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FOREWORD
WELCOME TO THE ARK-TEX COUNCIL OF GOVERNMENTS (ATCOG).
Of all the contributing factors to the success of this agency, you are the single
most important one. Every employee is invaluable in so far as the service each
provides and the tremendous amount of talent each brings to this agency. The
ATCOG is committed to seeking out employees who have the ambition and
dedication not only to do a job, but to put forth that extra effort by using their
capabilities and talents to their full extent. This manual has been created to assist
you in performing to your fullest potential by stating what is expected of you and
what you can expect of the ATCOG.
The ATCOG is dedicated to providing an employment atmosphere that
encourages its staff to develop their own personal career objectives and that this
agency be a part of them. The longer an employee remains a “Team Member,”
the more valuable that employee becomes to the organization.
This Policies and Procedures Manual has been developed as a guide for the
ATCOG staff in decision making at all levels. This manual is a statement of
policies and provides useful information for the continued daily operations of this
agency. Although this manual identifies specific policies, it cannot address every
conceivable situation. Good judgment, common sense, and sound business
practices and principles must prevail in those situations not covered by this
manual.
Attachment B of this Manual contains policies that pertain solely to employees
involved in the direct delivery of services. For employees involved in the direct
delivery of services, Attachment B will take precedence over any and all policies
contained in this Manual wherein a contradiction arises.
THIS MANUAL IS NOT AN EMPLOYMENT CONTRACT OR PART OF
SUCH A CONTRACT. The Board of Directors of the ATCOG reserves, unto
itself, the right to suspend, vary from, modify, or eliminate any matter to which
this manual relates, and may do so temporarily or permanently, in whole or in
part, generally or in particular cases, and with or without prior notice as deemed
appropriate.
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INTRODUCTION
The ATCOG was organized by local governmental entities in 1966 and was
chartered as a not-for-profit corporation under Chapter 391, Local Government
Code. In 1968, it was reorganized by the States of Texas and Arkansas as a substate political subdivision. So designated as a political subdivision of the state,
the ATCOG can plan, assist local governments, and deliver public services, but
has no power to tax or to regulate.
The ATCOG is governed by a Board of Directors, and state law requires that this
governing body be composed primarily of local government elected officials.
The ATCOG serves the Northeast Texas and Southwest Arkansas region that is
comprised of nine (9) counties in Texas and one (1) in Arkansas, and includes
cities, counties, school districts, and special districts with membership open to all
interested governmental entities.
PURPOSE
The general purpose of the ATCOG is to plan for the unified, far-reaching
development of the region, eliminate duplication of services, and promote
economy and efficiency through coordination. The ATCOG:
1.

Organizes cooperative projects among local governments to save
tax dollars;

2.

Provides technical assistance to member local governments in
economic development, grant applications, planning, management
and other areas;

3.

Administers federal or state programs that benefit from regional
cooperation;

4.

Coordinates federal, state, and local projects or issues that cross the
boundaries of individual local governments;

5.

Plans for the orderly development of the region and for effective
delivery of public services; and,

6.

Reviews and coordinates federal, state and local programs of
regional significance.

PROGRAMS AND SERVICES
The ATCOG currently has three (3) active Divisions and nine (9) active
Programs:
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DIVISIONS
EXECUTIVE:
Oversight of all staff and programs at ATCOG.
ADMINISTRATION:
Oversight of Administrative Operations; Human Resources; Training; Board
Support; Public Relations; Reception; and Intergovernmental Review of Federal
Programs. Assists Executive Director with Daily Functions.
SPECIAL PROJECTS:
Grant Writing Services, Hazard Mitigation Planning, Infrastructure Development
Grant Programs, and all Special Programs or Projects.
PROGRAMS
AREA AGENCY ON AGING:
Benefits Counseling, In-Home Services, Nursing Home Ombudsman, Advocacy
Services, Case Management, Administrative Law Services, Information and
Referral, Meals and others.
CRIMINAL JUSTICE:
Criminal Justice Planning, Law Enforcement Training, and Juvenile Justice.
ECONOMIC DEVELOPMENT:
Local and State Regional and Economic Development, and Revolving Loan
Programs.
ENVIRONMENTAL:
Solid Waste Management Planning, Water Quality Planning and Land Reuse.
FINANCE:
Budget Preparation, Consolidation, and Execution; Audit; Procurement; and all
other Financial Operations.
HOUSING:
U.S. Department of Housing and Urban Development (HUD) Housing Choice
Voucher Program (formerly Section 8).
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INFORMATION TECHNOLOGY:
Computers and all Peripheral Equipment and Software; Networking; Video
Surveillance; Telephones; Oversight of Training for Systems Support and of
Building Maintenance.
PUBLIC SAFETY:
Emergency Management Planning and Citizen CORPS; Regional 9-1-1
Emergency Communications, Rural Addressing and GIS/Mapping.
TRANSPORTATION:
Transportation Planning, Rural Public Transportation, Urban Transit and Vehicle
Maintenance.
(Rev. 12/11/2014)
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DEFINITIONS, TENSE AND GENDER
DEFINITIONS: For the purposes of these policies the following definitions apply.
Employee includes regular full-time, regular part-time, temporary full-time, and
temporary part-time individuals who are listed on the ATCOG’s payroll. Employee does
not include persons hired under consulting contracts, persons paid by a temporary
employment service, or participants in governmental programs unless those participants
are also on the ATCOG payroll.
ATCOG or COG means the Ark-Tex Council of Governments.
Council of Governments means the ATCOG created under Chapter 391 of the Texas
Local Government Code as a regional planning commission that is a political subdivision
of the State of Texas.
Board of Directors means the policy body of the ATCOG that meets the requirements of
Section 391.007 of the Local Government Code.
Officer means a member of the Board of Directors.
Executive Director means the chief executive officer of the ATCOG.
Acting Executive Director is the Director of Administration. In the absence of the
Executive Director (ED) and the Acting Executive Director (AED), the AED is
responsible for selecting a Director to serve in that capacity.
Director means one of the division directors.
WILL or SHALL is a directive without discretionary authority.
MAY, as used in these policies, is discretionary and allows options.
TENSE AND GENDER:
Unless otherwise expressly provided, the past, present or future tense will include each
other; the masculine, feminine, or neuter gender will include each other.
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GENERAL POLICIES
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1.00
1.01

GENERAL POLICIES

PURPOSE
This manual has been developed to insure that the ATCOG functions as a vital,
evolving organization. Generally the manual will serve as the employee’s
primary instrument of policy guidance concerning questions of administrative
and personnel policies. In regard to the latter, this manual will specifically serve
the following purposes:

1.02

1.

To inform employees as to their rights, duties and obligations in relation
to their employer and employment;

2.

To inform supervisors as to their obligations toward the employees under
their direction and their rights to assign and instruct the employees;

3.

To ensure that all Federal, State, and local laws regarding employment
and working conditions are fully met.

APPLICABILITY
The policies contained in this manual shall apply to all employees of the
ATCOG, including those who are classified as part-time and/or temporary, as
applicable.

1.03

AUTHORITY
Policies contained in this manual have been approved and adopted by the Board of
Directors, the governing body of the ATCOG. The Executive Director is
responsible for the implementation and execution of these policies. The Executive
Director shall have the authority, granted by the Board of Directors, to:

1.04

1.

Develop and implement administrative and personnel procedures by
which to execute these policies.

2.

Interpret and render decisions regarding the meaning, scope, and intent
of these polices as required.

POLICY REVISIONS AND CHANGES
From time to time the ATCOG may find it necessary to revise or elaborate on the
policies contained herein. Such revisions, changes, additions, or deletions will be
approved by the Board of Directors. Upon approval, any such changes will
supersede all previous policies of the same nature and will become a part of this
manual. Any changes to these policies will be distributed to all employees of the
ATCOG without undue delay.

1.05

MASTER POLICY MANUAL
The Human Resources Office (HRO) will maintain the official, updated, master
copy of this manual, including all revisions, changes, additions and deletions as
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approved by the Board of Directors, if any. The official master copy, maintained
by the HRO, will take precedence over all other copies should a conflict or
question arise.
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SECTION 2
EQUAL EMPLOYMENT OPPORTUNITY
AND
AFFIRMATIVE ACTION
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2.00

2.01

EQUAL EMPLOYMENT OPPORTUNITY AND
AFFIRMATIVE ACTION

EQUAL EMPLOYMENT OPPORTUNITY
It is the policy of the ATCOG to provide equal employment opportunities to all
applicants for employment and to all employees. This is in order to prohibit
discrimination against any person in job structuring, recruitment, examination,
selection, appointment, placement, training, promotion, demotions, discipline, or
any other aspect of personnel administration based on race, age, religion, color,
national origin, sex, genetic information or disability. Employment decisions will
be made only on the basis of bona fide occupational qualifications and jobrelated factors such as education, training, experience, knowledge, attitude,
aptitude, and necessary skills and abilities to perform a specific job.

2.02

AFFIRMATIVE ACTION
The ATCOG is committed to maintaining and promoting equal opportunities for
all qualified employees, applicants for employment, and program services for
clients without regard to their race, creed, color, religion, national origin, sex,
age, genetic information, disability or any other protected characteristic.
ATCOG’s commitment, in this regard, creates a positive obligation on the part of
all management and participants for the adoption of and compliance with this
affirmative action policy. Affirmative action includes, but is not limited to,
hiring, placement, employment upgrading, promotions or transfers, recruitment
or recruitment advertising, layoff or termination, rates of pay or other forms of
compensation, selection for training, and services provided to clients. In
addition, ATCOG will actively seek qualified members of minority groups and
other protected classes in its services to clients and application and hiring
processes.
ATCOG will strictly adhere to the Genetic Information Nondiscrimination Act
(GINA) as adopted in May 2008, which prohibits the use of genetic information
in any employment decisions. Any genetic information obtained inadvertently or
willfully conveyed by the employee to the employer will be kept confidential and
must be kept apart from the personnel file, but will be kept in the medical
information file.

2.03

COMPLIANCE AND ADMINISTRATION
It is the responsibility of each and every employee to insure compliance with the
Equal Employment Opportunity/Affirmative Action Policy; however, the
Executive Director shall have the ultimate responsibility to insure compliance
with all phases of this policy.
1.

The Human Resources Officer has been designated as the Equal
Employment Opportunity (EEO) Officer and, as such, is responsible to
administer the ATCOG’s Equal Employment Opportunity/Affirmative
Action Policy.
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2.

2.04

2.05

The EEO Officer will be responsible for:
a.

Developing and implementing an Affirmative Action Plan.

b.

Assuring compliance by all employees and reporting any
deviation to the Executive Director.

c.

Maintaining records and preparing status reports as necessary.

d.

Receiving, investigating, and responding to complaints in
accordance with established procedures.

e.

Insuring that this policy is disseminated to all employees.

PERSONS WITH DISABILITIES
1.

It is the policy of the ATCOG to fully comply with the Americans With
Disabilities Act of 1990 (ADA) and the ADA Amendment Act of 2008
(ADAAA) to prohibit discrimination against a qualified individual with a
disability because of the disability of such individual in regard to job
application procedures, the hiring, advancement, or discharge of
employees, employee compensation, job training, and other terms,
conditions, and privileges of employment.

2.

In compliance with the ADA and the ADAAA, the ATCOG will insure
all programs and services administered by ATCOG are accessible to
qualified persons with disabilities. ATCOG will further provide
appropriate auxiliary aids and services where necessary to afford an
individual with a disability an equal opportunity to participate in and to
enjoy the benefits of its programs and services. All qualified applicants
who meet the minimum knowledge/skills/abilities and who are able to
perform the essential functions of the position for which they apply with
or without reasonable accommodation will be given the same
consideration for employment.

HARASSMENT/BULLYING
It is the policy of the ATCOG to provide an employment environment free of
harassment or bullying including, but not limited to, sexual, ethnic, racial, or
religious harassment, sexual exploitation, and intimidation or aggressive behavior.
1.

GENERAL HARASSMENT: Any and all forms of general harassment
are strictly prohibited. Slurs, jokes, innuendoes, or other negative verbal
or physical conduct intended to demean an applicant, employee or client’s
national origin, race, color, creed, genetics, sex or religious beliefs shall
constitute harassment when it has the purpose or effect of creating an
intimidating, hostile, or offensive working environment; or has the
purpose or effect of interfering with an employee’s work performance; or
has an adverse employment effect on an applicant or employee; or has an
adverse effect on services provided to a client or program participant.
However, this policy is not intended to prohibit the employer from
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constraining the practice and/or promotion of certain religious acts,
creeds, ceremonies, displays, or the attempt at imposing views or attitudes
regarding such on others. These actions may in themselves be considered
forms of harassment.
2.

3.

SEXUAL HARASSMENT: Any and all forms of sexual harassment are
strictly prohibited. Sexual harassment is defined as any unwelcome
sexual advance, requests for sexual favors or other verbal or physical
conduct of a sexual nature where any one of three criteria exists:
a.

Submission to such conduct is made, either explicitly or
implicitly, a term or condition of an individual’s employment or
continued employment;

b.

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

c.

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

BULLYING: Any and all forms of bullying are strictly prohibited.
Bullying is defined as any form of intimidation or aggressive behavior in
which someone intentionally and repeatedly causes another person injury
or discomfort. Bullying can take the form of physical contact, words or
more subtle actions or attacks.

