed item, i-e., discount coupons, tickets, announcements, etc., to be distributed to City employees must be
coordinated with the Human Resources Department. To obtain approval, a printed item must be City-related
business or a specific benefit for City employees due to their employment with the City. The Human Resources
Department will determine the method of distributing all approved materials.

Approved: August 28, 2006

POLICY NO. 871.00 POLITICAL ACTIVITY

City employees shall not be permitted to take an active part on any political campaign for an elective position if they
are in uniform or on duty.

Approved: August 28, 2006

POLICY NO.88O.OO DRMNG POLICY

Employees who are requircd to drive or opeft e a rnotor vehicle for frc City, whether the vehicle is personal or City-
o ,ned, will be immed'rately suspended from all City-related driving activities when it is determined that the Employee h6
an "unsatisfactory driving record" 6 defined below.

Employees $rose driveis license is suspended; who are convicted for DW or DUID or who upon a drug or alcohol test
in accordance with City policy, test positive br alcohol or the illegal use of drugs will be immediately suspended fiom
driving. ln addition, the City rnay take disciplinary action up to and including termination of employment.

An "Unsatisfactory driving record" is where:

> The Employee is determined to be uninsurable by the City's insurance canier

> The Employee two (2) or rnore'atfaulf accidents within a three (3) year period

> The Employee has one (1) or more Type l\- violations within a three (3) year period

> The Employee has any combination of accidents and "Type B" violations which equal three (3) or rnore such
violations within a three (3) year period

> The Employee loses his or her drivels license fcr any reason and is unable to perform the essential functions of their
job.

"Type A- violations include:

F Driving while intoxicated ('DW')

> Driving under the influence of drugs ("DU|D')

> Negligent homicide arising out of the operation of a motor vehicle

> Operating a rnotor vehicle during a period of drive/s license suspension or revocation

Chapter 8
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> Aggravated assault with a rnotor vehicle

> Operating a motor vehicle without the owner's permission

> Permitting or assisting an unlicensed driver to operate a motor vehicle

> Reckless driving or racing

> Hit and run where bodily injury or property damage was sustained

"Type B'violations are all motor vehicle and moving violations not listed, above

Employees who are arrested or convicted of DW or DUID, or whose license is revoked or suspended must report their
status to their supervisor immed,ately but no later than 5 days from the date of the incident. The department supervisor
shall consult with the Human Resources Department regarding the Employee's license status. Failure of the Employee
to make a proper report with their supervisorwill result in discipline, up to and including termination of employment.

Employees who lose their driving privileges under this policy may be reassigned to another employment position within
the City, at the sole and absolute discretion of the City Manager.

General Disciplinary Guidelines for Avoidable Accidents
The following guidelines witl be applicable to exempt and non-exempt non-civil service employees involved in city
owned motor vehicular or equipment type accidents. Supervisors are to take into consideration all mitigating factors
including severity, frequency, policy and procedure violations and an employee's driving history within the prior three
(3) years.

Definition

Avoidable Accident - An accident shall be considered avoidable if an employee receives an official citation from a
law enforcement agency.

These guidelines are as follows:

- An employee who has an avoidable accident with no damage may receive a written warning in their personnel

file.

- An employee who has an avoidable accident where damages are up to $1,000.00, the employee may receive

two (2) days suspension without pay.

- An employee who has an avoidable accident where damages are up to $5,000.00, the employee may receive

three (3) days suspension without pay.

- An employee who has an avoidable accident where damages exceed $5,000.00, may receive a minimum five (5)

days suspension or more without pay or termination.

A second avoidable accident within the prior three years with no damage may be treated as a first offense with

minimum damage. The second avoldable accident within the prior three years may double the punishment.

A third avoidable accident within the prior three years may be grounds for twelve (12) days suspension without pay or
termination.

A fourth avoidable accident within the prior three years shall be grounds for further disciplinary action up to and

including termination of employment.
Approved: August 28, 2006
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POLICY NO. 881.00 EMERGENCY SERVICES POLICY

l. PurDose
The citizens of Kingsville depend on City employees before, during, and after an emergency or disaster to provide
quality customer service in the restoration of essential public services required to maintain the health, safety, and
quality of life for our community. City employees demonstrate pride and a commitment to quality customer service by
ensuring a continuation of public services during the essentlal periods of every emergency or disaster. This policy
sets out responsibilities of City employees before, during, and after disasters to ensure that City employees function
as a team in restoring City services.

ll.s,99E
This policy applies to all City employees who in the course and scope of their employment provide services for the
benefit of the general public during emergency situations that threaten the safety of the citizens of Kingsville.
Effective upon approval of this policy, as revised, all City job descriptions are hereby amended to require current City
employees to provide services in the course and scope of their employment for the benefit of the general public
during emergency situations that threaten the safety of the citizens of Kingsville.

lf conflicts arise between the Policy and Police and Fire Collective Bargaining Agreements, the applicable agreement
shall govern.

lll. Application
This policy will be in effect whenever the City Manager, or designee, in accordance with the City Emergency
Preparedness Plan, declares that emergency conditions warrant it, either in preparation for, or as a reaction to, one
or more disastrous events such as: a civil disturbance, hurricane, tornado, earthquake, flood, ice storm, fire,
chemical accident including a hazardous material spill, possible public exposure to hazardous conditions, or other
disasters which threaten the safety of the citizens of Kingsville.

lV. Iosition Desiqnation And Responsibilities
All employees of the City of Kingsville hold essential services positions and, as part of the City's Emergency
Response Team, provide services in the course and scope of their employment for the benefit of the general public
during emergency situations that threaten the safety of the citizens of Kingsville. AII city employees may be required
to work immediately before, during, or immediately after an emergency or disaster as required by the circumstances,
unless a waiver is requested and approved as per section Vll of this policy.

V. Readiness Conditions

Chapter 8
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The procedures of the Emergency Services Policy will correspond to the increased readiness actions in the
Emergency Preparedness Plan. The City Manager or designee will notify departments of any change in readiness
mnditions. Hazardous conditions include, but are not limited to, one or more disastrous events, such as: a civil
disturbance, hunicane, tornado, earthquake, ffood, ice storm, fire, chemical accident including a hazardous material
spill, possible public exposure to hazardous conditions, or other disasters which threaten the safety of the citizens of
Kingsville.

Basic Readiness Ongoing Phase - Customer Service and responsiveness is the daily job of all City employees.
Employees of the City of Kingsville are responsible to the citizens of Kingsville for providing for their safety, health
and welfare in the event of a state of emergency or disaster.

A. Basic readiness requires City employees to know their functions and responsibilities in a disaster. City
management will maintain minimal basic emergency response equipment and supplies as required of the
applicable department.

Department Heads will review policies and procedures with all employees on or before May 15s of each year.
The Department Head, or designee, will (a) provide each employee with a copy of the Emergency Services
Policy, (b) obtain signed and correctly completed Acknowledgement Forms (Appendix F-1), and (c) verify that
each employee has an up-to-date Employee ldentification Card.

B. lncreased Awareness Phase (Readiness Condition 4) A higher degree of readiness is needed than is normally
present. The condition can occur at any moment due to the probability of a hazardous condition. This condition
will automatically be in effect during hurricane season, June 1 through November 30.

The Risk Manager will initiate general increased readiness activities.

The department heads will review their respective Standard Operating Procedures and advise the Risk Manager
of any changes.

Department Heads will ensure personnel are aware of readiness conditions.

A Department Head may set a higher condition anytime when considered necessary (with the permission of the
City Manager or designee). Departments will notify the Risk Manager when setting a higher readiness condition.

C. Watch Phase (Readiness Condition 3) - lndicates the existence of a potential danger that could develop into a
hazardous condition requiring a higher degree of readiness than Condition 4, but is not an immediate threat to
life or property. The hazardous condition has the probability of requiring moving into Readiness Condition 2.

Department Heads will conduct briefings with their staff and check readiness of equipment, supplies and
facilities. Departments should correct deficiencies and begin securing equipment and property.

Supervisors will review policies and procedures with City employees. The reviews will address work schedules,
special equipment availability, notifcation of last minute changes, and the process to be used to contact
employees after shift hours and on weekends.

Employees will review procedures with their families and inform them of the probability of Readiness Condition 2
and make final arrangements. lt is the responsibility of the employee to be ready for Readiness Condition 2.

Supervisors and employees will be allowed to secure their homes and belongings during this Phase as approved
by the Department Head, or designee, by taking sick or vacation leave.

D. Waming Phase - (Readiness Condition 2)

A situation has definite characteristics of becoming hazardous, and there is significant probability of injury and/or
property damage.

The City Manager will declare that the Emergency Services Policy is in effect.

City Property will be secured and protected.

Other actions will be taken as necessary in individual departments as required by the Emergency Operating Plan
(EOP) and departmental Standard Operating Procedures (SOP).

The Phase will begin at the same time throughout the City, but it may end at different times in different
departments.

Chapter 8
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Employees will remain at work until dismissed by their supervisor in accordance with the department's
operational demands or Hunicane Standard Operating Procedure.

The City employee shelter will be opened and made ready with supplies, food, equipment needed. City
employees will be advised of the shelter location and opening time.

Approved Leave Reassessed:
Department Heads will reassess on a case-by-case basis all approved vacation leave requests for employees
who are off duty on vacation or personal leave at the time the Emergency Services Policy is activated (Warning
Phase) and will use discretion in deciding to cancel, re-approve, or reschedule the leave.

Employees who are scheduled for approved vacation or personal leave that runs concurrently with the time for
activation of the Emergency Services Policy (Warning Phase) will have such leave automatically cancelled. At
the discretion of the Department Head, such leave may be rescheduled or re-approved on a case-by-case basis
based on individual circumstances and operational needs.

Employees who are on approved leave and are outside the city limits of the City of Kingsville, upon learning of
the Mayor, or City Manager, or designee, opening the Emergency Operations center, are responsible for calling
in to their Department Heads, or designees, at the applicable department or the Emergency Operations Center.
Based on circumstances, the Department Head may use discretion to cancel or re-approve such leave.

lf the employee is out of state or country, and does not learn of the opening of the Emergency Operations Center
from available media, he/she will not know to call in. Under such circumstances the employee's approved leave
will not be cancelled.

E. Essential Services Phase - (Readiness Condition 1) A hazardous condition is imminent or has occurred. Events
such as a civil disturbance, hurricane, tornado, earthquake, flood, ice storm, fire, chemical accident including a
hazardous material spill, possible public exposure to hazardous conditions, or other disasters that threaten the
safety of Kingsville's citizens will result in declaration of Readiness Condition 1.

1. The availability of City employees to work is necessary for the beneflt of the general public immediately
before, during, and/or immediately after the emergency. Employees will not be authorized to evacuate
should an evacuation order be issued in accordance with Chapter 22 of the Texas Labor Code unless they
have requested and received an approved Waiver Form.

2. Upon an evacuation order being issued in accordance with State law, employees who have been granted
approved waivers shall be released from duty and may evacuate the City. Employees with approved waivers
who evacuate the City are responsible for reporting back to work in compliance with the Return-to-Duty
Phase of this Policy.

3. Shifts during the Essential Services Phase may be established according to departmental needs at the
discretion of the Department Head. Employees who are list in the Departmental Operations Pool must
provide phone numbers, pagers, addresses, or other information to their Department Head where the
employee can be contacted prior or during an emergency. The Department Head shall list the employees
contact information on the Departmental Operations Pool form. Employees who need to request a waiver
will be responsible for complying with deadlines and waiver request procedures as outlines in Section Vll of
this policy.

4. Shelters: The Risk Manager, or designee, will communicate to department heads, or designees, the locations
of shelters for city Employees who are on the Emergency Operations Pool, during the Essential Services
Phase of this policy. Families of employees are strongly encouraged to evacuate with the general public
when an evacuation order is issued. See "Shelter and Mass Care" in the Emergency Operating PIan for
additional details.

F. Return-to-Duty Phase: By reporting to duty as directed, each employee meets his/her responsibility to work with
other City employees as a team in restoring the community to normal service levels following a disaster.

Following the announcement of the Return-to-Duty Phase by City Officials, employees who remained in local
shelter, or sheltered-in-place in their homes, or evacuated (waiver approved status only) will report to work at the
start of the next normal shift unless otherwise directed to call in or report sooner.

Waivers are granted only for the Essential Services Phase of an emergency and/or disaster. Employees who
receive an approved waiver are still required to work before and after and emergency and/or disaster.

Chapter 8
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Employees who cannot report at the start of the next normal shift must call in, or otherwise contact their
supervisor, or designee, at or before the time the employee's shift begins, or in no case later than 4 hours after
the time the employee's shift begins.

Employees must make every attempt within reason to contact their supervisor, or designee, to repo( their
inability to report to work and request authorized leave.

Mitigating circumstances that prohibit the employee from calling in, or reportang to duty at the nelt normal shift,
will be considered on a case-by-else basis based on the facts of each circumstance.

Failure of employees to call in or otherwise contact their supervisor, or designee, will result in the leave being
designated "unauthorized without pay", and subject the employee to disciplinary action up to and including
termination depending on the circumstances and if such action is approved by the Director of Personnel and City
Manager.

Employees should contact their supervisor to obtain information on the Return-to Duty Phase.

Vl. Responsibilities

A. City Manager and Department Heads:

1. lt is the shared responsibility of the City Manager, Assistant City Manager and Depa(ment Heads to
communicate the implementation of the Emergency Services Policy to City Employees.

2. Department Heads and other positions incumbent in the Management Pay Plan are required to call the
Emergency Operations Center for duty assignments upon becoming aware of an announcement by the
Mayor, City Manager, or designees, that the Center is being activated.

3. On or before April 30h of each year, the Department Head will meet with assigned personnel and train
employees on the content of the Emergency Services Policy, as last revised, and secure a signed
Acknowledgement Form from each employee stating he/she has had an opportunity to ask questions on the
Policy and understand his/her responsibilities.