It shall be the responsibility of the Executive Director to immediately respond to
and investigate all reported first-hand complaints of any form of general or
sexual harassment or bullying and to take decisive disciplinary action, up to and
including termination, against the offending party.
2.06

WHISTLEBLOWERS POLICY
ATCOG encourages its employees to report improper activities in the workplace
and will protect employees from retaliation for making any such report in good
faith.
1.

EMPLOYEE RIGHTS: Employees have the right to report, without
suffering retaliation, any activity by ATCOG or an employee of ATCOG
that the reporting employee reasonably believes:
a.

Violates any state or federal law;

b.

Violates or amounts to noncompliance with a state or federal rule
or regulation; or

c.

Violates fiduciary responsibilities to its employees.
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In addition, employees can refuse to participate in an activity that would
result in a violation of state or federal statutes, or a violation or
noncompliance with a state or federal rule or regulation.
Employees are also protected from retaliation for having exercised any of
these rights in any former employment.
The whistleblower protection laws do not entitle employees to violate a
confidential privilege of ATCOG (such as the attorney-client privilege)
or improperly disclose trade-secret information.
2.

WHERE TO REPORT: Employees have the duty to comply with all
applicable laws and to assist ATCOG to ensure legal compliance. An
employee who suspects a problem with legal compliance is required to
report the situation(s) to their supervisor or other appropriate member of
management, to include the Executive Director.

3.

PROTECTION FROM RETALIATION: Any employee who believes
they have been retaliated against for whistleblowing may file a complaint
with ATCOG’s Equal Employment Opportunity (EEO) Officer. The
EEO Officer, designated by the Executive Director, shall be responsible
for receipt, documentation, investigation and report of all such
complaints in accordance with established procedures.
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SECTION 3
EMPLOYEE RESPONSIBILITIES
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3.00
3.01

EMPLOYEE RESPONSIBILITIES

GENERAL
The ATCOG is a political subdivision of the State. Its employees must adhere to
high standards of public service that emphasize professionalism, courtesy, and
avoidance of even the appearance of illegal or unethical conduct at all times.
Employees are required to give a full day’s work, to efficiently carry out the
duties assigned as their responsibility, and to do their part in maintaining good
relationships with the public, their supervisors, co-workers, and other member
government employees and officials.

3.02

PROFESSIONAL APPEARANCE
1.

Employees of the ATCOG are employed to provide services to its
membership and the public and to perform specific job tasks in a
professional and business-like manner. As representatives of ATCOG,
you are expected to set and meet high standards both in performing
quality work and in presenting a professional personal image to the
public. Appropriate neat and clean clothing should be worn to work each
day and at all times when representing ATCOG at meetings and
conferences.

2.

Appropriate office dress is designated as business casual attire. Jeans are
permitted when appropriate and on designated casual Fridays. The
following attire is not permissible at the office at any time or when
representing the agency at any functions:

3.
3.03

a.

Faded, worn and/or dirty jeans.

b.

Sheer, tight or revealing clothing, to include leggings or tights
unless worn under a dress no shorter than 4 inches above the
knee.

c.

Spaghetti straps or any flip flops suitable for the beach.

ATCOG reserves the right to discipline, up to and including termination,
any employee who fails to meet these standards.

PERSONAL GROOMING AND HYGIENE
All employees must practice personal grooming and hygiene on a daily basis.
Daily personal grooming and hygiene is not a matter of personal preference, but
rather a matter of professionalism, self-esteem, and health. ATCOG reserves the
right to discipline, up to and including termination, any employee who fails to
meet these standards.

3.04

EMPLOYEE BEHAVIOR STANDARD
It is the ATCOG policy to maintain the highest standards of professional
conduct, courtesy, and respect to our membership, the public, and our fellow
employees at all times. It shall be the responsibility of each and every employee
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to adopt an attitude of professional and courteous behavior. ATCOG reserves the
right to discipline, up to and including termination, any employee for other
conduct which it finds inappropriate or unacceptable when it bears on the
reputation of the agency.
3.05

TIMELINESS AND ATTENDANCE
Employees shall be punctual in reporting for work, keeping appointments, and
meeting schedules for completion of work in accordance to guidelines set out in
Section 9.00, WORK SCHEDULES AND TIME REPORTING. Employees who
expect to be late for or absent from work must report the expected tardiness or
absence to his or her supervisor in accordance with established procedures.

3.06

OUTSIDE ACTIVITIES
Employees shall not engage in any outside employment, activity, or business
enterprise determined by the Executive Director to be inconsistent or
incompatible with employment with ATCOG, or which adversely affects the
employee’s job performance. An employee must have the advance written
approval of his or her supervisor and the Executive Director to engage in any
outside employment, including self-employment.

3.07

3.08

GIFTS AND GRATUITIES
1.

An employee shall not solicit or accept, directly or indirectly, any gift,
gratuity, favor, entertainment, or any other thing of monetary value, from
a person who has, or is seeking to obtain, contractual or other business or
financial relations with ATCOG.

2.

An employee shall not solicit a contribution from another employee for a
gift to an official superior, make a donation as a gift to an official
superior, or accept a gift from an employee receiving less pay than
himself. However, this paragraph does not prohibit a voluntary gift of
nominal value or donation in a nominal amount made on a special
occasion such as marriage, illness, or retirement.

3.

A gift or gratuity, the receipt of which is prohibited by this section, shall
be returned to the donor with a written explanation why the return is
necessary.

CONFLICT OF INTEREST
1.

Officers or employees of ATCOG will neither have financial interests in
the profits of any contract, service, or other work performed for ATCOG
nor derive personal profit directly or indirectly from any contract,
purchase, sale, or service between the ATCOG and any person or
company.

2.

An officer or employee shall not:
a.

Participate in the selection, award, or administration of a contract
in which public funds are used where, to their knowledge, they
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or their immediate families or partners or organizations in which
their immediate families or partners have a financial interest or
with whom they are negotiating or have any arrangement
concerning prospective employment.

3.09

b.

Solicit nor accept gratuities, favors or anything of monetary
value from potential or existing contractors or vendors.

c.

Solicit or accept or agree to accept a financial benefit, other than
from ATCOG, that might reasonably tend to influence his or her
performance of duties for the COG or that he knows or should
know is offered with intent to influence the officer or employee’s
performance;

d.

Accept employment or compensation that might reasonably
induce him to disclose confidential information acquired in the
performance of official duties;

e.

Accept outside employment or compensation that might
reasonably tend to impair independence of judgment in
performance of duties for ATCOG;

f.

Make any personal investment that might reasonably be expected
to create a substantial conflict between the officer or employee’s
private interest and duties for ATCOG; or

g.

Solicit or accept or agree to accept a financial benefit from
another person in exchange for having performed duties as an
ATCOG officer or employee in favor of that person.

3.

ATCOG employees who have responsibilities under other policy boards
will adhere to policies set out by those boards.

4.

With reference to contracts, no officer or employee of ATCOG who
exercises any functions or responsibilities in the review or approval of an
undertaking or the carrying out of one of the ATCOG’s contracts shall
participate in any decision relating to that contract if the decision affects
his personal pecuniary interest.

5.

A Code of Ethical Conduct, which applies to ATCOG officers and
employees, is Attachment A to this manual.

POLITICAL ACTIVITY
Employees of ATCOG are encouraged to vote and to exercise other prerogatives
and rights of citizenship consistent with state and federal law and these policies.
1.

An employee, in his or her official capacity, may not:
a.

Use his or her official authority or influence to interfere with or
affect the result of an election or nomination for office; or
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3.10

b.

Directly or indirectly coerce, attempt to coerce, command, or
advise a local or state officer or employee to pay, lend, or
contribute anything of value to a political party, committee,
organization, agency, or person for a political purpose; or

c.

Use funds provided by State or Federal Agencies to influence the
passage or defeat of any legislation or to effect the outcome of
any election; or

d.

Be a candidate for election to a public office held by a member
of the governing body of ATCOG.

2.

In addition, any ATCOG employee who is subject to the provisions of the
Federal Hatch Act may not be a candidate for elective office in a partisan
election. (A partisan election is an election in which candidates are to be
nominated or elected to represent a party whose candidates for
presidential electors received votes in the last preceding election at which
presidential electors were selected.) ATCOG employees are subject to
this additional Hatch Act restriction if their principal employment is in
connection with an activity that is financed in whole or in part by loans or
grants made by the federal government.

3.

An employee’s political activity shall not be considered in determining
compensation. An employee who runs for election to an elected office
will be required to notify the Executive Director of his/her intentions,
and will be encouraged, but not required, to take a leave of absence
beginning upon filing for elected office and ending upon final election.
If an employee is successful in the bid for election, that employee will
not be eligible to serve on an ATCOG Board, even though entitled to
because of his/her official elected capacity, unless the employee first
terminates employment with ATCOG. If the position is a paid elected
position, the employee must resign his/her ATCOG position prior to
taking office.

4.

An employee’s political activity shall not be considered in determining
eligibility for promotion or demotion, work assignment, leave or travel
request, or in applying any other employment practice to the employee.

5.

Violation of this policy is grounds for termination and/or disapproval of
funding for the position occupied by the employee involved.

COMMUNICATIONS - GENERAL
The Board of Directors recognizes that communication is a vital and essential
part of an effective organization. Based on this premise, it is the policy of
ATCOG that employees and board members establish and maintain effective
working relationships with each other. Likewise, it is the policy of ATCOG that
employees establish and maintain effective working relationships with agencies
hired to conduct ATCOG business, with work-related committees or businesses,
and with all funding agencies. However, any internal program questions,
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problems, complaints and/or grievances must follow the Chain of Command in
Section 3.13.
3.11

COMMUNICATIONS WITH BOARD MEMBERS
1.

3.12

Cordial relations between employees and ATCOG board members and/or
board members of program-governing bodies are highly encouraged.
Employees and board members are encouraged to discuss the status of
various programs and to clarify any issues or questions regarding the
operations of such programs. However, contact with board members for
the following reasons is strictly prohibited:
a.

To initiate a job related personal grievance. Grievances must be
presented in accordance with established procedures for
initiating and appealing grievances found in Section 14.00
GRIEVANCES.

b.

To seek job-related favors or favorable considerations from
Board members or other elected officials.

c.

To solicit support regarding any personnel matter.

d.

On any matter of a personal nature regarding an employee’s job.

2.

Matters that involve ATCOG policy, operations, and organization are
brought before the Board of Directors by the Executive Director or by a
person designated by the Executive Director to do so.

3.

An employee may request that a matter be considered by the Board of
Directors by submitting a request in writing to the Executive Director.
The Executive Director, in consultation with the President of the Board
of Directors, shall determine whether the matter warrants the attention or
authority of the Board of Directors and will inform the employee of his
decision in writing. If the matter merits the attention or authority of the
Board of Directors, the Executive Director will forward related
documentation to the President of the Board of Directors for the Board’s
consideration and action. The decision of the Board of Directors shall be
final.

COMMUNICATIONS - NEWS MEDIA
Communication with the news media regarding ATCOG or its personnel is the
responsibility of the Executive Director or his designated staff member. In all
instances employees are to refer members of the news media to the Executive
Director.

3.13

CHAIN OF COMMAND
Individual employees are responsible to their designated supervisor. The
Executive Director is responsible to the governing body as a whole. Directions
regarding work to be done, expected results, and/or the adequacy of work
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performance, and questions, problems, and/or grievances will follow the chain of
command. Violations of this policy may result in disciplinary action, up to and
including termination.
3.14

3.15

TELEPHONE USE
1.

Telephones are to be used for ATCOG business. It is understood that
occasional personal calls are necessary; however, use of telephones for
local personal calls should be kept to a minimum.

2.

Employees should refrain from making personal long distance calls from
ATCOG telephones, but use their personal cell phones instead. If it is
absolutely necessary for an employee to make a personal long distance
telephone call from an ATCOG phone, the call should be charged to the
employee’s personal credit card.

3.

Certain staff are issued cell phones by ATCOG to conduct day-to-day
business due to the nature of their work. Personal use of these cell
phones is also permissible; however, excessive personal use of work cell
phones may result in a charge to the employee if ATCOG exceeds the
maximum allowed by the service provider contract.

4.

While personal cell phones are allowed to be used by employees during
work hours, all employees are encouraged to limit their personal cell
telephone calls so as not to unduly disrupt ATCOG business.

5.

Use of Bluetooth or similar ear devices is only allowed when the use is
necessary to perform ATCOG business.

TELEPHONE ETIQUETTE
ATCOG employees shall be friendly, helpful, courteous, and considerate when
speaking on the telephone.

3.16

OFFICE ETIQUETTE
ATCOG employees will observe proper office etiquette in accordance with
established procedures.

3.17

PERSONAL VISITORS
Employees are encouraged to limit personal visits from friends and family
members to break times so as not to unduly disrupt ATCOG business.

3.18

USE OF FAX
Fax machines located throughout the ATCOG are to be used for ATCOG
business. It is understood that there may be an occasion when an employee
would have need to use a fax machine for a personal fax; however, use of the fax
machines for local fax is permitted only if the number and length of fax calls are
kept to a minimum. In the event it is absolutely necessary for an employee to
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send a fax long distance, the long distance fax call should be charged to the
employee’s personal credit card; otherwise, the employee will be required to
reimburse ATCOG for the expense of the fax call. All fax calls from ATCOG
fax machines are computer logged as to date, time of day and telephone number
called.

3.19

USE OF ELECTRONIC DATA
Desktops, laptops, tablets, smartphones, software, storage media, and
network accounts providing electronic mail (email) and internet access are
property of ATCOG. These systems are to be used for business purposes
in serving the interests of the agency, and of our clients and customers in
the course of normal operations. However, incidental personal use is
permitted such that it does not interfere with the conduct of business or
disrupt the work place. ATCOG may monitor these systems without prior
notice, though is not required to monitor these systems. Employees shall
have no expectation of privacy in anything they store, send or receive
using these systems. The information contained within all of these
systems constitutes official records under the Public Information Act and
may be available to the public upon request. For further information about
the Public Information Act, please refer to Texas Government Code,
Chapter 552.
Electronic mail shall not be used for the creation or distribution of any
abusive, harassing, bigoted, obscene, or profane messages, as well as
copyrighted material or material protected by trade secrets. Violations of
these terms may result in legal liability for both the individual and
ATCOG. Use of the electronic mail for subscriptions to services that are
not business related is not allowed. Distribution of personal messages to
all ATCOG personnel, including chain letters or advertisements, is not
permitted. Employees must use extreme caution when opening electronic
mail attachments received from unknown senders, which may contain
malware or viruses. When sending electronic mail, do not include
sensitive information such as account numbers or social security numbers.
Employees are required to assume responsibility for the content and
dissemination of their messages.
Use of the internet for non-business purposes is allowed on a limited basis
during lunch or other breaks, and during limited periods before and after
the employee’s scheduled work hours (see SECTION 3.20 USE OF
SOCIAL MEDIA). Internet traffic is monitored at all times, recording the
source, date, time, protocol and the destination site or server. Internet
websites and protocols that are deemed inappropriate are filtered, blocked,
and logged. Access to the Internet is a privilege that may be revoked at
any time for inappropriate use or conduct. This includes, but is not limited
to, use of the Internet for unlawful or malicious activities and/or sending,
receiving or accessing pornographic materials. Activities that cause
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congestion and disruption of the network systems are prohibited, such as
streamed media from the internet, i.e., radio and video.
Circumventing systems using programs/scripts/commands with intent to
interfere with or disable network systems is strictly prohibited. Files and
applications from outside sources such as the Internet or storage media are
subject to security requirements and may not be downloaded and installed
on local computers or networks without prior authorization.
Employees are responsible for selecting and securing their passwords to
computer systems, electronic mail, or any other form of access that
supports or requires a password.
For policies pertaining to the computer equipment (hardware/software),
see SECTION 11.00 USE OF ATCOG PROPERTY.
Any employee found to have violated the terms of this policy may be
subject to disciplinary action, up to and including termination.
3.20

USE OF SOCIAL MEDIA

1.

Since ATCOG computers, related equipment and Internet
connectivity is intended to support official agency business, social
networking during business hours is strictly prohibited. Social
networking includes, but is not limited to, Facebook, Twitter, or
other means of communication primarily used to chat. (NOTE:
The only exception is if the communication deals exclusively with
work, such as Homeland Security’s receipt of WebEOC updates
via Twitter.)

2.

Because there is no additional cost to ATCOG for personal use of
the Internet, employees are allowed to engage in social networking
before work hours, during their lunch break, and after work hours.
However, social media activities by employees could potentially
result in lawsuits for ATCOG. Therefore, all employee obligations
within ATCOG’s Equal Opportunity Employer/anti-discrimination
policies extend to social media.
a.

Employees are not allowed to post comments that would
reflect poorly on ATCOG as an agency.

b.

Employees are not allowed to post personal employee
information or anything of a confidential nature pertaining
to work.

c.

Employees are prohibited from engaging in behavior on
social media sites that is prohibited at work. General
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and/or sexual harassment, discrimination, retaliation, or
other unacceptable actions will not be tolerated.
d.

3.

3.21

Employees are responsible for any and all posts on their
personal profile whether posted by the employee or
someone else. Regardless of privacy settings, anything
posted on a social site can be made public by a “friend.”

At all times employees will be held accountable for their social
media activities even when using personal time for such activities.
Violations of this policy may result in disciplinary action, up to
and including termination.

PRIVACY POLICY
In order to promote open and honest communications in the workplace, it is the
policy of ATCOG that secret tape recordings of conversations are prohibited.
This policy will preserve the integrity of agency operations and prevent any
disruptions that might arise by the absence of open communications within the
workplace, as well as prevent violations of any Health Insurance Portability and
Accountability Act (HIPAA) and/or client confidentiality laws within our
programs.
1. Prohibited secret recordings include video recording, audio recording, and
the use of electronic devices, including cell phones.
2. Any employee who wishes to record a conversation for a legitimate business
need must receive prior consent of all parties to the conversation.
3. Any employee who secretly records conversations at work is in violation of
ATCOG policy.
Violations of this policy will result in disciplinary action, up to and including
immediate termination.
(Rev. 8/27/2015)

3.22

VALID DRIVER’S LICENSE
1.

Employees who operate their own personal vehicle on ATCOG business
shall maintain a safe driving record and shall possess a valid motor
vehicle operator’s license necessary for legal operation of that vehicle in
the State of Texas. Employees shall keep their supervisors informed of
any change of status in their license. Failure to maintain a safe driving
record may result in disciplinary action, up to and including termination.
An individual with a disability who may have a personal driver must
assure that the driver meets the same valid motor vehicle operator’s
license requirements as ATCOG employees if and when being driven by
a personal driver on ATCOG business.
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2.

3.23

Suspension or revocation of the driver’s license of an employee who is
required to drive a personal vehicle regularly on ATCOG business may
result in a demotion or termination. ATCOG employees’ driving records
are subject to being checked to verify that they possess a valid motor
vehicle operator’s license.

VEHICLE INSURANCE
ATCOG maintains liability insurance coverage to protect itself in case of a
lawsuit. This insurance protects the agency only and does not provide protection
for employees who operate their own vehicle while on ATCOG business.
Employees who drive a personal vehicle on ATCOG business are required to
have automobile liability insurance as required by the State of Texas and to
maintain up-to-date insurance coverage. Each employee to whom this provision
applies must furnish ATCOG proof of appropriate insurance coverage at least
annually and at such time(s) as coverage changes occur.

3.24

TRANSPORTATION OF CLIENTS AND/OR PARTICIPANTS IN
EMPLOYEE PERSONAL VEHICLES
The Ark-Tex Council of Governments prohibits employees from transporting
program clients and/or participants in personal vehicles. Program client/participant
is defined as any individual receiving assistance and/or services through a state,
local or federally funded program administered by ATCOG.
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SECTION 4
EMPLOYMENT PRACTICES
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4.00
4.01

EMPLOYMENT PRACTICES

RESPONSIBLE AGENT FOR APPOINTMENT
The Executive Director is the chief executive officer and is responsible for the
selection and length of tenure of all employees of ATCOG within the limits of
these policies and the overall comprehensive budget. Other supervisors may be
asked for recommendations as appropriate. All selection decisions will include a
review by the Executive Director of the policies and procedures followed in the
search and selection process. The Executive Director may delegate this authority
to other staff members at his discretion.

4.02

METHODS OF RECRUITMENT AND SELECTION
The Executive Director has established procedures for recruiting and selecting
ATCOG employees. Recruitment and selection will be non-discriminatory and
shall be based substantially on bona fide occupational qualifications (BFOQ).

4.03

HIRING AND APPLICATION PROCESSING PROCEDURES
1.

REQUEST TO FILL VACANCY: When a vacancy exists, a “Position
Request” form will be initiated and signed by the Program Manager,
Division Director and Executive Director. The requesting authority will
indicate on the form the preferred method of filling the position as
outlined below in #2. Requesting authority must state the justification
for method selected. Completed Position Request forms, along with a
current Job Description, will then be forwarded to the Human Resources
Office (HRO) for processing. Job Descriptions must meet the current
format stating Essential and Non-Essential Job Functions in accordance
with the Americans with Disabilities Act. No consideration will be given
to filling a vacancy without a current Job Description having first been
constructed.

2.

METHOD OF FILLING POSITIONS: Vacant positions will be filled by
one of the following methods, and it is highly desirable to follow the
order of methods described. However, any one of the below-listed
methods may be utilized without consideration to the listed order. The
Executive Director will have final authority in determining the method to
be used in filling vacant positions.
a.

Promotion of an existing employee provided the employee is
qualified for the position.

b.

Transfer of a qualified employee from another position
regardless of current work area.

c.

In-house advertisement opened to regular full-time, regular parttime and temporary employees only.
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3.

4.

5.

d.

Outsourcing to an Employment Agency. This involves placing a
requisition for a predetermined fee with a placement agency that
will refer three (3) qualified candidates for interview.

e.

External advertisement open to the general public as well as
current employees, both regular and temporary.

f.

Recruitment and direct hire of a highly qualified individual.

ADVERTISED POSITIONS: All advertised positions, In-house and
External, will be posted for not less than ten (10) days:
a.

In-House: In-House advertisement will be posted on bulletin
boards where they most likely will be seen by a majority of
employees. All field offices will be provided a copy of job
advertisements to post.

b.

External: External advertisements will be posted as described
above, in addition to being placed in newspapers, magazines,
employment letters and any other publication that will reach the
greatest number of applicants for the vacant position. Generally
a closing date will be stated in the advertisement; however,
technical or professional positions may be left opened until
filled.

ACCEPTANCE OF APPLICATIONS:
a.

In-House: All In-House applications will be accepted by the
HRO.

b.

External: All external applications will be received by the
Receptionist and stamped with the official ATCOG “Received”
date and time stamp. Applications will be forwarded to the HRO
where they will be placed in the applicant folder and held until
the announcement is closed. The applications will then be
processed in accordance with these procedures.

APPLICATION SCORING: Qualified applicants will be scored utilizing
a standardized and uniform scoring method that ensures equal
consideration is given to all applicants.
a.

Scoring Criteria: The HRO will develop the Application Scoring
Criteria taking the following into consideration. The Scoring
Criteria will be forwarded to the appropriate Director for review
and approval prior to the start of the application scoring process.
(1) Scoring criteria will be based on the Job Description
utilizing education, knowledge, skills and abilities.
(2) Related college level course work may be used as scoring
criteria, provided it was previously identified and stated in the
Job Description and Job Announcement.
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(3) Unrelated education will not be used as scoring criteria
unless it exceeds the required educational level as stated in
the Job Description and Job Announcement.
(4) Unrelated experience will not be used as scoring criteria
unless it exceeds the level of knowledge, skills and abilities
as stated in the Job Description and Job Announcement.
b.

6.

Scoring Applications: The HRO will review all the applications
and make initial determination as to whether the applicant meets
the minimum qualification requirements.
Applications of
qualified applicants will be scored utilizing the developed and
approved scoring criteria, and will then be forwarded to the
Hiring Authority, or designee.
(1)

Applications will be scored by only one person and not
divided between multiple employees so as to ensure
standardized scoring of all applicants. The person
scoring should make notes on how scores were
determined for clarification purposes.

(2)

All applications submitted for scoring must be scored in
accordance with procedures as stated herein. Deviation
must be approved by the Executive Director prior to the
commencement of the scoring procedures.

(3)

Application scoring will be on a “pure” scoring method,
i.e., applications will be scored based on items
specifically identified on the application and attached
documents such as a resume.

(4)

An item where the quantity or level of proficiency
cannot be readily discerned must receive a “0” score.

(5)

The person scoring the applications will total the scores
on the scoring sheet.

(6)

The HRO will prepare interview folders for the top three
(3) qualifying applicants, or more if circumstances
dictate. The folders will be submitted to the Hiring
Authority, or designee, for interviews.

INTERVIEW PROCEDURES:
a.

Interview Questions: Interviews will not be scheduled or
conducted prior to the development of interview questions.
(1)

Interview questions will be developed jointly by the
Hiring Authority and the HRO utilizing the format
provided by the HRO.
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b.

c.

(2)

All interview questions must be based on bona fide
occupational qualifications (BFOQ); that is, all questions
must be relevant to the job requirements that the
applicant will be performing as identified by the job
description.

(3)

Interview questions must be submitted to the HRO for
review prior to scheduling of any interviews. The HRO
will review proposed questions for conformity to all
state and federal requirements and relevancy based on
the Job Description and BFOQs. The HRO will have
final authority as to the construction of questions to be
submitted to applicants in the interview process.

(4)

Upon acceptance and approval, the interview questions
may not be changed or modified without review by the
HRO. Only approved questions may be submitted to
applicants. All applicants interviewing for a specific
position must be presented with the same exact
questions. Only follow-up questions may differ.

Interview Format: All interviews will be conducted using an
“interview panel” selected by the Hiring Authority, or designee.
The interview panel will be composed as follows:
(1)

The interview panel will be composed of not less than
two (2) nor more than three (3) regular full-time staff
members. In the case of highly technical or professional
positions, external non-staff members who have
expertise in the field or area of concentration may be
called upon and utilized to compose an interview panel.

(2)

Members of the interview panel will consist of at least
the Hiring Authority or designated representative and a
“peer” of the position or similar position if such peer is
available. If such peer is not available, a staff member
of equal job classification will be used. The third
member, if used, will be a regular full-time staff member
of equal or higher job classification, within the same
area of work. If such staff member is not available, a
staff member of a different work area may be used
provided such staff member has sufficient knowledge of
the job tasks to be performed by the prospective
applicant.