4. The Department Head will provide the Risk Management Department with a completed "Emergency Services
Employee Departmental List" form with employee names with designated employee assignments, such as:

a. Emergency Operations Pool (Employees shall remain throughout the emergency before, during, and affer
the emergency);

b. Emergency Operations Center (command center staff);

c. Departmental Operations Pool (Employees shall be available to assist before/afler the emergency and are
subject to work upon request); and

d. Approved waiver request.

5. Employees designated as belonging to the Emergency Operations Pool are subject to assignment to tasks
as needed immediately before, during, or immediately after the emergency based on operational necessity,
including, but not limited to, shelter management and support; telephone bank; bus evacuation assistance,
etc. A copy of the Emergency Services Employee Departmental List will be foMarded to Risk Management
and a copy to the Human Resources Depa(ment.

Risk Manager will assign individuals from departmental lists to perform specific functions including, but not
limited to, shelter management and support; telephone bank; bus evacuation assistance, etc. lmmediately
before, during or immediately after the emergency.

lf employee names on this list have not been assigned to a work assignment, then these employee names
will stay in the "Department Operations Pool" and will remain available to assume work assignments as
needed immediately before, during, or immediately after the emergency. "Pool status' must be documented
on the Employee Departmental List in the column by each employee's name.

Employees who are designated to assist as needed immediately after the emergency will be instructed on
when and where to report for duty upon announcement of the Return-to-Duty Phase.

Employees who are granted an approved waiver will be anstructed on when to report to duty upon
announcement of the Return-to-Duty Phase.

Chapter 8-800 Policies Chapter I
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Department Heads are responsible for releasing employees with approved waivers at the time evacuation is
ordered for the public under Chapter 22 of the Texas Labor Code to enable the employee to evacuate.
Waivers are granted only for the Essential Services Phase of an emergency and/or disaster. Employees
who receive an approved waiver are still required to work before and after an emergency and/or disaster and
comply with the Return-to-Duty Phase when announced by City officials.

6. Prior to April 30th of each year, the Department Head is responsible for development and implementation of a
process for communicating with employees (through use of a Communications "Tree" or Chart) whereby
employees can be called in to work after normal shift hours and on weekends. The "Communication Tree'
needs to clearly designate the persons responsible for calling assigned groups of employees to report to duty
under this Policy.

7. Upon receipt ofwork assignments provided by Risk Management for departmental employees, the department
head is responsible for ensuring that employees are aware of their individual responsibilities under this Policy.

8. The City Manager will have final decision-making authority over disputed waiver request, which have been
reviewed & ruled on by the three (3) member Review Committee.

9. Department Head, or their designees, will be responsible for checking all employee Acknowledgement Forms
to ensure that the form is fully completed and signed. This verification will be indicated by the Department
Head's, or designee's, signature on the Acknowledgement Form for each employee in the Department.

10. Department Head, or designees, shall ensure that all City.job descriptions and Vacancy Notiflcation state that
City employees are required to provide services in the course and scope of their employment for the beneflt of
the general public during emergency situations that threaten the safety of Kingsville's citizens. The only
exception to this requirement is when a waiver is requested and approved under this policy.

11. Depaftment Heads shall ensure that all employees asslgned to them have a City of Kingsville Employee
ldentification Card (provided by the Kngsville Police Depaftment) before the beginning of Hurricane Season,
June 1 of each year.

12. Department Heads, or designees, will document all hours worked by non-exempt and exempt personnel
including their assignments.

Supervisors

1 . Supervisors are responsible for the support and implementation of this Policy in a consistent and fair
manner. Supervisors are responsible to their Department Heads for documentation, reporting potential
violations of this Policy by employees, assisting with fact-finding, and assisting the department head in the
initiation of necessary disciplinary action.

2. Supervisors are responsible for ensuring that each employee under their supervision correctly completes and
signs his/her Emergency Services Policy Acknowledgement Form,

3. Supervisors are required to review and sign Waiver Request Forms submitted by their assigned personnel
and to take action to ensure that a replacement employee is assigned to cover the essential services upon
approval of the waiver.

City Employees

1. Each employee is responsible for knowing his/her responsibilities under this Pollcy. Compliance with this
Policy is mandatory. Each employee is responsible for calling in, and reporting as directed, to the
Emergency Operations Center or elsewhere as otheMise assigned.

2. Employees shall be responsible for complying with waiver request procedures and deadlines as outlined in
Section Vll of this Policy.

3. Employees are required to report to their Department Head, or as directed under the Return-to-Duty Phase
of this Policy.

4. Employees who do not have a telephone, will be required to contact their department head, or designee, in
person and on their own initiative, in a reasonable time period, upon knowledge that the Mayor, City
Manager, or their designees, have announced the opening of the Emergency Operations Center or the need
for employees to report to duty regardless of the Readiness Condition at the time of the announcement
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Human Resources Department - The Human Resources Department shall:

1- Facilitate a three (3) member Waiver Review Committee to be appointed by the City Manager, or designee,
to review all waivers for citywide consistency. This Waiver Review Committee will ensure that each
department head receives an initial list of employees who have been granted approved waivers and an
amended list as additional waivers are approved throughout the year;

2. Originals of approved waivers will be filed in the employee's official personnel file in the Human Resources
Department,

3. Ensure that recruitment advertisements include notification of applicants that all City job descriptions require
incumbents in the course and scope of their employment to provide services for the beneflt of the general
public during emergency situations that threaten the safety of Kingsville's citizens, and that without an
approved waiver, City employees must be able to work immediately before, during, or immediately after an
emergencyi

4. Provide general information about this Policy to all new employees during New Employee Orientation
Training, and obtain signed Acknowledgment Forms from new employees to be placed in their personnel
files; and

5. Provide general assistance to the City Manager, including coordination of disciplinary actions, waiver
reviews, and resolution of pay issues.

Risk Manager

The Risk Manager, or designee, is responsible for maintaining and updating the Emergency Services Policy
annually. The Risk Manager, or designee, shall provide assistance to departments in planning and coordinating
the activities of all Phases to insure consistency with the City's Emergency Operating Plan and the emergency
services plans as established by the State of Texas .

Shelter Coordination & Communication with Employees:

'1. The Risk Manager will advise Department Heads in a timely manner of the names of employees from their
departments required for speciflc work assignments, as directed by the City Manager. The Risk Manager, or
designee, is responsible for ongoing coordination of shelters for City employees through liaison with the
Kingsville lndependent School District (KISD) and other local community agencies. The Risk Manager shall
coordinate with the City's Legal Department to ensure that an interJocal agreement between Kingsville
lndependent School District and the City of Kingsville is implemented regarding shelter, bus and drivers.

2. The Risk Manager, or designee, will communicate to department heads, or designees, the locations of
shelters for use of City Employees who must work immediately before, during, and/or immediately after the
Essential services Phase.

Vll. Waivers

ANNUAL WAIVER RQUEST FORMS REOUIRED

A. Waivers are granted only for the Essential Services Phase of an emergency and/or disaster.

B. Employees who receive an approved waiver are still required to work before and after an emergency and/or
disaster and comply with the Return{o-Duty Phase of this Policy,

C. Upon an evacuation order being issued in accordance with State law, employees who have been granted

approved waivers shall be released from duty and may evacuate the City.

D. Employees with approved waivers who evacuate the City are responsible for reporting back to work in

compliance with the Return-to-Duty Section of this Policy.

1 . Submission of Waiver Request Form:

a. lf an employee has personal circumstances, which would affect his/her ability to work during the
Essential Services Phase (Readiness Condition 1) of this Policy, it is the responsibility of the employee
to file an annual Waiver Request Form (Appendix F-2) on or before May 1sth of each year. This Waiver
Request Form must be co-signed by the employee's supervisor.

b. The employee must file additional Waiver Request Forms when his/her circumstances change.

Chapter 8
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c. lf circumstances change, waiver requests may be made within three (3) working days of the
implementation of the Essential Service Phase of this Policy, and will be granted for circumstances that
the employee could not have foreseen prior to the event.

d. A copy of the Wavier Request Forms is located in Appendix F-2). An employee who is denied approval
of a Waiver Request may appeal in writing within five (5) calendar days to the City Manager.

2. Review and Approval:

a. The Human Resources Department will facilitate a three (3) member Review Committee to be appointed
by the City Manager, or designee, to review all waivers for consistency Citywide and to provide a list of
approved waivers to each department head for hivher assigned employees;

b. Originals of approved waivers will be filed in the employee's official personnel file in the Human
Resources Departmenti

3. Waiver Requests that meet the following circumstances will automatically be approved by the Human
Resources Director without going through the Review Committee if the approvat does not cause
departmental understaffing during the emergency situation:

a. An employee who is a single parent with primary responsibility for children under the age of 17, or for
care of elderly family members, and for whom other care arrangements cannot be made;

b. An employee who personally suffers from serious health problems, has a physical and/or mental
disability, or who has primary responsibility for a chronically ill spouse and/or family member under
similar carcumstances; and,

c. An employee who has a spouse who works for the City of Kingsville must report to work under this
Policy, or who has a spouse employed by another govemmental entity, hospital, or other public or private
essential services provider (e.9. employees of private business who provide emergency food, supplies,
equipment, gasoline, water, etc.), who must report under a comparable policy requirernent, or work
immediately before, during or ammediately after the Essential Services Phase, and who meet the criteria
stated in Section Vll, Subsections 3-1 and 3-2. Vvratten confirmation from the spouse's employer shall
accompany the Waiver Request Form unless the spouse is employed by the City of Kingsville.

d. An employee who cannot perform the essential functions of his/her position and who has not been
released to "full duty' by his/her physician at the time of the Essential Services Phase is exempt from
filing a waiver and automatically granted waiver status. This may include an employee who is:

. On Family Medical Leave (FMLA) for any eligible purpose; or

. On approved non-FMLA leave due to an occupational and/or non-occupational illness or injuryi or

. \/vho is on limited duty or no-duty assignment under the City's Limited-Duty Policy.

e. An Employee on approved leave due to a death in the employee's immediate family as defined in the
City's emergency leave policies Chapter Vll-Absence - Section 7.08.

I An employee who has been granted a waiver in the best interest of the City.

Requested Waivers submitted by employees for reasons other than those listed in Subsection 3 of this Section will
be considered on a case-by-case basis with consideration given based on the facts and circumstances-

Vlll. violations of this Policy

An employee violates this Policy by:

',l. Refusing to perform assigned duties required by this Policy or to obey any order or direction made or given
by a supervisor;

2. Failing to report for duty as directed during any applicable Phase of this Policy;

3, Failing to abide by City Policy, departmental rules or regulations, Standard Operating Procedures (SOP'S);

4. Any conduct that interferes with, or might reasonably be expected to interfere with, the proper and orderly
conduct of the City's business, or brings, or might reasonably be expected to bring, discredit on the public
service.

Chapter 8-800 Policies Chapter I
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lX. Consequences for Violation of this Policy

A violation of this Policy shall be considered a violation of City Policy, departmental rules or regulations, Standard
Operating Procedures, and Rules and Regulations for which disciplinary action up to and including termination may
be taken by the applicable department head, with the concunence of the Director of Human Resources_and City
Manager, or designee.

X. Pay Provisions

A. Use of Leave VMth and Wthout Pay by Exempt and Non-Exempt Employee:

Employees will be allon ed to secure their families and property as scheduled by the Department Head, or
designee, and to use vacation or sack leave, if any, or leave without pay if paid leave is exhausted, for that
purpose.

B. Non-Exempt Employees:

1. All hours worked by non-exempt employees over 40 hours in a 7{ay work period shall be compensated at
the overtime rate of one and one-half the employee's hourly base rate as provided in the City's Overtime
Policy.

2. Unless notified in advance, non-exempt City employees who do not have an approved waiver will be
requared to report to work during a civil disturbance, hunicane, tomado, earthquake, flood, ice storm, fire,
chemical accident including a hazardous material spill, possible public exposure to hazardous conditions,
or other disasters which threaten the safuty of Kingsville's citizens.

3. Non-Exempt employees who report under these circumstances, and who are subsequently released from
duty due to emergency condition, shall be paid:

a. A minimum of two (2) hours at the regular rate of pay, or for the number of actual hours worked,
whichever is greater, and

b. Allowed to use accrued vacation, or accrued sick leave, af any, or leave without pay, if paid leave is
exhausted, to cover work hours missed during that work period.

C. Exempt Employees:

1. Exempt employees on a salaried basis may be charged leave, as applicable, for partial day absences.
The use of leave by municipal employees is allowed under FLSA regulations without affecting the exempt
employee's salaried status.

2. Specific overtime provisions are addressed in City of Kingsville Administrative Policies and Procedures
Manual, Policy 620.04 Overtime Pay.

D. Compensation Questions Related to This Policy:

1. Questions related to compensation arising from this Policy shall be directed to the applicable department
head and the Human Resources Director.

Approved: August 28, 2006

WORK PLACE POLICIES

POLICYNO.89O.O1 SMOKEANDVAPE-FREEWORKPLACE

Chapter 8
l9

The City of Kingsville is committed to providing a safe and healthy workplace and to promoting the health and well-

being of its employees. lt is the policy of City of Kingsville to prohibit smoking and vaping on all City premises.

Smoking is defined as the "act of lighting, smoking or carrying a lighted or smoldering cigar, cigarette or pipe of any

kind." Vaping refers to the use of electronic nicotine delivery systems or electronic smoking devices such as e-

cigarettes, e-pipes, e-hookahs and e-cigars.

This policy applies to areas under the Cig's responsibility including, but not limited to, the following:
. All areas of buildings occupied by City employees.

Chapter 8-800 Policies
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. All City sponsored ofbite conferences and meetings.

. All vehicles owned or leased by the City.

. All City employees including full-time, part-time, temporary, seasonal and student intems.

. All visitors (customers and vendors) to City premises.

. All contractors and consultants and/or their employees working on City premises.

Smoking and vaping is permitted only in designated outdoor areas.

Employees who violate this policy may be subject to disciplinary action up to and including termination of

employment.

Presented to City Commission for consideration: May 6, 2019

POLICY NO. 890.02 CONFIDENTIALITY

Many Employees of the City are in positions that give them access to confidential information in regards to the City and
its customers. This inforrnation must be respected and not discussed in any mannerwith persons outside the City unless
authorization is obtained.

Employees are not to disclose any information to any other person in the City unless there is a legitimate business
reason for doing so or to anyone outside the City unless the appropriate departrnent director has expressly stated that
the information can be disclosed to that person. Any breaches of this rule could result in disciplinary action up to and
including termination.

Newspaper representatives, attomeys, law enforcement agents and all other persons not connected with the City shall
be refened to administration when requesting information of Employees.

Approved: August 28, 2006

POLICY NO. 890.03 CONDUCT AND WORKING ENVIRONMENT

It is the policy of the City of Kingsville that employees maintain a working environment that encourages mutual
respect, promotes civil and congenial relationships among employees and is free from all forms of harassment and
violence.

This policy identifies the City's responsibility and the employee's responsibility as it relates to conduct and working
environment.

Employees have the right to conduct their work without disorderly or undue interference ftom other employees. The
City prohibits employees from violating this right of their co-workers.

The City encourages a congenial work environment of respect and professionalism. Therefore, the City prohibits
employees from intentionally harming or threatening to harm other employees, clients, vendors, visitors or property
belonging to any of these parties. This prohibition includes but is not limited to intentional acts such as:

. Physically harming others
o Verbally abusing others
. Using intimidation tactics and making threats
. Sabotaging another's work
. Stalking others
. Making false statements about others with malice that cause harm
. Publicly disclosing anothe/s private information

Employees are responsible for maintaining their work area in a neat and professional manner.

Chapter 8-800 Policies

Employees are expected to conduct themselves an an appropriate manner as judged by a reasonable person.
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Employees are responsible for assuring the security of the City's confidential/proprietary material in their possession 
and similarly maintaining the security of the City provided equipment. Employees concerned for the security of their 
work area or equipment must inform their supervisor of such concerns. 

The City may take disciplinary action against employees whose conduct violates this or other City policies and 
practices. The supervisor should consult the Department Director and/or the Human Resources Director on such 
matters. 

Approved: August 28, 2006 
POLICY NO. 890.04 PRIVACY 

Because the City is responsible for the safety and security of all its Employees while they are at work, the City reserves 
the right to inspect each Employee's work area and personal items at any time, and for any reason. Therefore, 
Employees are put on notice that they should have no expectation of privacy in their work spaces, including desks, 
drawers, cabinets, file cabinets, mail, computers or other assigned storage areas, or in such personal effects as purses, 
backpacks, luggage and in any form of electronic communication devices while the Employees are on City property. 

Approved: August 28, 2006 
POLICY NO. 890.05 GUNS AND FIREARMS 

The possession of guns and firearms on the City's premises, whether during normal work hours or otherwise, is strictly 
prohibited. Any Employee, other than designated peace officers or city marshals, found to be carrying or holding a gun 
or firearm on City property will be immediately terminated from his or her employment. 

An employee, including designated peace officers and city marshals, may not carry firearms to a City Commission 
meeting unless he/she is designated or duly appointed as a security officer by the City Manager. 

Approved: August 28, 2006 

POLICY NO 890.06 ATTENDANCE POLICY 

Dependability, attendance, punctuality, and a commitment to do the job right are essential at all times. Employees are 
expected to report for work promptly and to work all scheduled hours and any required overtime. Excessive tardiness 
and poor attendance disrupt workflow and customer service and will not be tolerated. 

An employee must notify their supervisor or designee as far in advance as possible or no later than one hour before the 
scheduled start time if late or absent or as directed otherwise. This policy applies for each day of absence. Unauthorized 
or excessive absences or tardiness shall result in disciplinary action, up to and including termination. An absence is 
considered to be unauthorized if the employee has not followed proper notification procedures or the absence has not 
been properly approved. 

When an Employee must be absent from work or tardy because of unexpected illness or family emergency, the 
Employee, or a representative of the Employee, such as a family member, must notify his or her Department 
Director/supervisor prior to the beginning of the Employee's work shift. Employees who are absent from work for 
three (3) consecutive days, without giving proper notice, will be considered to have abandoned their job and the 
Department Director shall make recommendation for disciplinary action up to and including termination of 
employment. 

Where an Employee has properly notified their Department Director/Supervisor regarding an unexpected illness or family 
emergency, the Employee shall request that his or her absence be documented as sick leave. Employees should, in 
such cases, submit a completed leave request form to the Department Director/Supervisor as soon as practicable after 
taking a leave of absence and, in any event, no later than 2 work days after returning to work. Before granting the paid 
sick leave time request, the City may require the Employee to provide a medical or other appropriate verification of the 
Employee's reasons for the unscheduled absence from work. 

Chapter 8-800 Policies Chapter 8 
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Approved: August 28, 2006 

Please see POLICY NO. 890.05 FIREARMS AND OTHER WEAPONS on page 116 of this document for the approved 
version of the Guns and Firearms Policy, City Commission Resolution #2025-19 , Approved: 02/10/2025
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POLICY NO. 890.07

Meal Periods

MEAL AND REST PERIODS

A 30 minute to t hour allowance for meal breaks is customarily granted to regular full-time employees- This meal
period is not considered work time if employees are completely relieved of their work duties.

lf employees must continue their work duties through the meal period, this work time must be approved in advance
by a supervisor and recorded as work time.

Meal periods shall be determined by the department directors for each of their divisions. The amount of time
allowed for a meal period will not be used as a form of disciplinary action by any City of Kingsville department
director or supervisor.

Rest Periods
lf authorized by an employee's supervisor, employees may be allowed two 15 minute rest periods during the day.
Such rest periods shall be considered a privilege, not a right, and shall never interfere with proper performance ofthe
work responsibilities and work schedules of each department. lf pqssible, rest periods will be provided in the middle
of the work periods. Rest periods shall not be combined, taken at the start or the end of an employee's work day, or
be used to extend meal periods. Since this time is counted and paid as time worked, employees must not be absent
from their workstations beyond the allotted rest period times.

Approved: August 28, 2006

POLICY NO. 890.08 TELEPHONE USE, CELLULAR PHONES AND PAGERS

This policy outlines the use of offlce phones, personal cell phones and pagers at work, the personal use of City
provided cell phones and pagers and the safe use of cell phones by employees while driving. Employees are
encouraged to follow and use safe practices when placing or accepting calls or checking messages.

Procedures:
1. Telephone Use
The City recognizes that employees will occasionally need to place and receive personal phone calls during the
workday. ln all cases personal calls should be minimal, whether the calls are placed and received using City phones

or personal phones. Receiving and placing excessive calls is disruptive to others. Therefore, abuse is subject to
disciplinary action.

\^/r]ile at work employees are expected to exercise discretion in using City phones. Excessive personal calls during
the workday, regardless of the phone used, can interfere with employee productivity and be distracting to others. A
reasonable standard the City encourages is to limit personal calls during work time. Employees are therefore asked
to make any other personat calls during non-work time when possible and to ensure that friends and famiry members
are aware of the City's policy. Flexibility will be provided in circumstances demanding immediate attention.

Employees that make long distance personal calls shall be required to pay for said calls at a rate specifled by the
Finance Department. The employee will be asked to reimburse the City by cash or check for any personal long
distance calls placed and charged to the City. Payments shall be submitted to the Collection's Division located on

the 1"t floor of City Hall. The receipt issued by Collections must accompany the copy of the phone bill and be
submitted to the Finance Department. Mark personal calls on your bills in such a way as to easily distinguish
business calls from personal calls (i.e. highlighting personal calls).

Note:
. The Finance Department maintains a list of account codes needed when making a payment to the Collection's
Division. Please obtain the account code for your department pior to making a payment to ensure you receive
proper credit.

lf no personal calls appear on the phone bill, note on the bill no person al calls. Fhe phone bill shall be forwarded to
the Finance Department. The information shall be submitted within seven (7) working days of receiving a phone bill

for review.

Chapter 8
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2. Personal cellular Phones
\Mite at work employees are expected to exercise the same discretion in using personal cellular phones as is
expected for the use of City phones. Excessive personal calls during the workday, regardless of the phone used,
can interfere with employee productivity and be distracting to others. A reasonable standard the City encourages is
to limit personal calls during work time. Employees are therefore asked to make any other personal calls during non-
work time when possible and to ensure that friends and family members are aware of the City's policy. Flexibility will
be provided in circumstances demanding immediate attention.

The City will not be liable for the loss of personal cellular phones brought into the workplace.

3. Personal Use of City-Provided Cellular Phones
\Mere job or business needs demand immediate access to an employee, the City may issue a business cell phone
to an employee for work-related communications. The City provides the cell phone and cell phone plan allowing the
employee a sufficient amount of talk time to be accessible to the City's needs.

Employees that make or receive personal calls shall be required to pay for said calls at a rate specified by the
Finance Department. The employee will be asked to reimburse the City by cash or check for any personal calls
placed or received. Payments shall be submitted to the Collection's Dlvision located on the 'l"ifloor of City Hall. The
receipt issued by Collections must accompany the copy of the cell phone bill and be submitted to the Finance
Department. Mark personal calls on your bills in such a way as to easily distinguish business calls from personal
calls (i.e. highlight personal calls).

Note:
. The Finance Department maintains a list of account codes needed when making a payment to the Collection's
Division. Please obtain the account code for your department prior to making a payment to ensure you receive
proper credit.

lf no personal calls appear on the cell phone bill, note on the cell phone bill no personal cal/s. The cell phone bill
shall be forwarded to the Finance Department. The information shall be submitted within seven (7) working days of
receiving a cell phone bill for review.

Employees in possession of City equipment such as cellular phones are expected to protect the equipment from loss,
damage or theft. Upon resignation or termination of employment, or at any time upon request, the employee may be
asked to produce the phone for return or inspection. Employees unable to present the phone in good working
condition within the time period requested (i.e. 24 hours) may be expected to bear the uninsured cost of a
replacement.

Employees who separate from employment with outstanding debts for equipment loss or unauthorized charges will
be considered to have left employment on unsatisfactory terms and may be subject to legal action for recovery of the
loss.

Employees are to limit directory assistance usage and other features that cause additional expenses besides the
normal monthly plan rates. Any invoices that indicate overages in plan usage shall be reviewed by the City Manager
or his designee. The City shall not be responsible for charges related to abuse of phone usage. Employees will be
requested to reimburse the City for overages that cannot be substantiated by the employee. Disciplinary action will
be taken for unauthorized use of City property.

4. Safety lssues for Cellular Phone Use
Employees whose job responsibilities include regular or occasional driving and who are issued a cell phone for
business use are expected to refrain from using their phone while driving. Safety must come before all other
concerns. Regardless ofthe circumstances, including slow or stopped traffic, employees are strongly encouraged to
pull off to the side of the road and safely stop the vehicle before placing or accepting a call. lf acceptance of a call is
unavoidable and pulling over is not an option, employees are expected to keep the call short, use hands-free options
if available, refrain from discussion of complicated or emotional discussions and keep their eyes on the road. Special
care should be taken in situations where there is traffic, inclement weather or the employee is driving in an unfamiliar
aTea.
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Employees whose job responsibilities do not specifically include driving as an essential function, but who are issued
a cell phone for business use, are also expected to abide by the provisions above. Under no circumstances are
employees allowed to place themselves or others at risk to fulfill business needs of responding to phone calls.

5. Personal Pagers
Vvhile at work employees are expected to exercise the same discretion in using personal pagers as is expected for
the use of City pagers. Excessive personal pages resulting in personal phone calls during the workday can interfere
with employee productivity and be distracting to others. Employees are asked to limit personal phone calls to non-
work time and to ensure that friends and family members are aware of the City's policy. Flexibility will be provided in
circumstances demanding immediate attention.

The City will not be liable for the loss of personal pagers brought into the workplace

6. Personal Use of City-Provided Pagers
\Mere job or business needs demand immediate access to an employee, the City may issue a business pager to an
employee for work-related communications.

Employees in possession of City equipment such as pagers are expected to protect the equipment from loss,
damage or theft. Upon resignation or termination of employment, or at any time upon request, the employee may be
asked to produce the pager for return or inspection. Employees unable to present the pager in good working
condition within the time period requested (i.e. 24 hours) may be expected to bear the uninsured cost of a
replacement.

Employees who separate from employment with outstanding debts for equipment loss or unauthorized charges will
be considered to have left employment on unsatisfactory terms and may be subject to legal action for recovery of the
loss.

Employees who violate this policy and/or any other City policy shall be subject to disciplinary action up to and
including termination of employment.

Approved: August 28, 2006

PoLtcY No. 890.09 TAKE HOME VEHICLE POLICY

This Administrative Policy establishes regulations for the use of City-owned vehicles as a take-home vehicle. The
purpose of the take-home vehicle policy is to provide a special equipped vehicle at ready access for use in delivering
City services required after regular business hours. These regulations establish parameters which will conserve
energy, improve vehicle-operating costs, and extend vehicle life.

Take-Home Vehicles are vehicles owned, leased, or otherwise under care and control of the City of Kingsville. Using
a City take-home vehicle for conducting personal business is prohibited.

A Take Home Vehicle Authorization Form (Appendix - K-1) must be submitted to the City Manager for approval prior
to assigning a take home vehicle. The City of Kingsville allows the use of City owned vehicles as Take Home
Vehicles to the following department personnel only:
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As a public employer and as public employees who are entrusted with the responsibility of administering public funds
efficiently, the City of Kingsville and its employees must ensure that City property, equipment, and facilities are
utilized for the sole purpose of providing services to the citizens of Kingsville. The use of City property, equipment, or
facility for personal business or gain is strictly forbidden and any such action could result in immediate termination.
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Police Department - Police Chief and civil servlce law enforcement personnel subject to the Take Home Cars
section of the collective bargaining contract.

Fire Department - Fire Chief and Fire Marshal

City of Kingsville Task Force - Personnel assigned as Task Force Agents (excluding clerical personnel)

City/County Health Department - Personnel who are subject to call-outs within the City and Kleberg County provided
the individual(s) resides within the limits of Kleberg County.