(3)

Composition of the interview panel will not change until
all interviews have been completed unless approved by
the Executive Director.

Scheduling of Interviews: Upon acceptance and approval of the
interview questions and the interview panel composition, the
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HRO and the Hiring Authority, or designee, will jointly
determine the interview schedule.

d.

e.

(1)

Interviewees will be given sufficient prior notice of the
interview time and date so as to make any personal
arrangements necessary to meet the interview schedule.

(2)

The HRO will notify the prospective interviewees, by
phone, of the date, time and place the interviews will be
conducted. Such notification will be confirmed by letter
mailed to the applicant’s home address.

Pre-Interview Process: After an interview schedule has been
determined and the prospective interviewees notified, the HRO
and the Hiring Authority will jointly prepare for the interview
process.
(1)

The HRO will develop an interviewer’s folder for each
member comprising the interview panel and give it to
the Hiring Authority, or designee, not less than two
working days prior to the scheduled interviews.

(2)

The interviewer’s folder will consist of the following
items:
(a)

A Job Description for the position will be
attached to the inside left cover of the folder.

(b)

A complete set of interview documents will be
attached to the inside rear cover of the interview
folder for each applicant to be interviewed.

(c)

The set of documents will consist of an
Application Processing form which lists all the
interviewees’ names and date and time of
interview, an interviewer’s scoring sheet, a copy
of the interviewee’s application, test scores (if
any), and a copy of the approved interview
questions.

Conducting the Interviews: The following procedures will apply
while conducting interviews.
(1)

The panel member who will be supervising the position
will be designated as the panel leader, who will be
responsible for conducting the interviews in accordance
with these procedures.

(2)

The HRO may participate in or monitor the interview
process at any time, and may intercede and prevent an
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interviewee from answering any unauthorized or
prohibited question.
(3)

Members of the panel will conduct themselves in a
professional manner at all times. The interviewee shall
be made to feel at ease as much as possible. Cordial
conversations are permissible; however, discussions
regarding any restricted subject matter are strictly
prohibited.

(4)

The Receptionist will notify the panel leader when an
interviewee arrives. The panel leader will greet the
interviewee, exchange introductions, and escort him/her
to the interview site. The panel leader will introduce all
panel members to the interviewee.

(5)

The panel leader will begin by giving a brief overview of
the purpose and functions of ATCOG and explaining the
interview procedures in accordance with guidelines. The
panel leader will ask if there are any questions regarding
the interview process; he/she will answer any questions
the interviewee has, insuring the interview process is
fully understood.

(6)

The panel leader will then present the interviewee a copy
of the Job Description with instructions to read and
review it. After allowing sufficient time to review the
Job Description, interview questions will begin.
(a)

The panel leader may decide if the questions are
to be asked singularly by each panel member or
in groups of any number as desired. Allow time
for the interviewee to complete the response.

(b)

The same voice inflections and tones will be
used as much as possible on all questions to all
interviewees.

(c)

All panel members will take individual notes of
answers given to aid in scoring at the conclusion
of the interview.

(d)

At the end of interviews, each panel member
will score the interviewee’s answers on the
questions sheet by circling the appropriate
number. Each individual will make his/her own
scoring decisions; panel members will not
collectively decide what score to give on a
particular question.
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(e)

Interview panel members will make assessments
of the interviewee on each “Interview Score
Sheet” to include, but not limited to:
1.
2.
3.
4.

5.
(7)

f.

interviewee’s name/date of interview
Perception
of
the
interviewee’s
characteristics
Strengths and weakness displayed by the
interviewee
“Total Points from Response Sheet”
(Leave “Average Score from All
Interviewers” blank for HRO to
complete after all interviews have been
completed)
Signature of interviewer

Upon completion of all interviews, the interviewers’
folders will be forwarded to the HRO to review and tally
interviewers’ scores.

Selection Process: Once the interviews are complete and the
interview scores tallied, the HRO will take to the appropriate
Director the folder containing applications, completed interview
questionnaires, test scores, if any, and interviewers’ scoring
sheets for each interview.
(1)

The Director, program manager or supervisor, as
appropriate, will review all interview documents and
make a tentative selection, normally the interviewee with
the highest interview scores. It is recognized that not all
candidates interview alike and the most qualified
candidate may not have scored the highest during the
interview. Therefore, any one of the three (3) highest
scoring interviewees may be recommended for selection
provided justification is based on bona fide occupational
qualifications (the most qualified candidate).

(2)

The selecting manager or supervisor will complete the
applicant selection portion of the Application Processing
form. The form will include the grade level of the job
and grade step to be offered. Generally, Step “A” is
offered to entry-level employees, but a higher step may
be offered initially based on level of experience and
proficiency possessed. The Executive Director will
make the final decision if there is a question about the
beginning grade and/or step. Once the Executive
Director approves the Application Processing form it
will be forwarded to the HRO.

(3)

Upon final approval of selected applicant, the HRO will
conduct a check of the applicant’s work and personal
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references. Once completed, the HRO will notify the
Hiring Authority or designee that applicant is
“acceptable” or “not acceptable.”
(4)

7.

8.

If the reference check is acceptable, the HRO will make
an offer of employment to the selected applicant in
accordance with the procedures herein.

OFFER OF EMPLOYMENT: The HRO will make the initial contact
with the prospective new employee by telephone followed by a written
offer of employment. All offers of employment will include the wage
grade and step of the position, will identify any conditions of
employment, and will include information regarding employee benefits.
Offers of employment may be in one of the two following forms:
a.

Conditional Offer of Employment: This offer is conditioned on
the successful completion of other job-related qualification
factors. This may also be used should the need exist to perform
a medical evaluation to determine if a prospective new employee
can physically perform the essential functions of the job.

b.

Offer of Employment: This offer is not conditioned on any other
qualifying factors.

USE OF TEMPORARY AND LEASED EMPLOYEES: Leased
employees may be used in situations where a position is vacant and the
workload cannot be distributed to other employees until a replacement is
secured. Temporary employees may be used in situations where a
position exists and the duration of the job is not projected to continue
beyond six (6) months. Routine use of temporary and leased employees
is costly, non-productive, and prohibited. The following procedures will
apply to use of Temporary and Leased employees.
a.

b.

Length of Employment
(1)

Leased employees may be hired for a period not to
exceed sixty (60) days except where a longer period has
been authorized, in writing, by the Executive Director.
A copy of any such authority will be attached to the
Position Request form and filed with the HRO.

(2)

Temporary employees may be hired for a period not to
exceed six (6) months except where a longer period has
been authorized, in writing, by the Executive Director.
A copy of any such authority will be attached to the
Position Request form and filed with the HRO.

Requesting Temporary/Leased Employees
(1)

A “Position Request” Form must be completed and signed
by the Program Manager, Division Director, and
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Executive Director. The signed Position Request Form
must then be forwarded to the HRO for processing.
(2)

The Position Request must state the following information:
(a)
(b)

(c)
(d)
(e)
(f)

Type of employee required (temporary or leased).
Qualifications desired in the employee. Generally,
the qualifications of the position to be occupied or
those of a similar position will be used.
Hourly wage to be paid for employee’s service.
Inclusive dates employee’s service will be
required.
Justification or need for the position.
Funding source for this position.

c.

Obtaining Leased Employees. The HRO will determine which
personnel agency should be contacted and will make such
contact. All leased employees will first report to the HRO for
initial processing prior to reporting to their work station.

d.

Obtaining Temporary Employees. The Executive Director will
determine the method used to select temporary employees. In
most instances, temporary employees will be hired by the same
methods used in securing regular employees.

e.

Releasing Temporary/Leased Employees: The HRO will be
notified one week prior to the end of a temporary/leased
employee’s assignment, except under the following
circumstances, in which case immediate notification is required.
(1)

When the employee is found to be unqualified, nonproficient, or unsuitable for the position they were hired
to perform.

(2)

When the employee is found to be unreliable in
reporting for work on time or fails to report to work
without prior permission from the Supervisor or
Program Manager.

(3)

The employee knowingly violates the policies and
procedures of ATCOG.

Under these circumstances, the Program Manager/Division
Director will notify the HRO immediately and a joint decision to
release the employee will be made. If a leased employee is to be
released, the employing personnel agency will be notified by the
HRO prior to the actual release of the employee, when possible.
The Executive Director must approve the release of Temporary
employees except at conclusion of program or work project.
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4.04

VERIFICATION OF ELIGIBILITY TO WORK
In order to comply with the Immigration Reform and Control Act of 1986, each
new employee is required to complete and sign a USCIS Form I-9 on the first
day of employment. Each employee must provide proof of identity and
employment eligibility with original, unexpired documents as shown on Form I-9
“Lists of Acceptable Documents.”

4.05

VERIFICATION OF REQUIRED CERTIFICATE/DEGREE
If a degree or certification is required in a specific job, a copy of the college
transcript or certification must be obtained prior to issuing an offer to hire a
prospective employee.

4.06

VERIFICATION OF APPLICATION
Any false statement knowingly made on an Application for Employment in an
attempt to secure a position with Ark-Tex Council of Governments will result in
denial or termination of employment.

4.07

EMPLOYMENT-AT-WILL
All employment with ATCOG is at-will, meaning that your employment can be
terminated with or without cause, and with or without notice, at any time, for any
lawful reason or for no reason, at the Employer’s discretion. Nothing in this
manual shall be construed as representing an employment contract either
expressed or implied. No supervisor has the authority to make any promises
about job security to any employee. At any time either the employee or ATCOG
may decide to terminate the employment relationship with or without cause and
with or without notice.

4.08

DISCONTINUATION OF FUNDING
Employment at ATCOG is also conditional upon continued funding through
various grants from and contractual arrangements with outside funding sources.
Each employee of ATCOG is subject to termination upon discontinuance of
available funding, or the lack of necessity, for the employee’s position.
Employees do not possess any seniority rights to any job positions within
ATCOG.

4.09

ASSIGNED STAFF
EXCHANGES

AND

INTERGOVERNMENTAL

PERSONNEL

Staff members who are assigned to ATCOG but are paid directly by another
government or private organization are not employees of ATCOG. These
employees’ benefits are specified in the contract for services. As a condition of
their assignment, such staff are governed by all terms of these policies not in
conflict with their contract for services.
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4.10

EMPLOYMENT OF RELATIVES (NEPOTISM)
1.

Nepotism is the showing of favoritism toward a relative. The practice of
nepotism in hiring personnel is forbidden by ATCOG.

2.

No person may be hired who is related within the second degree by
affinity (marriage) or within the third degree by consanguinity (blood) to
any member of the Board of Directors, to the Executive Director, or to an
employee who would supervise the person. No person may continue in
ATCOG’s employment who is related to the Executive Director or a
member of the Board of Directors in one of the prohibited degrees unless
the employee has been employed continuously by ATCOG for a period
of:
a.

At least 30 days when the Executive Director or Board of
Directors member is an appointed official;

b.

At least six months when the Board of Directors member is
elected at an election other than the general election for state and
county officers; or

c.

At least one year when the Board of Directors member is elected
at the general election for state and county officers.

3.

In addition, in the interest of effective management, no personnel action
will be taken that would result in any employee supervising another
employee who is related within the second degree of affinity or the third
degree of consanguinity to the supervisory employee.

4.

Prohibited degrees of relationship are shown in the following charts:
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NEPOTISM CHARTS
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FIGURE 1 __ CONSANGUINITY KINSHIP CHART
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FIGURE 2 __ AFFINITY KINSHIP CHART

«Spouses of relatives within the first or second degree of consanguinity (i.e., son-in-law, mother-in-law, brother-in-law,
sister-in-law, etc.) are also included in the prohibition.
(Legal Reference: V.T.C.S. Article 5196h.
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SECTION 5
COMPENSATION
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5.00
5.01

COMPENSATION PROGRAM

POLICY
The Board of Directors approves the Pay and Classification Schedule and adopts
the Annual Financial Work Plan. Wages paid to classes of ATCOG employees
are set each year by the Executive Director.

5.02

PURPOSE
To establish procedures for administering a compensation plan that will be
competitive in recruiting and retaining highly qualified employees and that will
assure compliance with Federal and State laws.

5.03

CATEGORIES AND CLASSIFICATIONS OF EMPLOYMENT
All ATCOG positions, whether occupied or vacant, are allocated to grade levels
of work in accordance with the actual duties and responsibilities of the position.
There may be one or more positions in a grade level. Pay for each of these grade
levels is set forth in the ATCOG Pay and Classification Schedule which is
maintained separate from this document. Each of the grade levels has steps
assigned with pay increments of approximately three (3) percent between the
steps.

5.04

GENERAL PROVISIONS
All pay, wages and other forms of compensation (generally based on 2,080 hours
per year, at 40 hours per week) are entirely dependent upon the availability of
resources from the local, state, and federal sources that comprise the ATCOG
funding base. The establishment of compensation levels in the ATCOG Pay and
Classification Schedule reflects the funding restrictions inherent in the above
sources as well as the approved ATCOG Annual Financial Work Plan. Pay and
salary administration shall be based upon the following:
1.

New Appointments: Except as provided in paragraph 2 below, a new
appointment will be made at step 1 of the grade level of the job for which
the appointment is made.

2.

Superior Qualifications: A “Superior Qualifications” appointment
means an appointment made at a step above the first step of the grade
level of the job because of superior qualification of the candidate or a
special need of the agency for the candidate’s services.

3.

Introductory Period: Each new employee will serve an introductory
period not to exceed nine (9) months. Only employees who meet
satisfactory performance standards during this period shall be retained.
An employee shall not be retained when, in the judgment of his/her
supervisor and the Executive Director, the employee’s performance
and/or quality of work are not such as to merit retention in the job.
Unsatisfactory or below standard performance resulting in termination
may occur at any time within this period and shall not be considered part
of the disciplinary process. An appointee who fails during the
introductory period may be separated from ATCOG service, or if
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desirable and advantageous to the Agency, may be transferred to a more
suitable position if such a position is available. A new appointee will
have a performance review at the end of three months of employment, at
six months, and again at the end of nine months. Supervisors may
recommend employees be removed from the introductory period upon
completing six months of job performance. Managers and/or supervisors
will assure that new employees are given proper training, counseled
concerning lack of performance or deficits and what can and should be
done to improve performance, and then given an opportunity to respond
and improve performance or demonstrate inability.

5.05

4.

Merit Pay Increase: An increase in an employee’s pay from one step
of the grade of his/her position to the next higher step of that grade can
be awarded based on recommendation of the appropriate manager
and/or Director and approved by the Executive Director. The Merit Pay
Increase is beyond any annual across-the-board cost of living increase
and shall be based upon adequate written performance evaluation of
employee attitude, motivation, and job execution that must reflect an
exemplary level of performance. Merit Pay Increases shall not be used
to reward employees for length of service; however, managers and/or
Directors will have a means of compensating long-tenured employees
who continue to perform in an exemplary manner with the expanded
pay steps of the Pay and Classification Schedule.

5.

Promotion: When an employee is selected for promotion, the rate of
pay will be set in the new grade at a step that equals or exceeds two
steps of the grade from which the employee is being promoted. When
an employee receives a promotion, he/she will serve an introductory
period not to exceed nine (9) months in the new position. A promoted
employee will have a performance review at the end of six months and
again at the end of nine months. Supervisors may recommend
employees be taken off the introductory period upon completing six
months in the new position. If the employee fails to meet satisfactory
performance in the new job at the end of the nine-month introductory
period, he/she may be downgraded to an available job for which
qualified, or the employee may be terminated. If the employee is
downgraded, the rate of pay will be set at a step in the job to which
downgraded equal to or less than the pay the employee received prior to
the promotion. In no case will the rate of pay in the job to which
downgraded exceed the rate of pay received in the job prior to
promotion.

PAYDAY
The pay period for the COG is bi-weekly which results in 26 pay periods per
year. The payroll periods end on Tuesday and wages are paid the following
Monday by direct deposit to an account established by the employee. Direct
deposit is required for all employees upon employment, but wages will be paid
by ATCOG check only to a new employee when confirmation for direct deposit
has not been received from the bank.
(Rev. 05/28/2015)
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5.06

PAYROLL DISCREPANCIES
An employee must bring any discrepancy in a pay stub (such as overpayment,
underpayment, or incorrect payroll deductions) to the attention of the Executive
Director or Finance Manager within seven (7) days of the date the direct deposit
pay stub was issued.

5.07

SALARY ADVANCES
Texas Constitution, Article III, Sections 51, 52, and 53 prohibits ATCOG from
making salary advances or loans against future wages or salary to any employee
for any reason.

5.08

PAYROLL DEDUCTIONS
Payroll deductions, except those required by law, must be approved and
authorized by the employee. Deductions will be made from each employee’s pay
for the following:

5.09

1.

Social security and Medicare required by federal law;

2.

Income taxes in accordance with Internal Revenue Service regulations;

3.

Court ordered child support; or

4.

Any other deductions required by law or court order.

5.

Personal deductions authorized in writing by the employee for:
a.

Group health/medical, life, or dental premiums for employees, if
applicable.

b.

Group health/medical, life, or dental premiums for dependents;

c

Red River Federal Credit Union accounts that are to be deposited
to the individual employee’s account;

d.

Employee’s 403B accounts; and

e.

Any other deductions requested by the employee and authorized
by the agency.

CHANGES TO PAYROLL
If there is a change in the employee’s family status, address, or other factor
affecting his or her payroll withholding, the employee is responsible for
obtaining, completing, and returning to the Human Resources Office the
appropriate forms for communicating these changes to the payroll department.
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5.10

PAY INCREASES - GENERAL
The Executive Director shall be the approving authority for all pay increases
within the limitations of the approved Annual Financial Work Plan and the
availability of resources. Special adjustment to wages may be granted by the
Executive Director when an employee experiences a change in duties or
responsibilities, or is recommended for a merit increase. These pay increases
will be considered no more frequently than semi-annually as part of the Annual
Financial Work Plan preparation process. At the discretion of the Board of
Directors, employees may receive a Cost-of-Living wage increase.

5.11

APPROVING AUTHORITY
The Executive Director is the approving authority for all payrolls and any pay
adjustments granted under the terms of these policies and the Annual Financial
Work Plan.

5.12

PAY UPON TERMINATION
Employees who are terminated or who voluntarily terminate will receive their
final wages on the next regularly scheduled payday. Payments of leave benefits,
if any, will be paid within fifteen (15) days by direct deposit. The final pay stub
will be mailed to the employee’s home address or other address provided by the
departing employee.
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SECTION 6
LEAVE
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6.00
6.01

LEAVE

GENERAL
Leave is time during normal working hours in which an employee does not
engage in the performance of job duties. Leave time may be either paid or
unpaid. Leave is an earned benefit awarded the employee by the agency for their
faithful performance of duty. Paid leave is granted so as to allow employees time
away from work while continuing to receive wages. Leave may be in various
forms and for varied purposes as defined specifically herein. The various types
of leave afforded by the Leave Policy are as follows:
1.
2.
3.
4.
5.
6.
7.
8.

6.02

Annual Leave
Sick Leave
Family and Medical Leave
Military Leave
Civil Leave
Emergency Leave
Compensatory Leave
Leave Without Pay (LWOP)

APPROVAL OF LEAVE
As required by the Executive Director, all employees shall complete the Leave
Request Form for all types of leave and attach it to the appropriate Timesheet
(copy included). The form must be approved by the appropriate supervisor.

6.03

ANNUAL LEAVE ACCRUAL
All regular employees are eligible to accrue paid annual leave during each
“Service Year.” ATCOG employees are encouraged to take regular vacations at
least annually.
1.

For the purpose of this section “Service Year” shall mean the 12 month
period from an employee’s date of hire forward to the date of anniversary
and for each succeeding 12 month period thereafter (requiring 2,080
hours for full-time employees).

2.

New employees accrue annual leave benefits from the date of initial hire;
however, none may be taken until after successful completion of the new
hire introductory period (normally six months). Annual leave will not be
paid upon separation during this period.

3.

Regular full-time employees earn annual leave as follows:
a.

During service years one (1) through five (5), employees earn
ten (10) days (80 hours) annual leave per year at the rate of 3.08
hours per pay period. No leave is available to use until
completion of the new hire introductory period. Employees may
accrue a maximum total of ten (10) days without loss of benefits.
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4.

b.

During service years six (6) through nine (9), employees earn
twelve and one-half (12 ½) days (100 hours) annual leave per
year at the rate of 3.85 hours per pay period. Employees may
accrue a maximum total of twelve and one-half (12 ½) days
without loss of benefits.

c.

During service years ten (10) until separation or retirement from
ATCOG employees accrue fifteen (15) days (120 hours) annual
leave per year at the rate of 4.62 hours per pay period.
Employees may accrue a maximum total of fifteen (15) days
without loss of benefits.

Regular part-time employees working 30 or more hours weekly earn
annual leave in the proportion the employee’s work time bears to pay
period hours, with the same restrictions during the introductory period.

5. Temporary employees (full-time or part-time) or regular part-time employees
working less than 30 hours weekly do not earn annual leave (see Section
13.03 for exception to this policy).
(Rev. 8/27/2015)
6.04

ACCUMULATION OF ANNUAL LEAVE
Annual leave is credited to an employee’s account on the last day of each pay
period and is not available for use until the beginning of the next pay period.
Annual leave not used by regular employees during the service year in which it
accrues is available for use in the succeeding year up to the maximum allowable
accumulation as stated in Section 6.03, paragraphs 3. a, b, and c. Employees are
encouraged to use their accrued annual leave each year. The maximum allowable
accumulation of unused annual leave is the number of days that the employee
would accumulate within one service year at his current accrual rate. Under no
circumstances will an employee earn more than the maximum allowable leave.
Pay in lieu of annual leave is not permitted other than upon separation.

6.05

PAYMENT UPON SEPARATION
When an employee leaves the employment of ATCOG, he will be paid for
accrued but unused annual leave not to exceed the maximum amount he normally
would accrue as stated in Section 6.03, paragraphs 3. a, b, and c. The rate of pay
will be determined by the employee’s wage rate in effect at the time of
termination.

6.06

SCHEDULING ANNUAL LEAVE
Supervisors should encourage their employees to schedule annual leave and
request leave well in advance. All annual leave schedules must accommodate
ATCOG’s work schedule. Provided departmental workloads will permit,
employees should be allowed to select their desired leave periods. If there is a
conflict in leave schedules involving two or more employees, employees are
granted their preference on a “first come, first served” basis. If two requests are
received at approximately the same time and cover the same requested vacation
period, the employees will be granted their preference in accordance with their
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seniority. If the desired leave schedules conflict with ATCOG requirements,
ATCOG requirements will be given first consideration.
6.07

SICK LEAVE
Sick leave is a benefit that should be used wisely and not abused. An employee
with accrued sick leave may use it if the employee is absent from work due to:
1.

Personal illness or physical or mental incapacity;

2.

Medical, dental, or optical examinations or treatments;

3.

Medical quarantine resulting from exposure to a contagious disease; or

4.

Illness of a member of the employee’s family who requires the
employee’s personal care and attention. Family member means the
following relatives of the employee: Spouse, and parents thereof;
children, including adopted children and spouses thereof; grandchildren;
parents; brothers and sisters, and spouses thereof; and any human
individual related by blood or affinity whose close association with the
employee is the equivalent of a family relationship.
(Rev. 12/11/2014)

6.08

SICK LEAVE ACCRUAL
Regular full-time employees are entitled to accrue nine (9) days of paid sick
leave per year (or the proportional amount for regular part-time employees who
work 30 or more hours weekly). Temporary employees (full-time or part-time)
or regular part-time employees working less than 30 hours weekly do not earn
sick leave (see Section 13.03 for exception to this policy). Sick leave is credited
to an employee’s account on the last day of each payroll period and is not
available for use until the beginning of the next payroll period. At the time an
employee’s sick leave balance reaches maximum accrual (480 hours), the
employee will not accrue any further sick leave nor will the employee be
compensated for any excess. NOTE: The maximum 480 hours is equivalent to
12 week of sick leave, which is the amount allowed by law under the Family and
Medical Leave Act.
(Rev. 12/11/2014)
(Rev. 8/27/2015)

6.09

USE OF SICK LEAVE
Accrued sick leave can be used by regular full-time or eligible regular part-time
employees from date of hire.
1.

Approval of sick leave for non-emergency medical, dental, or optical
appointments must be secured in advance. In all other instances, the
employee must notify his or her supervisor within 30 minutes after the
beginning of the scheduled work time on the first day of absence, unless
emergency conditions exist. Employees are not allowed to leave a
message on the switchboard in lieu of speaking to their supervisor unless
the supervisor is in leave status that day. The employee, or a family
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representative, must call the supervisor each subsequent day he/she will
be out on sick leave unless other arrangements are made.
2.

Failure to provide the required notice may result in the employee being
placed on leave-without-pay status and could result in disciplinary action
against the employee. Employees are expected to return to work as soon
as they no longer need to take sick leave.

3.

ATCOG does have the responsibility and the right to protect employees
from contagious illnesses while at work. Employees who exhibit
symptoms of a possible contagious illness while at work (i.e., signs of
running a fever) will be asked by a supervisor or member of management
to provide proof they are not ill. The employee may do either a or b
below:
a) Take their temperature at work as proof they do or do not have a
fever. If the employee is well, they may remain at work. If the
employee is ill, meaning they have a temperature of 100.4 or higher,
they will leave work immediately on approved sick leave (or other
leave as appropriate).
b) If the employee does not wish to take their temperature at work,
ATCOG will consider that employee to be ill and will send them
home on approved sick leave (or other leave as appropriate).
c) In all cases of a contagious illness (such as the flu), the employee
will be required to be fever-free without medications for 24 hours
and fit for duty when returning to work.
d) An employee’s medical information is deemed confidential and will
be kept private at all times. Only the appropriate person, i.e.,
supervisor, Administration/HR or the Executive Director, will take
care of these sick leave incidences that arise at work.
(Rev. 2/25/2016)

4.
6.10

See Section 13.08c. for exception to this sick leave policy.

VERIFICATION REQUIRED
After an employee has been absent due to illness for three (3) consecutive days,
the Executive Director or Manager may request an employee to furnish written
medical verification supporting the request for sick leave benefits. However, in
all cases, it is a requirement that a written medical note be presented upon return
to work when any employee has been on sick leave as a result of hospitalization,
surgery or a contagious illness.