Use
Take-home vehicles shall only be authorized frcr use by personnel subject to emergency callbacks, as they are
defined in this policy, or to ensure t,mely provision of City services during off-duty hours.
Vehicles must be equipped with tools/equipment necessary for emergency callback.
All vehicles must be operated in a lawful manner and appropriately maintained under the care and control ofthe
assigned employee.
Employees will not use City vehicles to haul or tow anything other than City equipment needed in the
performance of their job assignment.
Employees will not possess, purchase, or be under the influence of drugs or alcoholic beverages while operating
City vehicles or equipment.
Employees are responsible for the security of take-home vehicles and tools/equipment in the vehicle. Any loss
or damage shall be reported as soon as possible to the appropriate Department Director and Risk Management.
ln case of an accident, while driving a City vehicle or using a non-City owned vehicle on City busjness, the
employee shall immediately call the police or law enforcement agency in the jurisdiction and his/her supervisor.
The supervisor shall noflry Risk Management. The employee should not leave the scene of the accident, unless
required to do so because of injury, until after the law enforcement investigation is completed.
ln no case shall a person other than a City employee be allowed to drive a City vehicle or ride in one if not
associated with City business.
Employees who will be absent from their normal work shall park their assigned unit at the City facility to which the
vehicle is assigned.
Employees shall not operate any City vehicle while on leave due to illness, injury, medical condition or while on
light duty or other restricted duty unless approved by the attending physician's restrictions.
Employees are encouraged to exercise discretion and good judgment when stopping for personal business while
commuting to and from the workplace. The duration of the resustop, type of personal business and parking
location are very critical factors in determining the validity and good judgment.
Any violations of these limitations will result in corrective action and/or disciplinary action, up to and including
termination.

Care of Vehicles
To prolong the life and properly maintain City vehicles, employees will ensure that their assigned vehicles have
sufflcient gas, oil, and other fluids to prevent premature failure, and that all tires are kept properly inflated. The
employee is responsible for the condition of the vehicle and that it continues on its scheduled maintenance program
as set up by the Garage Department.

Authorization
A "Take-Home Vehicle Authorization Form" (Appendix K-'l) must be completed for each potential take-home vehicle
and included with the Department's budget each year for authorization by the City Manager or his designee.
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Careless, abusive, negligent, or reckless handling or operation of any City vehicle by any employee shall result in
disciplinary action, up to and including termination of employment.

Revocation
All actions associated with the use of take-home vehicles must be reasonable and appropriate, given the nature of
the concerned employee's assignment.



Any non-compliance of this administrative procedure shall result in immediate suspension from the take-home
vehicle program or disciplinary action, up to and including termination.

lf an employee is in doubt about a circumstance related to his/her use of a City vehicle or any other piece of
equipment, supplies, tool, or materials purchased with taxpayer funds, the employee must check with his/her
supervisor before proceeding with the use of that vehicle/equipment. Violations ofany ofthe provisions related to the
use of City vehicles/equipment will result in disciplinary actions, up to and including termination of employment.

Approved: August 28, 2006

POLICY NO. 890.10 VIOLENCE IN THE WORKPLACE

l. Prevention of Violence ln The Workplace
It is the policy of the City of Kingsville to provide all employees with a work environment that is safe and free from
violence. The City expressly prohibits any acts or threats of violence by any current or former employee against any
other employee in or around the workplace or elsewhere at any time while conducting City business. The City also
will not tolerate any acts or threats of violence against employees, customers, visitors, vendors or other people at the
work site at any time or while they are engaged in business with or on behalf of the City. Such violations shall be
treated with disciplinary action up to and including termination of employment.

Any employee who becomes aware of a display of violent, abusive or threatening behavior, or a threat or tendency to
engage in such behavior by another employee, is to report such behavior to his immediate supervisor or to Human
Resources. To the extent possible, such reports will be handled confidentially. Employees have an obligation to
inform their immediate supervisor, department director, or Human Resources of any activity in the workplace that
they believe could result in violence. For example, this includes threats of violence, aggressive/confrontational
behavior, offensive acts, or threatening/hostile comments.

Employees shall report violence or threats of violence between employees away from the work site occurring at any
time. These reports should be made to the Human Resource Department. Employee reports made pursuant to this
policy will be held in confidence to the extent possible. The City will not tolerate any form of retaliation against any
employee for making a report under this or any other policy.

The purpose of this policy is preventative and to establish a zero-tolerance policy for the City of Kingsville, which
prohibits all workplace violence. Each employee is to be treated with dignity, respect and fairness. Violence, threats
of violence or physically threatening behavior by or against any City of Kingsville employee at any level will not be
tolerated.

Notices o, this Policy shall be posted conspicuously on City premises to alert employees and the public of
this Policy. (Appendix - G-'l)

ll. Responsibilities
Each employee and supervisor plays an important part in preventing workplace violence.

A. Management's And Supervisor's Responsibilities:
Managers and supervisory staff shall take the initiative in preventing workplace violence.

Supervisors and managers must not ignore, condone, or disregard any vlolent or physically threatening behavior
exhibited or threatened by any employee.

All City employees shall receive a copy of this Polacy and acknowledge that violence, threats of violence, or other
physically threatening behavior in any form shall not be tolerated in the workplace.
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Co-workers, supervisors, and managers shall not excuse, cover for, or protect an employee who threatens or
commits a violent act against another person or property.

No employee shall engage in threats of violence, violence or other physically threatening behavior against City of
Kingsville employees, citizens, or property.

All threats of violence, including those expressed jokingly, shall be taken seriously, and employees engaging in

this type of behavior shall be sub.iect to disciplinary action up to and including termination.

Employees who are aware or concemed that they may exhibit violent, or physically threatening behavior may
request leave to seek private counseling or medical assistance if such participation or request occurs prior to the
employee's involvement in prohibited behavior as stated in this Policy.

C. Human Resources Department Responsibilities:
The Human Resources Department shall consult with employees, supervisors, and managers regarding
employee conduct issues, interpretation of policies, rules and training. The Human Resource Department shall
also work with the Legal Department to resolve conduct and policy interpretation issues.

D. Responsibilities Of The Employee Assistance Program (EAP):
The City of Kingsville offers its employees and their enrolled dependents the opportunity to seek assistance
through the EAP as part of the City's health plan. The City's EAP program is available 24 hours a day and the
discussions are kept confidential between the employee and the EAP. The current EAP is Ciqna
and their toll free telepho ne number is 1-888-800-8849

lll. Reportinq Threats
The first priority of any City employee is to secure his/her own safety. The employee ls to report the threat, as
directed below based on the urgency of the situation. An employee shall not attempt to handle a violent or
potentially violent incident on his/her own. Upon becoming aware of the violent or physically threatening
behavior of anyone in the workplace, the employee shall promptly report such activity using the following
guidelines:

A. lmminent Threats
\/vhen reporting imminent threats and/or Acts of violence, the employee shall

The City Manager shall be notified of all incidents of workplace violence as soon as safety permits.

A timely report of incidents shall ensure that appropriate investigation and follow-up procedures are
implemented.

B. Non-lmminentThreats:
lf the threat is not imminent, immediately inform the first level supervisor or follow the appropriate chain of
command. The supervisor to whom the incidenl is reported will immediately notify their department director to
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B. EmployeeResponsibility
Employee shall take the initiatave in preventing workplace violence.

City employees shall comply with the City's Policy which prohibits a concealed or unconcealed handgun,
licensed or not, or other weapon from being carried by a City employee while in any way involved in an activity
related to their employment, including, but not limited to, while on City premises or work sites. Certilied law
enforcement officers of the City of Kingsville are excluded from this prohibition.

Notify the local police by dialing "9'l'l" for threats or incidents in progress. Carefully describe the circumstances,
such as weapons involved, description of the person making the threats or performing acts of violence including
location of incident, layout of facility, and physical descriptions.

Notify your immediate supervisor. Employees should follow their respective chain of command when reporting
incidents.
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investigate the incident and submit findings to the City Manager. Questions regarding the investigation process
should be directed to the Human Resources Department which will work in conjunction the City's Legal
Department. The City Manager shall have final approval on any disciplinary action taken by the City.

lV. lnternal Nature of Policy
This policy shall not in any way enlarge the legal responsibility or liability of the City or of any employee of the
City civilly or criminally. As to outside parties, this policy does not create any higher standard of duty, safety,
liability, or other purpose, than if this policy did not exist. The City shall use violations of this policy in an internal
disciplinary or administrative context that involves only the employer/employee relationship and may not be the
basis of action by an outside party.

Approved: August 28, 2006

Policy No. 890.11

l.

ACCEPTABLE USE POLICY

Oven'ierv
Intemet/lntrane/Extranet-related systems, including but not limited to electronic and computer equipment.
software, operating systems, storage medi4 network accounts providing electronic mail, WWW bror,l'sing,

and File Transfer Protocol (FTP), are the property of City of Kingsville. These systems are to be used for
business purposes in serving the interests of the city and ofour citizens in the course ofnormal operations.
Effective security is a team effort involving the participation and support of every City of Kingsville
employee and affiliate who deals with information and/or information systems. It is the responsibility of
every computer user to knorv these guidelines, and to conduct their activities accordingly.

2. Purpose
The purpose of this policy is to outline the acceptable use of electronic and computing equipment at the
City of Kingsville. These rules are in place to protect the employee and the City. Inappropriate use exposes

the City of Kingsville to risks including virus attacks, compromise of network systems and services, and

legal issues.

3. Scope
This policy applies to the use of information, electronic and computing devices, and network resources to

conduct City of Kingsville business or interact with intemal networks and business systems, w'hether

owned or leased by City of Kingsville, the employee (to the extent the employee uses their personal device
for City business), or a third party (to the extent the third party uses their personal device for City business).

All employees (full+ime, part-time and temporaries; hereinafter "employees"), contractors, consultants,
and other w'orkers at City of Kingsville are responsible for exercising good judgment regarding appropriate
use of information. electronic devices, and netw'ork resources in accordance with City of Kingsville
policies and standards, and local laws and regulation. Exceptions to this policy are documented in section
5.2
This policy applies to employees, contractors, consultants, and other workers at the Ciry of Kingsville,
including all personnel affiliated with third parties. This policy applies to all equipment owned or leased by
City of Kingsville.
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Policy

General Use and Ownenhip4.1

4.1.1 City of Kingsville proprietary information stored on electronic and computing devices
whether owned or leased by the City of Kingsvifie, the employee, contractor, consultant or
a third patty, remains the sole propefty of City of Kingsville. Employees contractors, and
consultants must ensure through legal or technical means that propietary information is
protected in accordance with generally accepted data protection standards.

4.1.2 Employees contractors, and consultants have a responsibility to promptly repoft the
theft, loss or unauthorized disclosure of City of Kingsvi e proprietary information.

4.1 .3 Employees contractors, and consultants may access, use or share City of Kingsville
propietary information only to the extent authorized and necessary to fultill assigned job
duties.

4.1-4 Employees contractors, and consultants are responsible for exercising good
judgment regarding the reasonableness of personal use. lndividual depaftments are
responsible for creating guidelines concerning personal use of lntemevlntranetExtranet
systems. /n the absence of such policies, employees should be guided by depaftmental
policies on personal use, and if there is any uncedainty, employees should consult their
supervisor or manager. Contractors and consultants should contact the City's lT
Depaftment with any questions.

4.1.5 For security and network maintenance pu,.poses, authorized individuals within the
City of Kingsville may monitor equipmenl sysfems, and network traffic at any time

4.1.6 City of Kingsville reserves the right to audit networks and systems on a peiodic
Das,-s fo ensure compliance with this policy.

4.2 Security and Proprietary Information
4.2.1 All mobile and computing devices connectang to the intemal network must abide by generally accepted

baseline security standards (ie., Cunent anti-virus software, application of good judgement when
downloading files or opening attachments from unknown sources).

4.2.2 System level and user level passwords must comply with the standard operating procedures (SOP'S) and
guidelines as set forlh by the City's lT Department. Providing access to another individual, either deliberately
or through failure to secure its access, is prohibited.

4.2.3 All electronic and computing devices must be secured as per lT Department SOP's and guidelines with a
password-protected screensaver with the automatic activation feature. You must lock the screen or log off
when the device is unattended.

4.2.4 Postings by employees from a City of Kingsville email address lo newsgroups should contain a disclaimer
stating that the opinions expressed are strictly their own and not necessarily those of City of Kingsville,
unless posting is in the course of business dut,es.

4.2.5 Employees must use evtreme caution when opening e-mail attachments received from unknown senders, as
they may contain malware.

4.2.6 Working Off-Site

1. lt is accepted that laptops and mobile devices will be taken off-site.
2.Wo*ing away from the office must be in line with City of Kingsville polacies.

3.Equipment and media taken off-site must not be left unattended in public places and not left in sight in a car

Chapter 8

29

Chapter 8-800 Policies

.1.



City of Kingsville Administrative Policies and Procedures Manual

4. Laptops must be carried as hand luggage when travelling

5. lnformation should be protected against loss or compromise when working remotely (for example at home or in

public places). Laptop encryption must be used,

6.Particular care should be taken with the use of mobile devices such as laptops, mobile phones, smartphones, and

tablets. They must be protected at least by a password or a PIN and, where available, encryption.

4.2.7 Mobile Storage Devices
1. Mobile devices such as memory sticks, CDs, DVDS and removable hard drives must be used only in

situations when network connectivity is unavailable or there is no other secure method of transfening data.

2. Only City of Kingsville authorized mobile storage devices with encryption enabled (when applicable) must be

used, when transfening sensitive or confidential data.

4.2.8 Software
1. Employees contractors, and consultants must use only software that is authorized by the City of Kingsville on

City computers and electronic devices.

2. Authorized soft\,t/are must be used in accordance with the softArare suppliels licensing agreements.

3. Att software on City of Kingsville computers must be approved and installed by the City of Kingsville lT

Department unless an exception is provided under Section 5.2.

4. lndividuals must not store personal files such as music, video, photographs or games on City of Kingsville

equipment.

1.3 Unacceptable Use

The following activities are, in general, prohibited. Employees may b€ exempted from these restrictions during the

course of their legitimate job responsibilitaes (e.g., lT staff may have a need to disable the network access of a host if

that host is disrupting production services).
Under no circumstances is an employee of City of Kingsville authorized to engage in any activity that is illegal under

local, state, federal or international law while utilizing City of Kingsville resources.