6.11

ACCUMULATION OF SICK LEAVE
Sick leave not used by regular employees during the service year in which it
accrues is available for use in succeeding years up to a maximum allowable
accumulation of sixty (60) days (480 hours). At the time an employee’s sick
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leave balance reaches maximum accrual, the employee will not accrue any
further sick leave nor will the employee be compensated for any excess.
(Rev. 12/11/2014)
6.12

EXHAUSTION OF SICK LEAVE
An employee who has exhausted accrued sick leave benefits and who has
completed a new hire introductory period will be required to use accumulated
annual leave. Once all sick leave and annual leave are exhausted, the employee
will be on unapproved leave of absence without pay. No advance of unearned
sick leave benefits will be made for any reason. An employee who must be on
unapproved leave of absence without pay in any twelve month period will be
given a written reprimand by the supervisor after the first occurrence. On the
second occurrence, the employee shall be terminated. This is not to be confused
with pre-approved Leave Without Pay in Section 6.18 or FMLA in Section 6.15.

6.13

CONVERSION
When an illness or physical incapacity occurs during the time an employee is on
annual leave, accrued sick leave may be granted to cover the period of illness or
incapacity and the charge against annual leave reduced proportionately.
Application for such substitution must be supported by a medical statement or
other acceptable evidence if requested.

6.14

CANCELLATION UPON TERMINATION
Unused sick leave is canceled upon termination of employment without
compensation to the employee except for employees hired prior to October 4,
1985, who are entitled to receive payment of one full day’s salary to three full
days of accumulated sick leave.

6.15

FAMILY AND MEDICAL LEAVE
It is the policy of ATCOG to provide all employees with 12 accumulative weeks
(or 26 weeks if applicable) of Family and Medical Leave in compliance with
Title 29, Part 825, Code of Federal Regulations, Family and Medical Leave Act
of 1993, within the criteria as set forth in this policy.
NOTE: The following paragraphs do not encompass each and every rule of the
Family and Medical Leave Act (FMLA). Please refer to the Family and Medical
Leave Act of 1993, as amended in 2008 and 2013, for its entirety.
1.

ELIGIBLE EMPLOYEE: For the purpose of this policy, an eligible
employee is defined as an employee who has been employed
continuously by ATCOG for at least the previous 12 months and has
worked at least 1,250 hours during those 12 months in a regular position.
Where an employee normally works a part-time schedule or variable
hours, the amount of leave to which an employee is entitled is
determined on a pro rata or proportional basis. This policy specifically
expands the eligibility requirements of the “Act” to include ATCOG
employees in field offices who do not qualify under the definition of
“eligible employee” due to the 50 employees within 75 miles rule of
Title 29, Part 825.
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2.

KEY EMPLOYEES: In accordance with the Family and Medical Leave
Act of 1993, this policy may be modified for “KEY” employees. “Key”
employees are defined, by the Act, as those salaried employees in the top
ten percent (10%) of ATCOG’s workforce. “Key” employees will be
notified of their status upon request for family and medical leave. The
Executive Director will determine and identify “Key” employees, on an
individual basis in accordance with governing regulations (29 CFR
825.217 et al).

3.

ELIGIBILITY PERIOD: Eligible employees will be allowed 12
accumulative weeks of family and medical leave only once during any
12 month period as defined herein. The 12-month period, for leave
eligibility, is calculated on an individual employee basis in a uniform
manner for all employees. The 12-month period is measured using the
“rolling forward method,” beginning on the date of the first day leave is
taken in each eligibility period.
(EXAMPLE: Mary requests and is granted family and medical leave
beginning May 1, 1994, and takes the full 12 weeks.
She would not be eligible for family and medical leave
again until 12 months has elapsed - May 1, 1995).

4.

EXPANSION OF LEAVE PERIOD: In the new amendments of 2008,
Congress provided up to 26 weeks for employees who provide care to
family members who return injured or ill from an active duty
deployment. This period of leave protection also can include leave for
other circumstances covered by the other aspects of the FMLA.
However, in no circumstances will an employee have statutory leave
protection for more than a combined total of 26 weeks during a 12-month
period.
(EXAMPLE:

An employee might qualify for 12 weeks of non-military
related FMLA leave for his or her own serious health
condition, and an additional 14 weeks of FMLA leave to
care for a covered service member. No more than 26
weeks may be granted in a 12-month period.)

5.

INTERMITTENT LEAVE: The FMLA regulations define intermittent
leave as leave taken in separate periods of time due to a single illness or
injury, rather than for one continuous period of time. The FMLA
regulations also say there is no limit on the length of an increment of
leave when an employee takes intermittent or reduced scheduled leave.
However, you can reduce blocks of leave to the shortest period of time
that your payroll system uses to account for absences or use of leave,
provided it is one hour or less. If an employee is taking intermittent or
reduced schedule leave under FLMA, only the amount of leave actually
taken may be counted toward the 12 or 26 work weeks of FLMA leave.

6.

DEFINITION OF FAMILY MEMBERS: For the purpose of this policy:
“SON or DAUGHTER” means a biological, adopted, or foster child, a
stepchild, a legal ward, or a child of a person standing in
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the place of a parent. The child must be under 18 years
of age unless incapable of self-care because of mental or
physical disability.
“SPOUSE”

means a husband or wife as defined or recognized under
state law for purposes of marriage, including common law
marriage.

“PARENT”

means biological parent of an employee or an individual
who stands in the place of a parent to an employee when
the employee was a son or daughter as defined under “Son
or Daughter” above. This term does not include “parents
in law.”

EXCEPTION: The Act as amended in January 2008 that expands
FMLA to cover service members adds “next of kin”
defined as “nearest blood relative” and includes
brothers, sisters and other blood relations, thus taking
FMLA rights beyond the limited circle of children,
spouses and parents covered for other statutory leave
purposes.
7.

ELIGIBLE CIRCUMSTANCES: An eligible employee is entitled to 12
unpaid workweeks of leave for a, b, c and d below and 26 workweeks of
leave for e below during any 12 month period:
a.

Birth or placement for adoption or foster care of a child (only
within 12 months of birth or placement); or,

b.

A serious health condition of a spouse, child or parent; or,

c.

The employee’s own serious health condition. For the purpose
of this policy, a “Serious Health Condition” is defined as one
that requires either inpatient care or continuing treatment by a
health care provider; or

d.

A qualifying family demand, or qualifying exigency leave, as a
result of service members being called to covered active duty
(which requires deployment to a foreign country). Exigency
leave must be granted for short notice deployment, military
events and related activities, financial and legal arrangements,
counseling, childcare/school activities, parental care leave, and
post-deployment activities. Employees may take a maximum of
15 calendar days for Rest and Recuperation (R&R) to spend time
with the military member; or

e.

Provide care for family service members with a serious injury or
illness incurred in the line of duty. As of March 8, 2013, the
following apply for the purpose of this policy:
(1) The definition of covered service member not only includes
a member of the Armed Forces, including a member of the
National Guard or Reserves, but has been expanded to include
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veterans who were discharged under conditions other than
dishonorable at any time during the 5-year period prior to an
eligible employee requesting FMLA leave to care for the
covered veteran.
(2) “Serious injury or illness” is that incurred in the line of
active duty in the Armed Forces, including National Guard or
Reserves, for which the service member is undergoing medical
treatment, recuperation, or therapy, is otherwise in outpatient
status, or is otherwise on the temporary disability retired list.
This includes pre-existing injuries or illnesses that were
aggravated by service in the line of duty.
8.

NOTICE REQUIRED: In the case of leave for birth or placement of a
child, the employee must provide, to the Executive Director, at least 30
days’ advance written notice before the date on which the leave would
begin. If the employee is unable to provide 30 days’ notice, he/she must
provide as much notice as is practicable, usually within one or two
business days of the date he/she is aware of the need to request leave and
the circumstances surrounding the need. In the case of leave for a
serious medical condition, if the leave is foreseeable based on planned
medical treatment, the employee must provide the same notice
requirements, if possible, and make a reasonable effort to schedule the
treatment so as not to disrupt, unduly, ATCOG’s operations.
Additionally, the written request must include a statement of the
employee’s intentions about returning to work at ATCOG, at the
expiration of the family and medical leave. (NOTE: In the event an
employee is off from work three days, it is the responsibility of the
employee, or a relative if the employee is severely incapacitated, to
notify the employee’s supervisor or the Human Resources Office of the
need for Family and Medical Leave.)

9.

MAXIMUM DURATION OF LEAVE: The total cumulative maximum
period of time which an employee may be absent from work on family
and medical leave during any 12 month period is 12 weeks (26 weeks of
leave for a family member or next of kin to care for a seriously injured or
ill member of the Armed Forces), regardless of whether all or a portion
of the leave period is paid or unpaid. If an employee has accrued sick
leave, annual leave, or personal days at the time the family and medical
leave commences, the employee must exhaust those balances before
being eligible for unpaid family and medical leave. Once the employee’s
leave balances have been exhausted, ATCOG will then provide enough
unpaid family leave to bring the cumulative total to 12 weeks. All
annual, sick, comp, and leave without pay must be annotated on the
employee’s Time and Attendance Sheet under the appropriate leave
column with the number of hours preceded by the letter, “F,” e.g., F8.
This is necessary since the FMLA requires employers to “keep and
maintain records pertaining to compliance with the FMLA, which
includes:
a.

basic payroll and identifying employee data, including name,
address and occupation;
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b.

rate or basis of pay in terms of compensation;

c.

daily and weekly hours worked per pay period;

d.

additions to or deductions from wages, and total compensation
paid;

e.

dates FLMA is taken by employees (leave must be designated in
the records as FMLA leave); and

f.

the hours of the leave, etc., if FMLA leave is taken in increments
of less than one full day.

During the unpaid portion of an employee’s family and medical leave
period, the employee accrues no additional sick leave, annual leave, or
any other paid leave time, including holiday leave.
10.

LIMITATIONS AND RESTRICTIONS: Family and medical leave may
be taken on an intermittent or reduced basis for the birth or adoption of a
child only if the arrangement is agreed to by the Executive Director.
However, leave for serious health conditions, either of an eligible family
member or the employee, may be taken intermittently or on a reduced
schedule if medically necessary, provided the other conditions of this
policy are met.

11.

TEMPORARY TRANSFER: If the employee’s request for intermittent
leave is foreseeable based on planned medical treatment, the Executive
Director may require the employee to temporarily transfer to an alternate
position, with equivalent pay and benefits, that better accommodates
recurring periods of leave.

12.

CERTIFICATION OF CONDITION: An employee requesting a paid or
unpaid leave of absence for extended illness or temporary disability must
submit the following to the Executive Director:
a.

A medical doctor’s statement as to the diagnosis of the illness,
injury, or disability, the date upon which the employee is no
longer able to perform duties, and the expected or estimated
length of absence; or,

b.

A medical doctor’s statement that the employee is needed to care
for an eligible family member, and the expected or estimated
length of time care will be needed, and appropriate facts
regarding the condition of the eligible family member.

13.

RECERTIFICATION REQUIREMENTS: The Executive Director, at
his sole discretion, may require subsequent recertification as may be
deemed reasonably necessary.

14.

REPORTING REQUIREMENTS: An employee on family and medical
leave must contact his or her supervisor on Monday, before 10:00 a.m.,
of each week of approved leave, regardless of whether the leave is paid
or unpaid leave, unless another schedule has been established in writing
59

and signed by the Executive Director and employee. In cases where the
employee is incapacitated or incapable of reporting, reporting by a
family member or representative is required. Should the ATCOG office
be closed on Monday due to a holiday or other event, the employee or
representative must report the next working day as above.
15.

DISREGARDING REQUIREMENTS: An employee who fails to
provide the required medical status reports or to report as scheduled may
be subject to disciplinary action, at the discretion of the Executive
Director, unless extenuating or unavoidable circumstances can be shown
by the employee.

16.

ADDITIONAL MEDICAL OPINIONS: ATCOG may require a second
medical opinion. The Executive Director shall be responsible for the
selection of a health care provider for this purpose. If the second medical
opinion conflicts from the original, a third medical opinion may be
sought at the discretion of the Executive Director. A health care provider
selected by both providers of the original and second medical opinions
will be used to render a third and final medical opinion, if necessary. If
additional medical opinions are sought by ATCOG, then, ATCOG shall
bear the full expense of such opinions and will obtain medical opinions
from independent health care providers who are not employed by or
associated with ATCOG or its Board of Directors. In the event a third
opinion is necessary, the third opinion will be final and binding on all
parties.

17.

RETENTION OF BENEFITS: An employee on family and medical
leave will retain all accrued seniority and employment benefits, but does
not earn any leave credits or other benefits during the period of unpaid
leave. After returning to work from family and medical leave, an
employee receives an adjusted employment date and adjusted
anniversary date which reflect the period of time the employee was on
unpaid family leave for the purpose of calculating leave accrual and any
other benefits based on longevity:
a.

Regardless of whether the family and medical leave period is
paid or unpaid, or combination of both, the employee’s health
benefits coverage, including dental, life and supplemental
disability, will be continued in the same manner and at the same
level as it would have been had the employee continued in
employment for the duration of the leave period. Dependent
health coverage, if any, will continue in the same manner
provided the employee continues to pay the premiums for such
coverage. The employee’s dependent coverage premiums are
due on the 25th day of the month preceding the month of
coverage. Dependent coverage will cease if the employee fails
to make timely premium payments.

b.

Should an employee decide, at any time after family and medical
leave begins, that he or she will not return to work at ATCOG,
the employee must reimburse ATCOG for health coverage
premiums paid by ATCOG on behalf of the employee during the
unpaid portion of leave period. An employee will be exempt
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from the pay back provision of this policy if the reason for not
returning to work is the continuation, recurrence, or onset of a
serious health condition or other circumstances beyond the
employee’s control. Health conditions must be certified and
circumstances verified, to the Executive Director, prior to
granting exemptions.

6.16

18.

PERFORMING WORK DURING FMLA LEAVE: Any employee of
ATCOG who is on approved FMLA leave is strictly prohibited from
performing work for another employer during the FMLA leave period.
This policy applies regardless of whether all or a portion of the leave
period is paid or unpaid. If an employee performs work for another
employer during approved FMLA leave, their employment with ATCOG
will be terminated.

19.

RETURN TO WORK: After completion of an approved family and
medical leave, for an employee’s own serious health condition, the
employee may return to work only upon submission of a medical
doctor’s statement releasing the employee to duty and stating any
limitations to duty, if any, and reasonable accommodation that would be
necessary for the employee to return to work. In the event that
limitations are applied to a returning employee, the provisions of the
Americans with Disabilities Act of 1990 will apply when considering
reasonable accommodations. After completion of an approved family
and medical leave, an employee will be returned either to the same or
substantially similar position held before the leave began with equivalent
pay, benefits, and other terms and conditions of employment.

20.

ADMINISTRATION OF POLICY: The Executive Director will have
the responsibility of ensuring the equal administration of this policy to all
employees of ATCOG. In so doing, the Executive Director shall have the
authority to promulgate procedures, to include reports and forms,
necessary to administer this policy. Further, the Executive Director may
delegate this authority to the appropriate staff member as deemed
necessary.

21.

CONFIDENTIALITY:
All medical documentation, as well as
documents pertaining to this policy, shall be kept in a confidential
medical file, maintained separate from the personnel files and accessible
to a limited number of persons only on a “need-to-know” basis. (Legal
reference: U.S. Americans with Disabilities Act of 1990.)

MILITARY LEAVE
1.

In the event of a declaration of war by Congress, a Presidential Call-up
due to a national emergency or military action, activation by the
Governor of the State of Texas or Arkansas, due to a State of Emergency
or Civil Disobedience, or any other official action having the effect of
activating reserve military personnel, ATCOG shall grant leave in
accordance with the Veterans’ Re-employment Rights Law, 38 US, for
the duration of official activation, including all extensions to orders.
Consistent with federal statutes governing an employer’s responsibilities
toward an activated reservist, the employee’s position, or a comparable
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job opening, shall be held until the individual has been released from
active military duty. Such position may be filled on a temporary basis by
temporary employees or appointees should agency programs require
restaffing to meet workload requirements.
2.

6.17

For the purpose of this policy, leave approval shall be provided by the
Director, as applicable. In the absence of the correct approving
authority, the Executive Director’s approval shall be required. The
Executive Director shall provide approval for the Directors as applicable.
The President of the Board of Directors shall provide approval for the
Executive Director. All approvals shall be based on presentation of a
written request for leave by the employee, with an attached set of official
orders to report for active duty, annual training, schooling or emergency
military service.

CIVIL LEAVE
ATCOG employees are entitled to civil leave with pay for jury duty, for serving
as a subpoenaed witness in an official proceeding, and for the purpose of voting.
Employees who receive a subpoena for jury duty or for serving as a subpoenaed
witness in an official proceeding will complete the Leave Request Form. A copy
of the jury summons or subpoena and proof of jury duty must be attached to the
leave request. When an employee has fulfilled the civil leave, he must return to
duty for the remainder of the workday at ATCOG.

6.18

LEAVE OF ABSENCE
Pre-approved leave of absence without pay is an approved absence from duty in a
non-pay status that has been scheduled in advance. Extensions may be granted
for not more than ten (10) working days.
1.

Granting a pre-approved leave of absence without pay for not more than
five (5) working days in any one year requires approval of the Director.

2.

Granting a pre-approved leave of absence without pay in excess of five
(5) working days in any one year requires Executive Director approval.

3.

Such leave is authorized only when all annual leave has been exhausted
and there is a reasonable expectation that the employee will return to
employment at the conclusion of approved period.

4.

Employees on leave of absence without pay accrue no benefits.
However, previously accrued benefits, (except paid leave) and seniority
are retained during leaves of absence unless otherwise prohibited by the
terms or provisions of the benefit programs.

5.

Medical insurance can be continued if the employee pays the premiums
(including ATCOG’s portion) in full prior to commencing leave of
absence. ATCOG’s benefit plan or insurer may limit the length of time
the medical benefits may be continued.

6.

Extensions of pre-approved leave without pay will require approval of
the Executive Director.
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7.

6.19

Except as required by law, no approved leave of absence may last longer
than 180 consecutive days. Any employee who, for any reason or
combinations of reasons, is absent from the job for a total of 180
consecutive calendar days of work in a 12-month period will be
terminated. The Human Resources Office will process the employee’s
termination on the 181st day. This policy does not affect any benefits or
rights granted by law.

REVOCATION OF LEAVE OF ABSENCE
A leave of absence without pay may be revoked upon receipt of evidence that the
cause for granting the leave has ceased to exist or the employee misrepresented
material facts to gain such leave. Such misrepresentation may result in
disciplinary action, up to and including termination.

6.20

EMERGENCY/BEREAVEMENT LEAVE
Up to three (3) days of emergency/bereavement leave with pay may be granted to
regular employees by the Director/Manager with the approval of the Executive
Director in the event of a catastrophic family emergency. Requests for
emergency/bereavement leave will be made by completing the Leave Request
Form. The supervisor will determine the number of days up to three (3) based on
the circumstances, e.g., nature of emergency, relationship of family member (see
Section 6.07 for definition), distance to family member locale, etc. NOTE: Any
leave the employee requests in addition to emergency/bereavement leave will be
charged to the appropriate category, annual leave or sick leave, depending upon
the circumstances.

6.21

In addition, one (1) day of emergency/bereavement leave or sick leave,
depending upon the circumstances, may be granted to attend funeral services of
other family members of employee and spouse, as follows: grandparent, niece or
nephew, and aunt or uncle.
(Rev. 12/11/2014)
EMERGENCY ANNUAL/SICK LEAVE
Employees who have a need for annual or sick leave due to an unforeseen
circumstance or illness will notify his/her supervisor within 30 minutes after the
beginning of the scheduled work time on the first day of absence. As soon as the
employee returns to work, he/she will complete the Leave Request Form in order to
formally document the absence.

6.22

SUBSTITUTION OF LEAVE
Except when specifically authorized by the Director, one type of leave will not be
substituted for another when the balance of the original requested leave is
insufficient or nonexistent.

6.23

ABANDONMENT OF POSITION
Unauthorized absence from work for a period of three consecutive work days
will be considered by the Executive Director as a resignation, and the employee
is not eligible for rehire. Unless supporting documentation can be presented to
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the Executive Director to prove extraordinary circumstances, the employee’s
resignation in this situation is not considered to be in good standing.
6.24

INCLEMENT WEATHER
In the event of severe inclement weather, the Executive Director will make a
determination by 7:00 a.m. whether or not to close the ATCOG offices. Once the
decision is made, the Executive Director will call appropriate local radio and/or
TV stations and provide a statement of closing to be aired. In addition, the
Executive Director or a designee will utilize a mass communication system to
contact all employees. If for some reason the system is not available for use,
then the Executive Director or a designee will call each of the program heads to
advise them of his decision. If the decision is made to close the ATCOG offices,
a message will be called into the ATCOG answering machine. Employees shall
take responsibility to call the ATCOG offices if they have not received
notification of any kind and have not heard any news from the radio or TV
stations concerning closure of ATCOG. If determination is made not to close the
ATCOG offices, then a liberal leave policy will be in effect whereby employees
may use annual leave if they feel they cannot make it into work.
(Rev. 6/26/2014)

6.25

LEAVE DURING INCLEMENT WEATHER

If determination is made by the Executive Director to close the ATCOG
offices during inclement weather or other unforeseen emergencies, those
employees who are scheduled for annual leave, comp time, administrative
leave, or personal time off will be charged leave.
6.26

ADMINISTRATIVE LEAVE
The Executive Director shall have the authority as granted by the Board of
Directors to award administrative leave in certain situations and at his discretion
to all employees not involved in the direct delivery of services.
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SECTION 7
EMPLOYEE BENEFITS
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7.00
7.01

EMPLOYEE BENEFITS

GROUP INSURANCE - GENERAL
All regular full-time ATCOG employees and regular part-time ATCOG
employees working 30 or more hours weekly are eligible for medical, dental, and
life insurance. Upon employment, each eligible employee who elects insurance
coverage will be given summaries of coverage and will have access to our health
carrier web site containing information about ATCOG’s group insurance
programs. Based on annual Board approval, the following coverage will be
provided by ATCOG, at a minimal cost if applicable, to the employee as long as
the employer/employee relationship exists.

7.02

1.

Group Medical. Hospitalization medical insurance will be provided and
subject to the terms and conditions, including deductibles and copayments, as defined by the master policy.

2.

Group Dental. Dental insurance will be provided to ATCOG employees
subject to the terms and conditions, including deductibles and copayments, as defined by the master policy.

3.

Group Life. Term Life insurance will be provided to ATCOG employees
in an amount equal to one (1) times the employee’s annual wages and
subject to the terms and conditions as defined by the master policy.

GROUP INSURANCE - DEPENDENT COVERAGE
Employees may elect to cover eligible dependents with the above listed group
insurance. Employees are required to pay the full premium for dependent
insurance through payroll deduction. One-half of the premium is deducted from
the employee’s pay each pay period. Dependent insurance coverage is subject to
the terms and conditions contained in the master policy documents that may be
reviewed in the Human Resources Office.

7.03

GROUP INSURANCE - ELIGIBILITY
Eligibility is subject to the terms and conditions contained in master policy
documents that may be reviewed in the Human Resources Office.

7.04

PENSION PLAN
1.

MONEY PURCHASE PENSION PLAN. ATCOG has established the
ATCOG Money Market Pension Plan for the benefit of its regular fulltime employees and regular part-time employees working 20 or more
hours weekly. ATCOG contributes all funds into the plan. However,
employees designate the percent of the ATCOG-contributed amounts to
one or more of the fourteen (14) funds of the fund group that were
approved by the Pension Plan Trustees and the Board of Directors.
Employees become 100% vested after 6 years of employment, with
gradual vesting starting at 20% after 2 years, 40% after 3 years, 60%
after 4 years, and 80% after 5 years. Once an employee ceases
employment, regardless of reason, he then becomes eligible to withdraw
100% of the vested portion of funds based in his account(s). The master
66

plan documents are available for inspection in the Human Resources
office. Early withdrawal may be subject to IRS penalties.
(Rev. 8/27/2015)
2.

7.05

403B PENSION PLAN. ATCOG has established a 403B Pension Plan.
Employees contribute funds into the plan based on the percent of pretaxed dollars they desire to contribute. Employees designate the percent
of their contributed amounts to one or more of the nine (9) funds of the
fund group that were approved by the Pension Plan Trustees and the
Board of Directors. Employees are 100% vested in the 403B Plan from
the date they start contributions. Once an employee ceases employment,
regardless of the reason, he then becomes eligible to withdraw all of the
funds in his account(s). Early withdrawal may be subject to IRS
penalties. The master plan documents are available for inspection in the
Human Resources office.

PENSION PLAN TRUSTEES
ATCOG’s Pension Plan Trustees are made up of four (4) Board members and
four (4) staff members. There has been a scheduled and systematic approach
established for selection of two staff. The Executive Director and Director of
Administration are fixed positions, as are the Board member positions. Every
September a staff person is elected by their peers to be a member of the Trustees
for a 2-year period with the oldest serving staff member rotating off the
committee.

7.06

LONGEVITY PAY
Longevity pay is provided in an effort to recognize long-term employees and
provide an incentive for retention of such employees. ATCOG will provide
longevity pay of $3.00 per each month of service for all full-time employees
who are employed on December 31st each year and who have completed a
minimum of thirty-seven (37) consecutive months of employment with
ATCOG.

7.07

SOCIAL SECURITY
All employees of ATCOG are covered by social security. ATCOG and
employees each contribute to the social security system as prescribed by law.

7.08

UNEMPLOYMENT INSURANCE
All employees are covered under the Texas unemployment compensation
insurance program, premiums for which are paid by ATCOG. This program
provides payments for unemployed workers in certain circumstances.

7.09

EMPLOYEE RECOGNITION
1.

An award for exceptional performance entitled “Employee of the Year”
will be granted to an employee one time per year. All regular full-time or
part-time employees who have satisfactorily completed the introductory
period are eligible for nomination, except for the standing members of the
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Employee Recognition Selection Committee. Employees who have been
previously recognized may not be nominated for four (4) years from the
period for which they are recognized. Any ATCOG employee can
nominate another employee provided the nominee is not his/her supervisor
or anyone in the nominator’s chain of command. The Executive Director
and Division Directors are not eligible to nominate any employee.
Nomination letters should be typed, signed by the nominator(s), and
delivered to the Human Resource Officer (HRO) to hold for the Employee
Recognition Selection Committee meeting.
2.