The lists below are by no means exhaustive, but attempt to provide a framen'ork for activ'ties which tall into the

category of unacceptable use.

4.2.1 S1:stem and Net]tork Activities

The following activities are strictly prohibited, with no exceptions

l.Violations of the rights of any person or city protected by copyright, trade secret, patent or other antellectual

property, or similar laws or regulations, including, but not limited to, the installation or distribution of "pirated" or other

software products that are not appropriately licensed for use by City of Kingsville.

2. Unauthorized copying of copyrighted material including, but not limited to, digitization and distribution of
photographs from magazines, books or other copyrighted sources, copyrighted music, and the installation of any

copyrighted software for which City of Kingsville or the end user does not have an active license as strictly

prohibited.

3. Accessing data, a server or an account for any purpose other than conducting City of Kingsville business, even if
you have authorized access, is prohibited.
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4. Exporting software, technical information, encryption software or technology, in violation of intemational or
regional export control laws, is illegal. The appropriate management should be consulted prior to export of any
material that is in question.

5. lntroduction of malicious programs into the network or server (e.9., viruses, worms, Trojan horses, e-mail bombs,
etc.).

6. Revealing your account password to others or allowing use of your account by others. This includes family and
other household members when work is being done at home.

7. Usang a City of Kingsville computing asset to actively engage in procuring or transmitting material that is in

violation of sexual harassment or hostale workplace laws-
8. Making fraudulent offers of products, items, or services originating from any City of Kingsville account.
9. Effecting security breaches or disruptions of network communication. Security breaches include, but are not

limited to, accessing data of which the employee is not an intended recipient or logging into a server or account
that the employee is not expressly authorized to access, unless these duties are within the scope of regular
duties. For purposes of this section, "disruption" includes, but is not limited to, network sniffing, pinged floods,
packet spoofing, denial of service, and forged routing information for malicious purposes.

10. Port scanning or security scanning is expressly prohibited unless prior notification to City of Kingsville lT
Department is made.

'11. Executing any form of network monitoring which will intercept data not intended for the employee's host, unless
this activity is a part of the employee's normal job/duty.

12. Circumventing user authentication or security of any host, network or account.
13. lntroducing honeypots, honeynets, or similar technology on the City of Kingsville network.
14. Interfering with or denying service to any user other than the employee's host (for example, denial of service

attack).
15. Using any program/scripucommand, or sending messages of any kind, with the intent to interfere with, or

disable, a useis terminal session, via any means, locally orvia the lnterneulntraneuExtranet.
'16. Providing information about, or lists of, City of Kingsville employees to parties outside the City of Kingsville.

1.2.2 Email and Communication Activities
\Men using city resources to access and use the lnternet, users must realize they represent the City. Vvhenever
employees state an affiliation to the City, they must also clearly indicate that "the opinions expressed are my own and
not necessarily those of the City of Kingsville". Questions may be addressed to the Legal Department regarding
content of email communications

1. Sending unsolicited email messages, including the sending of 'lunk mail" or other advertising material to
individuals who did not specifically request such material (email spam).

2. Any form of harassment via email, telephone or paging, whether through language, frequency, or size of
messages.

3. Unauthorized use, or forging, of email header information.
4. Solicitation of email for any other email address, other than that of the postefs account, with the intent to harass

or to collect replies.
5. Creating or forwarding "chain letters", "Ponzi" or other "pyramid" schemes of any type.
6. Use of unsolicited email originating from within City of Kingsville 's networks of other lnterneulntraneuExtranet

service providers on behalf ol or to advertise, any service hosted by City of Kingsville or connected via City of
Kingsville 's network.

7. Posting the same or similar non-business-related messages to large numbers of Usenet newsgroups (newsgroup
spam).

Chapter 8
3l

Chapter 8-800 Polacaes



City of Kingsville Administrative Policies aM Procedures Manual

1.2.3 Blogging and Social Media
1. Blogging or social medaa use by employees contractors, and consultants, whether using City of Kingsville's

property and systems or personal computer systems, is also subject to the terms and restrictions set forth in this

Policy. Limited and occasional use of City of Kingsville 's systems to engage in blogging is acceptable, if it is
done in a professional and responsible manner, does not otherwise violate the City of Kingsville's policy, is not

detrimental to City of Kingsville's best interests, and does not interfere with an employee's regular work duties.

Blogging from City of Kingsville's systems is also subject to monitoring.

2. City of Kingsville's Confidential lnformation policy also applies to blogging. As such, Employees are prohibited

from revealing any City of Kingsville conf,dential or proprietary information, trade secrets or any other material

covered by City of Kingsville's confidentiality policies or procedures when engaged in blogging.

3. Employees, contractors, and consultants shall not engage in any blogging that may harm or tarnish the image,

reputation and/or goodwill of City of Kingsville and/or any of its employees. Employees, contractors, and

consultants are also prohibited from making any discriminatory, disparaging, defamatory or harassing comments

when blogging or otherwise engaging in any conduct prohibited by City of Kingsville's No Harassment Policy.

4. Employees, contractors, and consultants may also not attribute personal statements, opinions or beliefs to City of

Kangsville when engaged in blogging. lf an employee, contractor, or consultant is expressing his or her beliefs

and/or opinions in blogs, they may not, expressly or implicitly, represent themselves as an employee or

representative of the City of Kingsville. Employees, contractors, and consultants assume any and all risk

associated with blogging.

5. Apart from following all laws pertaining to the handling and disclosure of copyrighted or export controlled

materials, City of Kingsville's trademarks, logos and any other City of Kingsville intellectual propedy may also not

be used in connection with any blogging activity

5 Policy Compliance
5.1 ComplianceMeasurement
The City of Kingsville lT Department is tasked with the responsibitity of conducting testing to veriry compliance with

this policy. Various methods, including but not limited to, business tool reports, internal and external audits, and

feedback to the policy owner may be utilized.

5.2 Exceptions
Any exception to the policy in order to conduct City business must receive approval by the City of Kingsville lT

Department in advance,

5.3 Non-Compliance
An employee found to have violated this policy may be subject to disciplinary actjon, up to and including termination

of employment. A contractor or consultant found to have violated this policy may be subject to suspension of service

or other action, up to and including termination of relationship with the City.

6 Related Departmental Standard Operating Procedures (SOP's) and Guidelines
The City of Kingsville lT Department shall issue further clarification by way of departrnental standard operating

procedures and guidetines to assist employees in complying with this Acceptable Use Policy.

. Password Protection SOP

. Password Construction Guidelines

7 Detinitions and Tenns
. Blogging- website cpntaining a write/s or group of writers' own experiences, obseryations, opinions, etc., and

often having images and links to other websites.
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Honeypot- Programs that simulate one or more network services that you designate on your computer's ports.

An attacker assumes you're running vulnerable services that can be used to break into the machine. A honey pot

can be used to log access attempts to those ports including the attacker's keystrokes. This could give you

advanced warning of a more concerted attack.

Honeynet- a network set up with intentional vulnerabilities; its purpose is to invite attack, so that an attacke/s

activities and methods can be studied and that information used to increase network security. A honeynet

contains one or more honey pots.

Proprietary lnformation- Proprietary information is that information unique to a company and its ability to

compete, such as customer lists, technical data, product costs, and trade secrets.

Spam- Electronic junk mail or junk newsgroup postings.

Approved: May 8,2017
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POLICY NO. 890.12 MOTHER FRIENDTY POTICY

Statement of Purpose
This policy establishes a "Mother-Friendly" employee worksite breastfeeding support program at the City

of Kingsville (City) in accordance with Texas Government Code Chapter 619 and Texas Health and Safety

Code Chapter 165. The program provides a work environment that is supportive of lactating employees

in accordance with federal and state law. The benefits of the program include increased attendance due

to less time lost, reduced turnover because of a mother opting not to return to work to breastfeed, and

increased morale.

Health Rationale

The American Academy of Pediatrics (AAP) affirms the benefits of breastfeeding for the health of
newborns during their development.

culture of Tolerance

The City encourages employees and management to have a positive, accepting attitude toward lactating

employees. The city promotes and supports breastfeeding and the expression of breastmllk by employees

who are breastfeeding when they return to work. The City provides access to information to all employees

about the benefits of breastfeeding and the City's policy supporting an employee's choice to breastfeed.

Thls policy is to ensure that supervisors and employees are supportive of employees' needs relating to
integrating breastfeeding with the employee's work envlronment.

Policv Dissemination
The City will disseminate the Mother Friendly Policy to every incoming and current employee

Supervisors are responsible for alerting pregnant and breastfeeding employees about this policy prior to,
and upon return from, an employee's period of leave for the reason of childbirth.

Supervisor Responsibiliw

It is the supervisor's responsibility to provide support and information to the employee desiring to express

milk at work and to notify Human Resources- This support includes providing necessary break times and

appropriate spaces for expressing breast milk. The supervisor sets the tone for an environment of support
that enables mothers to feel comfortable and confident using lactation services.

Program Components
Time
The City will provide flexible scheduling to covered employees to accommodate a reasonable amount of
break time for an employee to express breast milk each time the employee has need to express the milk.
Employees are considered covered employees for a period of one year following the birth of a child.
Supervisors shall grant covered employees a break from duties to express breast milk each time the
employee has need to express the milk. Covered employees may use a combination of any paid break
periods, lunch periods, and other requested unpaid break times, as necessary. Supervisors will collaborate

Em plovee ResponsibiliW
Employees who wish to express their milk during the workday shall keep supervisors informed of their
needs so that appropriate arrangements can be made to satisfy the needs of both the employee and the
City.

I



with employees to schedule these breaks on a case-by-case basis to accommodate the milk-expression
needs of the employee.

Space

The City shall provide a place, other than a bathroom, that is shielded from view and free from intruslon
from other employees and the public where the employee can express breast milk.

When dedicated space is not feasible or available, the City will provide a mixed-use space for covered
employees. ln this situation, covered employees will have priority over all other business uses of the
space. Provided space will be a reasonable distance to a source of clean, safe water and a sink, shielded
from view, and free from intrusion from other employees and the public, with suitable seating.

There are additional options for nursing mothers to express milk, including the employee's own office, if
it is private and has a lock, or the office of a coworker or supervisor, a conference room, or other small
private area that has a lock, is free from intrusion, and not in use.

Storage

lf a City refrigerator is utilized for storage of expressed milk, the employee's bottles or closed containers
should be clearly labeled with the employee's name. Storage in a City refrigerator is limited to no longer
than the end of the business day when it is expressed. Should employer-provided facilities not be

available, an employee may store milk in their own personal cooler.

Employees storlng milk in the City refrigerator assume all responsibility for the safety of the milk and the
risk of harm for any reason, including improper storage, refrigeration, and tampering.

Construction and lnte roretation
Employees who have questions concerninB the interpretation of application of this should be directed to
the Human Resource Department.

Non-Discrimination
The City shall not discriminate in any way against an employee who chooses to express breast milk in the
workplace. Encouraging or allowing a work environment that is hostile to the right of breastfeeding

employees to take leave for the purpose of expressing breast milk is strictly forbidden, and any employee
violating this provision will be subject to disciplinary action, up to and including termination of
employment.

Exception/Change
This policy supersedes all previous policies covering the same or similar topic. Only the Human Resource

Director or the City Manager may grant any exception to this policy. This policy may be reviewed and

changed at any time.

Apprcved: July 22, 2024 - Resolution #2024-68 - Effective Dote: )uly 22, 2024

2

Education
Educational support will be provided bythe Cityt Human Resources Departmentand will include providing
educational information about breastfeeding and returning to work to employees at the initiation of or
upon return from maternity leave.
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POLICY NO. 91O.OO DISCIPLINARY PROCESS

It is the policy of the City to maintain an effective, productive, and disciplined work force in order to deliver quality and
adequate services to the citizens of Kingsville. Each Employee is responsible for performing his job in a safe,
productive, and effective way and within the instructions and standards established by his/her Department Director.
ln addition, Employees are expected to maintain acceptable standards of conduct in their employment. Department
Directors are responsible for instructing Employees in .iob duties and responsibilities and communicating
performance standards for the job. Department Directors accomplish this through job orientation, job instruction,
coaching and intormal discussions with the Employee.

This policy applies to non-probationary full time Employees. Those Employees governed by the provisions of
Chapter 143 ofthe Texas Local Government Code (Civil Service), the City Manager, City Attorney, Municipal Judge,
persons employed by an employment agreement signed by the City Manager, probationary, temporary, and seasonal
Employees shall be exempted for the application of this policy, unless specifically stated otheMise herein. However,
an opportunity for a response and hearing shall be afforded such Employees when the conduct charged has been
publicized by the City to the extent that the reputation of the Employee is brought into dispute or the conduct charged
constitutes the exercise of a constitutional right. The purpose of this policy is to give direction to Department
Directors only. lt confers no contractual or property rights upon any Employee, and all Employees are employed
strictly on an at-will basis.

Procedures
These administrative procedures are established to provide appropriate guidelines in carrying out the policies of the
City regarding the progressive disciplinary program. They are intended to address general application of the
principles of disciplinary actions in typical situations. Disciplinary actions should recognize the importance of the

City's responsibility to provide quality service delivery to the citizens. These procedures address a broad range of
performance of duties and conduct problems. However, they are not intended to address every problem or situation
which might arise. lt is the responsibility of the Department Director to determine the nature, exlent, facts and

circumstances in each disciplinary action and use judgment in the application of these policies and procedures.

lf an Emptoyee demonstrates unsatisfactory performance of duties or unsatisfactory conduct problems, disciplinary
actions are designed to help the Employee correct the problem and build a renewed commitment to the City and his

.iob in an equitable and consistent manner.

Definitions for purposes of these Procedures shall be as follows:
Vvhenever the terms "Director of Human Resources or designee" or "authorized representative of the Depa(ment of
Human Resources" are used, they shall mean the Director of Human Resources or, upon his absence or act of
designation, the Human Resources Coordinator.

Vvhenever the term "Depa(ment Directo/' is used, at shall mean that person who is responsible for hiring the
Employee and administering performance evaluations and disciplinary actions for that Employee.

General Criteria Governing Disciplinary Action
The Department Director may consider the following criteria in determining what disciplinary action is to be taken

) Severity and kind of offense(s)
> lmpact of the offense(s) on other Employees, the City and citizens
> Employee's length of service and work record

> Period of time since discussion with the Employee about a similar problem or recent disciplinary action for
the same or similar problem

All or a combination of the following disciplinary measures may be taken depending upon the particular

circumstances surrounding the Employee's conduct.

Chapter I
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lf a Department Director determines that the nature, severity and impact of the Employee's action(s) require severe
disciplinary action, he should thoroughly investigate the situation, discuss it with and obtain approval of the Director
of Human Resources prior to taking any action.

Responsibility and Authority Regarding Disciplinary Action
Department Directors are responsible for enforcing all City policies and procedures, accomplishing the goals and

objectives of a division or department and maintaining the work performance, attendance and conduct standards
among their Employees. They are vested with the authority to take appropriate disciplinary action under the
directions and guidelines set forth in these procedures.

> The City Manager or Department Director or designated supervisor may issue an oral or written reprimand to an

Employee under his responsibility, place an Employee on an Employee Action Plan, suspend an Employee
without pay, or dismiss an Employee.

> All proposed disciplinary progress periods, suspensions or terminations shall be reviewed by the Director of
Human Resources or his designee prior to any formal action being taken,

> The City Manager and Assistant City Manager shall have authority to discipline a Department Director, or other
direct reporting subordinate.

Examples of conduct Subject to Disciplinary Action
Coachlng and informal discussions are everyday responsibilities performed by Department Directors to ensure
Employees are performing their jobs and conducting themselves in an acceptable manner. lf a work performance,

attendince, or conduct problem arises, the Department Director may coach and informally discuss the problem with

the Emptoyee. The objective is to assist the Employee in recognizing that a problem exists and develop effective

solutions to correct the problem. Normally, the Employee corrects most problems in this manner. However, when

informal discussions fail to bring about the appropriate changes in the Employee's behavior, formal disciplinary action

may be taken.

The following actions are intended to be descriptive of reasons for disciplinary action and serve only as a guide to the
types of problems for which disciplinary action, up to and including termination, may be appropriate. This listing is not

intended to be exhaustive or exclusive of the types of conduct for which disciplinary action may be taken:

Chapter 9
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) Prior to any disciplinary action being administered, the Department Director will conduct a thorough examination
of the situation before deciding to take any disciplinary action.

> All disciplinary actions for written reprimands, suspensions, Employee Action Plans and terminations will be
properly documented, substantiating the action being taken and copies of documents required by this policy will
be included in the Human Resources Department files.

> lf a serious problem arises endangering the safety, health, or life of the Employee, another Employee, or citizen,
the Department Director will immediately notify the City Manager and the Director of Human Resources. The

City Manager has the authority to immedlately ptace the Employee on administrative leave with or without pay.

This will allow time to investigate, determine appropriate action and discuss alternate actions prior to formal

action being taken.

A. Work Performance
1. Sleeping (excluding shifi flrefighters) or engaging in unauthorized personal business during work hours;
2. lnsubordination, the failure or refusal to comply with a supervisois direction or instructions unless such

directions or instructlons are illegal, a violation of City policy, or endangering the life of another person, or
damaging property;

3. Failure to appropriately respond in an emergency situation;
4. Failure to properly maintain prescribed records;
5. Failure to comply with City safety policies or procedures;
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6. Failure to immediately report an accident on City premises involving an on the job injury or property damage,
or an accident in which the employee is involved;

7. lncompetence, neglect of duty, negligence in the performance assigned duties, or unsatisfactory
performance of essential or assigned job duties;

8. Concealing, falsifying, altering, misusing, or removing City files or records, including but not limited to time
records and work records (paper, electronic, or otherwise);

9. Failure to accurately record time records, or recording the time of another employee;
10. Defrauding or attempting to defraud City of goods, services or money;
11. Giving false information to other agencies or to employees responsible for recordkeeping, failure to provide

accurate and complete information whenever such information is required by an authorized person;
12. Making or reporting false claims;
13. Providing false testimony or information, or withholding information in the course of an otficial investigation,

tailure to provide statement or testimony or evidence in the course of an official investigation, failure to
corroborate with and official investigation;

14. Failure to immediately report or disclose a violation of the law or a City policy to the appropriate supervisor,
department director or the Human Resource Department;

15. Providing City files or records (paper, electronic or otherwise) to unauthorized persons;
16. Sharing a City key, identification card or passwords or codes with another employee or third party;
17. Unauthorized use or misuse of City funds, property or personneli
'18. Failure to treat other employees and the public in a courteous, productive, and respectful manner;
'19. Failure to follow prescribed rules and regulations;
20. Violation of a City policy or procedure;
2 1 . Conduct that brings discredit to the City;
22. Engaging in any conduct on or off the job, or on or off duty, that adversely affects the employee's credibility,

effectiveness, or ability to perform the duties and responsibilities of the position held,
23. Threatening, intimidating, coercing, or interfering with another employee or supervisor at any time;
24. Failure to report for scheduled overtime work;
25. Making false statement or claims, or making misrepresentation to obtain sick leave, accident benefits,

workers' compensation benefits, or other benefits;
26. Distracting the attention of other, or causing confusion by unnecessary shouting or demonstration on the job;
27. Boisterous or disruptive activity in the workplace;
28. Use of profane, abusive, or loud/boisterous language in the workplace;
29. Hindering, limiting or interfering with another employee's work,
30. lnability to work scheduled hours/days;
3'1. Working overtime without the City's prior approval;
32. Failure to inform the supervisor when leaving the work area for work break or meal period, or failure to report

back to the work area at the conclusion of a work break or meal period, if requested by supervisor;
33. Use of another's computer sign-on or computer access code(s), or providing an ind,viduals sign on or

computer access code to a third party without proper authorization to gain unauthorized access to
confidential or privileged informationi and/or;

34. Engaging in any harassing or discriminatory conduct or conduct that violates another person's right or
privacy.

35. Possession of, accessing, or vie\Ming of offensive material while on duty or in the workplace.
36. Failure to meet or maintain specified conditions of employment, such as failure to obtain or maintain a

license or certificate required as s condition for performing a job.
37. Engaging in unbecoming conduct, either on duty or in the workplace.

B. Attendance and Punctuality
1. Repeated tardiness, unexcused or excessive absenteeism, or absences which exhibit a pattern or trend;
2. Failure to report promptly to work at the scheduled starting time or leaving work before the scheduled quifting

time, without speciflc approval of the supervisor;
3. Failure to observe the time limits and scheduling of meal, rest or other authorized breaks;
4. Failure to promptly notiry the supervisor on each day of absence, unless such notice requirement is waived;

and/or
5. Any unauthorized absence of three (3) or more workdays without notirying the supervisor.

Chapter 9
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C. Use of Property
1. Use of City Personnel, property, equipment or supplies for personal use or for other than approved activities;
2. Unauthorized posting or removing of notices or items from City bulletin boards;
3. \Mllful or intentional damage to City property, misappropriation, negligent or reckless use of City property;

and/or
4. Unauthorized entry to City property, including entry outside of assigned hours of work or entry to restricted

areas.

D. Employee Actions and AppeaEnce
1 . Fighting with, threatening, injuring, or attempting to injure another person;
2. Using abusive language towards employees, or other persons;
3. Unauthorized possession of weapons;
4. Making false or malicious statements concerning another employee, citizen, or the Caty;
5. Exhibiting the signs of being under the influence of alcoholic beverages or illegal drugs during working hours;

the use of alcoholic beverages or illegal drugs during working hours; lllegal possession, use or sale of drugs
on or off the job;

6. lllegal use of legal drugs;
7. Reporting for work under the influence of alcoholic beverages or illegal drugs;
8. Discrimination on the basis of race, sex, age, religion, national origin, citizenship, disability or veteran status;
9. Taking an adverse personnel action against an employee in retaliation for disclosing alleged wrongful

conduct;
10. Falsification of resume or false or misleading statement in employment application materials or omission of

material factual information;
11. Misrepresentation to obtiain employment with the City;
12- Engaging in work activities for personal gain while on City time, including work performed while on sick

leave, workers' comp leave or other paid City tlme;
13. Conviction of a felony;
14. Smoking or using tobacco products in other than designated areas;
15. Carrying, possession, or use of firearms, explosives, or other weapons while on duty or during work hours or

on City premises, except when authorized in conneclon with City employment;
16. Soliciting or canvassing of employees during working hours except for work related reasons;
17. Gambling of any type on City premises;
18. Commission of any crime on City premises, such as theft of City property or private property from City

premises, willful or intentional damage to City property or private property on City premises, possession of
alcoholic beverages, illegal drugs, explosives, gambling devices or items, weapons on City premises except
when authorized by law;

19. Charging personal long distance phone calls to the City;
20. Reading another employee's mail, correspondence, or email without express permission except as otheMise

authorized by personnel policy
21. Listening to another employee's voice mail without express permission except as authorized by the

personnel policyi
22. Giving false or misleading information to obtain a leave of absence;
23. Failure to comply with the uniform or dress code policy, including the wearing of identification badges and/or

name tags;
24. Unauthorized or improper use of possession of uniforms, identification cards or badges; and/or
25. Failure to exercise good judgment, or being discourteous in dealing with another employee or the general

public.
26. Preventable accidents see Driving Policy # 880.

Disciplinary Procedures
The following disciplinary process outlined below may be applied to an Employee whose performance of duties or
personal conduct is unsatisfactory. These disciplinary procedures are not intended to establish a policy of
progressive discipline and shall in no way prevent the Department Director from taking appropriate disciplinary action
when the severity of the violation(s) wanants such action. The following are intended to be descriptive and serve only
as a guide to the types of disciplinary responses which may be appropriate. This listing is not intended to be
exhaustive or exclusive:

Chapter 9
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Reprimands
Oral Reprimand
> The Department Director shall discuss the situation with the Employee in private and make every effort to

discover the reason(s) for the Employee's performance and advise the Employee of the necessary changes in

his behavior to correct the problem.

> A report conceming the discussion and specific actions and agreements to correct lhe problem will be prepared

by the Department Director for inclusion in the Employee's personnel file. (Appendix H-1)

The reprimand shall remain in the employee's personnel file.

Written Reprimand
The written reprimand (Appendix H-2) shall be issued by the Department Director when the Employee has
demonstrated an inability to perform his job duties, or has had more tnan two unexcused absences or personal

conduct problems. An Employee who demonstrates significant inability to perficrm his duties or a serious personal

conduct problem may be issued a written reprimand without having been issued an oral reprimand or having

discussed the problem with the Department Director. lt is recommended that a written reminder or reprimand include

the following information:

> The reason for the reprimand, including previous oral reprimands or informal discussion for the same or other
violations.

> The effective date or dates of the reprimand.
> The specific change in behavior expected by the Department Director.
> The time frame allowed for improvement to occur.

A copy of the report shall be forwarded immediately to the Employee's official file in the Human Resources

Department, the City Manager and the Employee.

Disciplinary Progress
Differences in the nature of the work unit, type of work performed, the type of performance problem and the severity
of the impact on the organization, may require that different disciplinary actions be available that are responsive to
both the needs of the Employees and the needs of the organization.

Vvhen the iob performance of an Employee falls below the acceptable level, Department Directors should point out
deficiencies to the Employee at the time they are observed. An Employee who continues to perform below the
acceptable level may be placed on a formal program designed to improve performance. The Department Director
should communicate this to the Employee orally and by presenting him with a memorandum (Employee Action Plan)
including the following:

> The specific deficiencies observed in the Employee's performance of duties.

> The actions necessary to bring about improvement.

> The specific dates and times during this period at which the Department Director shall meet \ rith the Employee
and discuss his progress in improving his performance.

> What further action will result if the Employee fails to show satisfactory improvement?

The Employee Action Plan should be signed by both the Employee and the Department Director. The Employee

should understand that his signature indicates receipt of the document only, not necessarily acceptance of its

contents. lf the Employee refuses to sign, the Department Director should have a witness sign that a copy was given

to the Employee. ihe original Employee Action Plan shall be placed in the Employee's permanent personnel file
maintained in the Human Resources Department, and a copy given to the Employee.

Chapter 9-900 Policres Chapter 9
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lf an Employee fails to demonstrate the necessary improvement as required in the Employee Actaon Plan upon
completion of the disciplinary progress period, the Department Director may reassign, demote or dismiss the
Employee.

lf an Employee demonstrates sufficient improvement as required in the Employee Action Plan, the Department
Director will discuss the improvements with the Employee and monitor the Employee's performance.

Nothing shall preclude a Department Director from proposing disciplinary action when an Employee commits an act
of serious personal misconduct even though the Employee is completing an Employee Action Plan.

Suspension without Pay
> A Department Director may recommend a suspension without pay for up to 30 days. ln determining the length of

the suspension, the Department Director should consider the nature and severity of the conduct, impact on the
organization and previous disciplinary actions. No disciplinary suspension or combination of suspensions will
exceed 30 working days in a l2-month period. All proposed suspensions without pay will require the approval of
the City Manager.

> Before an Employee is suspended, notice of the proposed disciplinary action shall be given to the Employee. The
Employee may respond to the Department Director proposing the suspension within two (2) working days. \Mile
the response may be in oral or written form, the Department Director shall ensure that a face-to-face meeting
with the Employee occurs to review the response, giving the Employee the opportunity to present facts on his
behalf. After such response is made, the Department Director shall consider the response and render a written
decision to the Employee.

) Even if the Employee fails to respond, he may be suspended without pay on the nen day following the
expiration of two (2) working days from the date of service of the notice of disciplinary action or as soon
thereafter as determined convenient ficr the Department by the Depa(ment Director and as approved by the
Director of Human Resources.

> ln the event the Employee chooses to respond, and after reviewing the testimony and evidence presented by the
Employee, if the Department Director decides the proposed suspension remains appropriate, the Employee shall
be suspended without pay.

> An Employee who is suspended may request a hearing to review the action in accordance with the TEAM
Review Process, even if he did not choose to respond to the proposed action.

Termination
A Department Director may propose that the Employee be dismissed from employment with the City. A Department
Director proposing a dismissal must provide clear, specific and detailed justification for an action of dismissal. All
dismissals will be reviewed by the Director of Human Resources and the City Attorney prior to action. The City
Manager shall have final approval on all terminations.

With the exception of terminations that implicate an Employee's rights under the United States Constitution,
upon the concurrent approval of the City Manager and City Attorney, after consultation with the Director of
Human Resources, the Caty Manager may deviate from any or all of these procedures and summarily dismiss
any Employee at any time for any reason or for no reason, with or without a hearing,

P.obationary Employees
A probationary Employee may be disciplined or dismissed for any reason or for no reason without beang afforded a
hearing.

Approved: August 28, 2006
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POLICY NO. 92O.OO DISCIPLINARY ACTION HEARING AND APPEAL

It is the policy of the City to give individual employees an opportunity for a hearing regarding, disciplinary
suspensions or demotions. TEAM Review hearings as provided in Policy No. 940 TEAM Review Process are
designed to be heard according to prescribed guidelines. The TEAM Review process is designed to afford the
employee a responsive forum to guard against biased o[ arbitrary decisions, and to provide a forum for a name
clearing hearing; however, nothing in this policy shall be construed as a grant to any employee of a property right in
public employment. All employees are employed strictly on an at-will basis.

Those employees governed by the provisions of Chapter 143 of the Texas Local Government Code (i.e. Civil Service
Employees) and probationary Employees shall be exempted from the application of this policy, unless specifically
stated otherwise herein. However, an opportunity for a response and hearing shall be afforded such employees when
the conduct charged has been publicized to the extent that the reputation of the employee is brought into dispute or
the conduct charged constitutes the exercise of a constitutional right.

Hearing and Appeal Procedures
Hearing lnformation
> Since it is important that TEAM Review hearings be resolved as rapidly as possible, time limits, as set out in the

ficllowing paragraphs, shall be considered a maximum and every effo( shall be made to expedite the process.
However, the limits may be extended or shortened at any or all steps if both partaes agree in writing. ln the event
either party cannot agree, the Director of Human Resources shall have the discretion to shorten or extend the
time limits. ln the event the last day of a time limit falls on a weekend or a City holiday, the time limit shall include
the ne):t working day. ln all instances, consecutive working days will be counted (excluding Saturday, Sunday,
and City holidays) in arriving at the length of the time interval. Under no circumstances shall any failure to meet
any time limit affect the validity or finality of the event for which a hearing is sought.

> All requests for TEAM Review hearings must be in writing on forms provided by the Human Resources
Department, and must be filed with the Human Resources Department. All decisions rendered in response to
TEAM Review hearings must be in writing to the employee, either in memorandum or letter format.

Hearing Process
> An employee who has been demoted 9I suspended may request a hearing in accordance with the TEAM Review

Process. lf the chosen panel member played a role in the disciplinary action proposed, the Director of Human
Resources will assign a different panel member. A director shall be presumed to have played a role in the
disciplinary action if he:

o Discussed the details of the proposed disciplinary action with the employee or any supervisor in the
chain of command:

o Approved the disciplinary action; or
o Personally imposed the disciplinary action.

> Nothing shall prevent a Department Director from acting as a panel member for an employee's hearang if he has
merely been informed of the type of disciplinary action imposed against the employee.

> The employee must make the request for the hearing in writing within 10 working days after receiving notification
of an action taken. The written request must set forth the speciflc reasons why the employee feels the action is
not justifled.

A request for a TEAM Review hearing shall commence at Step 2 of the TEAM Review process.

> A hearing will be conducted within 30 days of the employee's request for a hearing, unless an extension is
agreed upon by both parties as described in this policy.

Chapter 9-900 Policies

> An employee who requests a TEAM Review hearing must inform the Human Resources Department in writing of
his correct mailing address and telephone number. Failure to provide current mailing address and telephone
information may result in administrative closure of the TEAM Review hearing.
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> Upon conclusion of the hearing, the TEAM Review panel will make a flnal decision recommendation to the City
Manager and have a final action concluded within ten (10) working days. Upon concurrence by the City Manager,
the Human Resources Director will communicate the decision in writing to the employee, the employee's
supervisor and others with the need to know in the chain of command.

POLTCY NO.930.00

Approved: August 28, 2006

COMPLAINT RESOLUTION PROCEDURES FOR PERSONS WITH DISABILITIES

Persons who believe the City is not in compliance with the Americans with Disabilities Act of 1990 (ADA) may file
complaints with the Human Resources Department. (See "Americans with Disabilities Act of 1 990" policy.)

Requests for services, questions, concerns, and/or complaints regarding the accessibility of City facilities, services,
programs, and/or activities may be filed by calling the City's Human Resources Department. lf a complaint is not
resolved through informal channels, a written complaint may be filed. The Human Resources Director or designee
will investigate complaints and respond to the complainant in writjng. lf the complainant is not satisfied with the
outcome of the investigation, a written request for further review by the City Managels Oflice must be submitted to
the Human Resources Director within ten (10) working days after receipt of the Human Resources Directoas
response. The City Manager or designee will review the matter and prepare a final written response which will be
sent to the complainant as soon as practicable.

Applicants with disabilities may flle complaints with the Human Resources Department. Complaints will be processed
in accordance with the City's TEAM Review Process.

Employees with disabilities may flle complaints with the Human Resources Department, Complaints will be
processed in accordance with the TEAM Review Process.

Approved: August 28, 2006

POLICY NO. 94O.OO THE EMPLOYEE ACHIEVEMENT & MANAGEMENT REVIEW POLICY

THE EMPLOYEE ACHIEVEMENT & MANAGEMENT REVIEW POLICY (TEAM REVIEW PROCESS) DOES NOT
PROVIDE LEGAL RIGHTS TO EMPLOYEES. ONLY THE CITY COMMISSION, IN ENACTING THE CITY
CHARTER AND CODE, MAY CONFER RIGHTS TO EMPLOYEES. THESE PROCEDURES ARE DRAFTED FOR
THE PURPOSE OF IMPLEMENTING THE KINGSVILLE CIry CODE.

THE TEAM REVIEW PROCESS SERVES AS GUIDELINES FOR THE ORDERLY PROCESSING OF
GRIEVANCES AND DISCRIMINATION COMPLAINTS. THE HUMAN RESOURCES DIRECTOR MAY WAIVE
PROCEDURAL RULES FOR GOOD CAUSE. FAILURE OF THE CITY TO STRICTLY FOLLOW THE GUIDELINES
DOES NOT PREVENT THE CIry FROM IMPOSING DISCIPLINE ON EMPLOYEES, UP TO AND INCLUDING
TERMINATION.

It shall be the policy of the City of Kingsville to give eligible employees an opportunity to discuss their grievances and
discrimination complaints with their supervisors in order to reach a mutually satisfactory resolution as soon as
possible. ln the presentation of grievances and discrimination complaints, employees are assured of freedom from
restraint, interference, discrimination or reprisal. Resolutions may be negotiated at any step throughout the TEAM
Review Process.

City Employees who have successtully completed their initial probationary period and who are not employed in a
temporary status may file grievances and complaints. Some employees are excluded from coverage under these
procedures (see Exclusions provision).

The Human Resources Director shall be responsible for ensuring that grievances and discrimination complaints are
processed in accordance with established procedures. Decisions pertaining to the application, interpretation and

Chapter I
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implementation of these procedures shall be made by the Human Resources Director after consultation with the City
Attorney.

A grievance is a formal protest of an action other than oral and written reprimands, disciplinary dismissal, demotion
or suspension which results in an alleged personal harm.

A Disciplinary Review is a formal protest of a disciplinary action imposed on an employee consisting of a dismissal,
demotion, or suspension. The elements of an Employee Action Plan, verbal counseling, or an oral or written
reprimand are not subject to the TEAM Review process.

A discrimination complaint is a grievance which states that the alleged personal harm, other than disciplinary
dismissal, demotion, or suspension is the result of disparate (unequal) treatment based upon race, color, national
orlgin, gender, age, religion, sexual orientation and/or dasability.

Any discrimination complaint shall be construed as being a claim against the City of Kingsville. Each complaint,
unless determined by the Cig Attorney to be facially invalid, shall be investigated as if it were a claim. The Human
Resources Director shall investigate the complaint for review by the City Attomey.

All discrimination complaants shall be filed directly with the Human Resources Director, and the resolution process
shall begin at Step 2.

Filing a Grievance or Complaint
The aggrieved employee must contact the Human Resources Director within five (5) working days of the occurrence
of the matter aggrieved or within five (5) working days after the employee flrst learned about the incident. A meeting
will be convened to discuss the employee's concerns, to determine eligibility, and to explain the process and provide
the documents needed to file a grievance or complaint. (Appendix l-'l)

Step 1: Department Director
A completed Grievance/Appeal Report form shall be delivered to the Department Director within five (5) working days
after meeting with the Human Resources Director.

The Department Director shall have ten (10) working days to gather the facts, attempt to secure a resolution and
respond in writing. Fact-gathering responsibilities shall rest with the Department Director. Attempts should be made
to settle the problem within the department if deemed reasonable and appropriate.

lf the Department Director successfully resolves the problem, the settlement shall be written by the Department
Director and signed by all parties, copies of which shall be distributed to the aggrieved employee, Department
Director and Human Resources Department along with the appropriate copy of the Grievance/Appeal Report form.
The complete file shall be maintained by the Human Resources Department.

Step 2: Human Resources Department
lf the grievance is not resolved at Step 1, the employee shall deliver the Grievance/Appeal Report form, along with
the Step 1 response, to the Human Resources Department within two (2) working days after receipt of Step 1

response.

Chapter I
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Applicants with disabilities may file complaints with the Human Resources Director in accordance with the City's
"Complaint Resolution Procedures for Persons with Disabilities" Policy.

The TEAM Review Process

The Depa(ment Dlrector should meet with the aggrieved employee to discuss the issues being contested before a
written response is prepared.
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The Human Resources Director shall have ten (10) working days to conduct additional fact{athering and attempt to
resolve the issues.

ln those cases where it appears that the Human Resources Director may alter the Department's decislon, the
Department Director and the aggrieved employee shall meet with the Human Resources Director to discuss and
clarify the facts. This meeting shall be convened within the ten (10) working days allotted for Step 2.

Step 3: TEAM Review Panel (Disciplinary Revaew, Grievances and Complaints)
Failure to resolve the employee's grievance or discrimination complaint results in his option to proceed to Step 3 or
discontinue the grievance or discrimination complaint. lf the employee decides to proceed, the employee must
contact the Human Resources Department in writing within fve (5) working days after receipt of the Step 2 response
to request that the Human Resources Director convene TEAM Revaew Panel (the "Panel").

Either party may request a rescheduling of the hearing by notifying the Human Resources Department as soon as
possible prior to the time of the hearing. lf, in the Human Resources Director's judgment, the request is reasonable,
the hearing will be rescheduled. lf, in his judgment, the request is not deemed reasonable, the issue will be submitted
to the Panel, which may administratively suspend or terminate the TEAM Review process. ln no event shall the
TEAM Review process be suspended for longer than 90 days. Expiration of g0 days shall result in automatic
termination of Disciplinary Review process, the grievance, or the discriminatory complaint.

lf an employee does not cooperate with the hearing scheduling process by failing to attend a scheduled hearing
without notice or by failing to provide information needed to schedule a hearing, that employee's disciplinary review,
grievance or discrimination complaint may be administratively closed by the Human Resources Director.

Hearing Procedures
1. The Panel shall only consider the issues contained in the employee's Grievance/Appeal Report form and the

rationale for the action taken. Evidentiary information presented at the hearing by either party must directly relate
lo those issues. The Panel shall receive a copy of the employee's Grievance/Appeal Report form, the Step 1 and
2 responses, and the action being grieved.

2. Hearings may be tape-recorded by either party (using their own equipment) or the Panel; otherwise, hearings will
not be tape-recorded.

3. The Panel shall select a member to preside over and direct the hearing (the 'Chairman") and will be
compensated for thear time at the hearing.

4. The Panel may question all the evidence presented an order to clariry factual statements and to ensure their
understanding of the points being presented.

5. Each party may question statements, evidence and testimony.
6. The Panel shall adjourn the hearing after both parties complete their presentations.

Chapter 9-900 Policies

An employee who requests a Disciplinary Review must make the request for the hearing in writing within ten (10)
working days after receiving notiflcation of a disciplinary action being imposed.

ln the event the employee has failed to direct his grievance or complaint to the applicable Department Director, the
Human Resources Director shall direct and arrange for the employee to complete Step'1. However, should the
Human Resources Director determine that the employee, or other relevant parties or witnesses, will not proceed with
TEAM Review process for fear of retaliation, reprisals, or intimidation, then upon such a finding, Step 1 shall be
waived. The Human Resources Director shall consult with the City Manager and City Attomey for authorization to
alter, suspend, or modify the process upon granting such a waaver.

lf the Human Resources Director alters the department's decision to the satisfaction of the employee, a resolution
statement will be prepared, signed by all parties and distributed with the appropriate copy of the Grievance/Appeal
Report form to the aggrieved employee, Department Director and Human Resources Department which shall
maintain a complete case file.

The Human Resources Director shall schedule and convene the Panel as soon as practical.

Chapter I
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7. Wthin ten (10) working days after the hearing or as soon thereafter as practicable, the Chairperson shall submit
the Panel's written findings and recommendations to the City Manager.

8. Upon receipt of the flndings and decision from the City Manager, the Human Resources Director or designee
shall foMard copies of the findings and recommendations of the Panel, as implemented by the City Manager, to
the aggrieved employee, Department Director, Panel members and Human Resources Director along with the
appropriate copies of the Grievance/Appeal Report form. The grievance and discrimination complainl process
shall be concluded.

Findings and Recommendations
1. Panel findings and recommendations shall be based upon a preponderance of the evidence (i.e., by the greater

weight of the evidence presented).
2. The Department shall have the burden of proof, by a preponderance of the evidence, to show that just and

reasonable cause for the action taken was present.
3. lf the employee alleges that discrimination was the basis of the action taken by the department, the burden of

proof shall rest upon the employee who must establish by a preponderance of the evidence that discrimination
has taken place.

4. lf the Panel determines that the City's action is not sustained, the Panel shall recommend an appropriate course
of action for the City Manager's consideration. lf the Panel determines that the Caty's action is sustained, the
Panel shall recommend that the department's action be upheld.

5. Such recommendations shall be limited to a statement of whether the Panel finds that the City's action is

sustained or not sustained, and the corrective action which the Panel recommends. The Panel may, in its
discretion, recommend that an employee be awarded part or all of any pay lost due to suspension without pay

when the Panel finds that such action would be appropriate.

The City Manager \ryill review the Panel's findings and recommendations and will determine whether to accept,
modiry or reject the Panel's recommendations. The City Managels decision will be final and foMarded to the Human
Resources Department.

Provisions Pertaining to Response Deadlines
lf the employee fails to pursue a grievance or complaint within the time limits set forth under Step 1, 2, or 3, the
grievance or complaint shall be considered settled, based upon the last answer given by the supervisory
representative of the City.

lf the City fails to respond to a grievance or complaint within the time limits set forth under Steps 1 or 2 and a
reasonable explanation is not given, the grievance or complaint shall automatically move to the next step in the
procedure.

lf eather party wishes to have an extension of a step response deadline, a wriften request (explaining the reasons(s)
for the request) must be submitted to the Human Resources Director prior to the step's original deadline. The
request will be reviewed and will be approved or denied. No extension may last more than ten (10) working days,
and only one (1) extension request per step by either party may be granted.

Chapter 9
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Step 4: City Manager Review
The Human Resources Director shall send the case flle to the City Manager within five (5) working days after the
Panel's determination and recommendation is final. At the discretion of the City Manager, a meeting may or may not
be convened with the employee.

Upon receipt of the decision of the City Manager, the Human Resources Director shall forward copies of the Panel's
findings and recommendations, and the decision by the City Manager, to the employee (and representative, if
applicable), Department Director, the Panel members, and the Human Resources Department which shall maintain a
complete case file and the review process shall be concluded.
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Employee Representation
Employees may have a representative during the hearing and process. The representative may or may not be an
attomey. Employees may obtain assistance from employee organizations. However, management and supervisory
employees of the City may not represent employees in the resolution process.

Management Rights
The City of Kingsville has Management Rights. Complaints that involve management rights will not be processed
unless the complaint describes a discrimination issue. Plainly stated, management rights are not grievable matters.
These rights include the daily management of operations, direction of the work force, and maintenance of discipline
and efflcient utilization of the work force. More specifically, but not limited herein, management rights include the
authority: to hire and to determine employees' qualiflcations and ability; to determine the number and location of
facilities and employees; to assign work; to transfer, promote and lay off employees; to evaluate employees and
grant salary increases; to create, modify and abolish job classes, class specifications and job duties; to change or
eliminate existing operations, methods, equipment or facilities; to contract out work, to schedule working hours within
the work week; and to establish and enforce reasonable rules and regulations.

NOTE: Discrimination complaints involving management rights will be processed, this exclusion does not apply

Separation of Employment
Employees who resign their employment with the City or are dismissed forfeit their right to have access to the TEAM
Review Process. Attempted withdrawal of a resignation shall not give an employee access to this TEAM Review
Process. Any grievance or complaint being processed at the time of separation will not be processed and will be
administratively closed.

Performance Appraisals
The City's performance appraisal process is designed to improve communication between supervasors and
employees to align employees' work efforts with City and department goals.

All employees' performance shall be appraised at least once each year. Supervisors and employees are encouraged
to establish the objectives to be rated during the coming year, the performance standards to be utilized, and the way
their job should be accomplished. All new employees' performance shall be reviewed at the completion of their initial
180 day probationary period. Employees who have successfully completed their initial probationary period may
appeal annual performance appraisal ratings (within 5 working days of the appraisal) which they believe do not
accurately reflect their job performance to the Department Director.

Exclusions from Procedure
Unless otherwise specified within this regulation, the following individuals, officers and employees of the city shall not
have access to the TEAM Review Process:

a. The Mayor, members of the City Commission and members of appointed boards.
b. The City Manager, Assistant City Manager, and Municipal Judge.
c. The Directors of Departments and the city secretary.
d- The City Attorney and the Assistant City Attorney.
e. Persons temporarily appointed to City employment. Employees of the

Police Department and Fire Department who are subject to the provisions of the Fire and Police Civil Service
Act (Chapter 143, Municipal Code).

f. Customers, citizens, residents, or taxpayers who are not covered employees of the City of Kingsville.
g. Spouses, family members, or other relatives of covered employees

may not initiate the process without the covered employee.

Chapter 9-900 Policies

Performance Evaluations and Merit lncrease Denials
Employee performance evaluation ratings and merit increase issues are not grievable items under the TEAM Review
Process but may be appealed to the Department Director, provided however, failure to attain a Step lncrease under
the City of Kingsville Compensation Plan due to unfavorable, unsatisfactory, or poor performance ratings shall be
eligible for appeal.

Chapter 9
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Matters not subject to TEAM Review process
The TEAM Review process is not designed, intended, or available to resolve mafters which are within the sole
discretion of the City under its legislative or management authority. The process cannot be used to alter or affect any
matter, contract, ordinance, resolution, or action which is passed or approved by the City Commission. Any action
tiaken or recommendation in contravention of the City's legislative or managerial authority is void.

The TEAM Review process shall not apply to any matter or issue which is the subject of any other legal proceeding
regardless of whether it is civil, criminal, or administrative in nature. Upon initiation of such a proceeding, the TEAM
Review process shall be suspended until such other proceeding is complete. The process cannot be used by
employees to contest:

1 . Health Care Benefits or any other optional benefits offered by the City;
2. The applicability of Worker's Compensation or any determinations regarding impairments or disability;
3. Any issues regarding unemployment compensation; or
4. Any assues which are the result of professional medical opinion regarding requirements for a position,

including but not limited to physical fitness requirements for a position, establishing limitations on light duty,

or a determination by a Medical Review Officer under the Substance Abuse Policy.

Eligibility for TEAM Review Panel
The City Manager shall appoint from among the City employees nine (9) members to the Employee Panel pool for
terms of two (2) years (Employee Pool). All Department Directors, Municipal Judge, Assistant City Manager, Fire
Chiel and Police Chief shall be eligible for appointment to a TEAM Review Panel (Management Pool). A total of
three (3) members shall be selected from these two pools by the Human Resources Director and shall serve as the
Panel to hear a designated grievance or discrimination complaint. They shall elect a Chairperson at the outset of the
hearing. The Panel shall not disregard the rights of employees or of the City, and shall serve as an impartial body
that will render flndings and recommendations in an unbiased manner.

The Panel shall have the authority to call witnesses at the hearing for the purpose of proving, disproving or clarifying
claims set out in the disciplinary review hearing, grievance or discrimination complaint. By submitting a grievance or
discrimination complaint to the Panel or requesting a disciplinary review, an employee shall grant permisslon for the
Panel members to inspect the employee's personnel file if the Panel believes that such inspection is relevant.

The Panel shall consider only the points set out in the original grievance or discrimination complaint and any
additional information contained in written employee or supervisory responses attached thereto which pertain to the
grievance or discrimination complaint.

As a body of arbitration, the Panel is not bound by any previous Panel decisions. The Panel may determine whether
rules, regulations and policies were applied in a uniform, consistent manner. Along with its findings, it may also make
relevant recommendations for administrative changes, which shall not be binding upon the City.

Findings and recommendations of the Panel to the City Manager shall require the affirmative vote of at least two (2)
of its three (3) members.

The proceedings of the Panel may be tape-recorded and maintained by the Human Resources Department for two
(2) years or as may be required by the Texas State Library and Archive Commission Local Government Records
Control Schedule.

Approved: August 28, 2006
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Disciplinary Panel: The Human Resources Director shall appoint two members ftom the Management Pool and a
single member from the Employee Pool.

Non-Disciplinary Panel: The Human Resources Director shall appoint two members from the Employee Pool and a
single member from the Management Pool.
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POLICY NO. 1OOO.O1 RESIGNATION
An employee may leave City service in good standing by submitting a resignation to the appropriate supervisor. See
Policy No. 1010.00 Process for Separation.

Approved: August 28, 2006

POLICY NO. 1OOO.O2 JOB ABANDONMENT
Employees who fail to work or contact their supervisor for three (3) consecutive workdays shall be considered to
have abandoned the job without notice effective at the end of their normal shift on the third day. The supervisor shall
notiry the Human Resources Department at the expiration of the third workday and initiate the paperwork to terminate
the employee. Employees who are separated due to job abandonment are ineligible to receive accrued beneflts and
are ineligible for rehire

Approved: August 28, 2006

POLICY NO. 1OOO.O3 RETIREII'ENT
An employee may leave City service in good standing by submitting a resignation to the appropriate supervisor. See
Voluntary Separations - Notice.

Approved: August 28, 2006

POLICY NO. 1OOO.O4 REDUCTION IN WORKFORCE
An employee may be laid off because of changes in duties, or organizational changes, for lack of funds or for lack of
work. Vvhenever possible, an employee laid off ftom one department or division shall be transferred to a suitable
position elsewhere if a vacancy exists. Vvhenever possible, at least 2 weeks notice shall be given an employee prior

to any layoff.

Layoffs shall be carried out on the basis of demonstrated job performance and etficiency, with the most proficient

employees being retained the longest. Seniority shall not be the sole basis of determining which employee shall be

laid off. Seniority within the City service may be used to determine the order of layoff among employees with

substantially equivalent records of job performance and efficiency. Layoffs shall not be considered disciplinary
actions and may not be appealed through the grievance process.

Approved: August 28, 2006

POLTCY NO. 1000.05 INCAPACITY
Separation for incapacity shall not be considered disciplinary action.
measure designed to protect the interest of the City and the employee
Americans with Disabilities Act.

Approved: August 28, 2006

POLICY NO. 101O.OO PROCESSES FOR SEPARATION

Notice of Separation
Minimum notice is necessary an order to expedite employee out-processing and ensure a smooth transition without
adversely affecting department efficiency.

> Department Directors and supervisors shall make every effort to give fifteen (15) working days advance
written notice of separation including retirement,

> All other employees shall make every effort to give 2 weeks or ten (10) working days advance written notice
of separation.

D lf an employee does not provide advance notice or fails to actually work the notice time peraod, the employee
will be aneligible for rehire. Vacation Leave or Holiday Leave shall not be used to extend an employee's
separation date. The last day worked shall be the official separation date.

> lf an employee abandons their job, the employee will be ineligible for accrued benefits and will be ineligible
for rehire.

Chapter 10
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Separation for incapacaty is an administrative
For additional information see Policy No. 770

Chapter 10-1000 Policies
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> Failure of an employee to provide the minimum notice requirement could adversely affect future employment
eligibility with the City.

l. The City Manager may waive notice requirements if doing so would be in the best interest of the City

Check List for Separation: Voluntary or lnvoluntary
> A "Separation Checklist" (Appendix J-'l) must be completed by the employee's Department Director and

forwarded to the Human Resources Department before the final paycheck can be processed.

> The affected DepartmenuDivision will submit a status change and an employee requisition form along with a
completed termination checklist.

> Replacement costs of unreturned employee issued items or other monetary obligations to the City will be
assessed upon termination and shall be deducted from the employee's final paycheck.

Exit lnterview
Exit interviews will be conducted by the Human Resources Department for all departing employees. Any information
obtained through these interviews will not become a part of the employees' personnel files and will only be used to
improve working conditions and to correct existing problems that may be identified. An employee's exit interview will
be scheduled through the Human Resources Department.

Approved: August 28, 2006

Chapter 10

2

Chapter l0-1000 Policies



 

 

 

POLICY NO. 890.05      FIREARMS AND OTHER WEAPONS 

1. Definition 

In this policy, "Firearm" has the meaning assigned by Texas Penal Code sec. 46.01(3), and means any device 

designed, made, or adapted to expel a projectile through a barrel by using the energy generated by an explosion 

or burning substance or any device readily convertible to that use. 

 

2. Authorized Personnel 

The possession of firearms on the City’s premises during work hours is prohibited.  Any Employee, other than a 

licensed peace officer, found to be in possession of a firearm on City property during work hours may be subject 

to disciplinary action up to and including termination of employment.  

 

3. City Property 

This policy does not prohibit a City employee who holds a license to carry a handgun under Subchapter H, 

Chapter 411, Texas Government Code, who otherwise lawfully possesses a firearm, or who lawfully possesses 

ammunition, from transporting or storing a firearm or ammunition the employee is authorized by law to possess 

in a locked, privately owned motor vehicle in a City parking lot, parking garage, or other parking area provided 

for City employees. 

 

4. City Commission Meetings 

On-duty employees, including on-duty peace officers, may not carry firearms to a City Commission meeting 

unless the employee is designated or duly appointed as a security officer by the City Manager. 

 

5. Weapons Other Than Firearms 

The City prohibits employees from possessing, on the City’s premises during work hours, any device designed or 

intended to be used as an implement of combat or to inflict harm upon another including clubs, sharp and/or 

pointed objects, explosive or incendiary devices, and noxious, caustic, or toxic chemicals.  

 

6. Exclusions and Exceptions 

The City does not prohibit Employees from possessing personal handheld mace containers and dry-stun devices 

during working hours.  Utilization of these weapons in a threatening manner when not involved in a 

confrontational situation or having items on display is not allowed and may subject the employee to disciplinary 

actions up to and including termination of employment. 

 

 Exceptions to any of the sections above may only be granted by the City Manager, if allowed by existing laws.  

Written documentation shall be required to record the exception and placed in the employee’s file. 

        City Commission Resolution #2025-19  

Approved: 02/10/2025 
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