Criteria for nominations may include, but is not limited to:
a.

Work of exceptional quality and/or quantity.

b.

Use of creative, innovative, or time or cost-saving method to produce
a desired project or service.

c.

Evidence of initiative, responsibility, and/or growth within the
position.

d.

Contribution to intra- and inter-departmental cooperation.

e.

Evidence of consistent dependability, reliability, and punctuality.

f.

Representation of ATCOG in a positive manner in all external
contacts (i.e., general public, elected officials, funding agencies,
contractors/vendors, etc.)

Nominations are confidential and nominees are not to be told they have
been nominated. Nominations for Employee of the Year must be
submitted during the month of August each year. Nominations will be
accepted beginning the first business day of August and must be submitted
no later than the first business day in September.
3.

Members of the Employee Recognition Selection Committee will serve for
four (4) years. As an employee is selected for recognition, that employee
will then become a member of the Committee and the oldest-serving current
member will rotate off. After the nomination deadline, the Committee will
meet to discuss the nominations and select an employee. The Executive
Director will be a permanent member of the Committee and will vote in
case of a tie. The recipient of “Employee of the Year” will be recognized in
the following manner.
a.

In September, an agency-wide staff meeting will be called or an
Employee Appreciation Day will be held to announce and
recognize the employee selected. The nominator will recognize the
recipient’s contributions and the Executive Director will present his
letter of congratulations.

b.

A memorandum announcing and recognizing the employee selected
will be distributed to all ATCOG staff. The nomination and letter
of congratulations will be placed in recipient’s Official Personnel
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File. The recipient’s name will be added to a plaque in the
reception area.

7.10

c.

The recipient will be recognized at the ATCOG Board Meeting in
September, and will be presented by the nominator(s). The
President of the Board of Directors will present a plaque to the
recipient.

d.

The recipient will receive eight (8) hours of administrative leave to
be taken at a time agreeable to the recipient and supervisor.

e.

Information concerning the “Employee of the Year” recipient along
with a photo may be submitted to the local newspaper in the area
where the recipient resides, if applicable.

SERVICE AWARDS
Employees who complete five (5) years of service will be recognized and will
receive a five (5) year pin. Subsequently, each additional five years of service
an employee completes will be recognized by awarding the appropriate tenure
pin (i.e., 10, 15, 20, etc.), or other recognition as deemed appropriate.

7.11

LEAVE TIME
Detailed information about paid time off and other types of released time is
found in Section 6.00, LEAVE.

7.12

HOLIDAYS
ATCOG observes specific holidays throughout the year. Holidays observed are
determined by the Board of Directors. For further information regarding
holidays see Section 8.00, HOLIDAYS.
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SECTION 8
HOLIDAYS
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8.00
8.01

HOLIDAYS

GENERAL POLICY
Paid holidays are established by the ATCOG Board of Directors and will be
observed as follows:
New Year’s Day
Memorial Day
Independence Day
Labor Day
Veteran’s Day
Thanksgiving Day
Friday Following Thanksgiving
Christmas Day
Personal Day (2)

January 1
Last Monday in May
July 4
First Monday in September
November 11
Fourth Thursday in November
Fourth Friday in November
December 25
Floating

If a holiday occurs on Saturday, it will be observed the Friday before the holiday.
If a holiday occurs on Sunday, it will be observed the Monday after the holiday.
An employee must either work or be in paid leave status the work day preceding
and the work day following a holiday in order to receive pay for the holiday.
An employee who has completed his/her introductory period is entitled to take
two eight (8) hour personal days on any day chosen by the employee. Requests
for a personal day shall be made in writing on a Leave Request Form and
approved by the Director or Executive Director. A personal day must be taken in
its entirety and not split up.
8.02

ELIGIBLE EMPLOYEES
Only regular full-time and part-time employees working thirty (30) hours or
more per week will receive paid holidays. Temporary employees are not paid for
holidays not worked.

8.03

HOLIDAY DURING VACATION
If an official holiday falls within a regular employee’s approved vacation
schedule, the employee will be granted the holiday and not charged for a day of
vacation.

8.04

WORK DURING HOLIDAYS
Every effort will be made to observe all authorized holidays on the day they
normally occur. However, if the Executive Director finds it necessary, he may
direct some or all employees to report for work on any holiday. Employees who
are required to work on an authorized holiday will be given the opportunity to
take the missed holiday at a later date. Make-up holidays normally will be taken
within the current payroll period; however, all make-up holidays must be taken
within thirty (30) days or the holiday will be forfeited without compensation to
the employee.
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SECTION 9
WORK SCHEDULES AND TIME REPORTING
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9.00
9.01

WORK SCHEDULES AND TIME REPORTING

DEFINITIONS
As used in this section the following defined terms and words shall mean:

9.02

1.

Fair Labor Standards Act of 1938, as amended means the law (Title 29,
U.S. Code of Regulations) established by Congress, to regulate and
control labor practices. This law is enforced by the U.S. Department of
Labor.

2.

Exempt Employee means an executive, administrative or professional
employee, as defined by the Fair Labor Standards Act (FLSA) of the
U.S. Department of Labor. Exempt employees are paid on a salary basis
and are exempt from the overtime provisions of FLSA. Exempt
employees are expected to render necessary and reasonable overtime
services with no additional compensation for time worked beyond the
normal workweek.

3.

Nonexempt Employee means an employee who is subject to the
requirements of the overtime pay provision of the FLSA.

4.

Released Time means any paid leave time, including holidays, that an
employee actually uses during any work week.

OFFICIAL WORK WEEK
The official payroll week for all ATCOG employees is a seven day period
beginning at 12:00 midnight on Tuesday and ending at 12:00 midnight on the
following Tuesday.

9.03

OFFICIAL PAYROLL PAYDAY

9.04

The official payroll payday for compensation purposes shall be every other
Monday resulting in twenty-six (26) paydays per year.
(Rev. 05/28/2015)
WORKING HOURS
Normal working hours are Monday through Friday, 8:00 a.m. to 5:00 p.m., with
one hour for lunch, for a total of 40 hours per workweek. Normal working hours
will be strictly adhered to, however, may be altered by special events such as
noon and/or evening meetings, conferences, holidays, etc.
1.

The Director may set other hours of work or work periods for individuals
or groups of employees if necessary or desirable, but all office
employees will have a set work schedule not to be altered on a daily
basis and/or without specific advance approval.

2.

Unless otherwise authorized, all employees are expected to be punctual
and to report for duty at the beginning of each assigned workday and to
work the full work period established.
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9.05

SCHEDULE ADJUSTMENTS
Adjustments to the normal hours of operation may be made by the Executive
Director in order to better serve member governments or the public.

9.06

NUMBER OF HOURS WORKED
The Executive Director determines the number of hours worked by an employee
for the compensation to be received subject to laws governing pay and working
hours and to the provisions of the budget.

9.07

OVERTIME - GENERAL
The policy of ATCOG is to prevent overtime, whenever possible. However,
nonexempt employees may be required to provide services in addition to normal
hours or on weekends or holidays. Overtime is defined as hours worked in
excess of the allowable number of hours under the Fair Labor Standards Act
(FLSA): 40 hours per seven-day workweek. Under the FLSA, overtime applies
only to nonexempt employees.

9.08

1.

ATCOG is a public employer and is subject to the public employer
provisions of the Fair Labor Standards Act that may differ slightly,
regarding overtime, from those of a private employer.

2.

Procedures will be developed in accordance with the FLSA.

3.

Hours worked in excess of 40 hours in a seven-day workweek will be
compensated with compensatory time off at one and one-half hours times
the overtime hours worked.

OVERTIME AUTHORIZATION
All overtime worked by nonexempt employees must be authorized in advance by
the employee’s supervisor and approved by the Director. Directors may require
that requests for overtime be in writing if desired.

9.09

TIME RECORDING - GENERAL
Employees are required to neatly and accurately record all hours worked and
released time taken on an official Time And Attendance Report (Time Sheet)
provided by ATCOG. Where required, hours credited to particular projects will
be noted accordingly.
1.

Falsification of time sheets or payroll documents will be grounds for
disciplinary action up to and including termination.

2.

Time sheets will be completed on a daily basis in order to maintain an
accurate and comprehensive record of the actual time spent on particular
projects.

3.

Time sheets must be signed by the employee, approved by the Director
and submitted to the payroll department on the last working day of each
pay period.
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9.10

TIME REPORTING - NONEXEMPT EMPLOYEES
In addition to the official Time and Attendance Report, as outlined in the
preceding subsection, nonexempt employees are required to maintain and submit a
payroll “calendar” provided by ATCOG. The purpose of the payroll calendar is to
accurately record the time that an employee begins work, takes a lunch period, and
completes work on a daily basis.

9.11

BREAK PERIODS
ATCOG employees are provided two (2) 15-minute paid break periods per day;
one mid-morning and the other mid-afternoon. Break periods are designed to
allow employees time to get away from the job and to relax and refresh
themselves. Smokers are not allowed additional break periods throughout the
day to smoke. Failure to comply may result in disciplinary action, up to and
including termination.

9.12

LUNCH PERIOD
ATCOG provides an unpaid lunch period of one hour daily. A Director may
adjust this schedule for an individual employee, group of employees, or entire
department, as necessary to meet the needs of ATCOG or its employees.
1.

The one-hour lunch period break is “free” time and the employee may do
with it as he wishes.

2.

Non-exempt employees who remain on premises during the lunch period
are encouraged to use the break room facilities or outside facilities, if
any, to eat lunch. Employees are discouraged from eating lunch while at
their desk. However, if an employee does eat lunch at their desk, they
are prohibited from performing any ATCOG-related work during this
time. Such employees shall be completely relieved of all ATCOG duties
during the lunch period.
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SECTION 10
HEALTH SAFETY AND WELFARE
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10.00
10.01

HEALTH AND SAFETY

SAFETY POLICY
It is the policy of the ATCOG to make every effort to provide healthful and safe
working conditions for all of its employees.

10.02

EMPLOYEE RESPONSIBILITIES
Employees are responsible for conducting their work activities in a manner that is
protective of their own health and safety, as well as those of other employees and
to abide by all applicable health and safety regulations/policies.

10.03

SAFETY SUGGESTIONS
Employees are encouraged to make suggestions to their supervisors for improvements that would make ATCOG a safer or more healthful place to work.

10.04

SAFETY REPORTING
Employees must report immediately to their immediate supervisor any conditions
that, in the employee’s judgment, threaten the health and safety of employees or
visitors.

10.05

10.06

ON-THE-JOB INJURIES
1.

An employee must report every on-the-job health or safety incident, no
matter how minor, to his or her supervisor within 24 hours. The
supervisor is responsible for filing a written accident report immediately
with the Human Resource Office.

2.

Failure to report an on-the-job injury, no matter how minor, is grounds
for disciplinary action.

WORKERS’ COMPENSATION
ATCOG provides workers’ compensation insurance coverage for all employees.
This insurance provides for payment of medical expenses. In addition, this
insurance provides a weekly payment if an employee experiences lost time
starting on the eighth calendar day subsequent to date of occurrence of an on-thejob, work-related injury or illness. A workers’ compensation insurance claim
form must be completed for all reported on-the-job injuries/illnesses.
If an employee sustains a work-related injury or illness, that employee is required
to immediately, but no later than three (3) days, report that injury/illness to the
supervisor, the Human Resources Office, or the Director of Administration.
1.

Medical Attention.
Immediately upon receipt of a workers’
compensation claim, the Human Resources Office will assist the
injured/ill employee in locating an Alliance health care provider for nonemergency/hospital care. The employee may be referred to an Alliance
medical facility or medical professional, or the employee may select a
medical facility or medical professional of his/her choice. If the
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employee chooses a provider for non-emergency care that is not in the
Alliance, the injured/ill worker runs the risk of responsibility for bills
incurred.
2.

3.

4.

Injury Leave. An employee who sustains a work-related injury/illness
will be placed on injury leave provided an attending physician’s
statement indicates the employee is incapable of performing his/her
duties.
a.

Injury leave begins on the first scheduled workday of absence
due to on-the-job injury/illness and continues until the employee
returns to work, his eligibility expires, or the employee is
removed from injury leave coverage by ATCOG.

b.

The duration of injury leave will be in accordance with the Texas
Workers Commission’s rules and regulations.

c.

Injury leave with pay may be terminated at any time without
prior notice. The Executive Director will terminate the injury
leave upon receipt of evidence that the employee, while able to
return to work, has not done so. Violation of worker’s
compensation laws is considered fraud and punishable by fines
and imprisonment.

Compensation.
a.

If an employee sustains a work-related injury/illness which
renders him unfit for performing the duties of the job, and if
accrued sick leave is available, the employee is placed on sick
leave status and receives full pay less legal deductions from
ATCOG for the first seven (7) calendar days of disability.

b.

After the initial seven (7) calendar days waiting period, an
employee with accrued sick leave may elect to supplement his
workers’ compensation payments with sick leave payments from
ATCOG provided the employee has an adequate balance of
accrued sick leave. The supplemental sick leave pay from
ATCOG will be in an amount that, when added to the workers’
compensation payment, equals the employee’s regular “take
home” pay (that is, the employee’s gross salary minus income
tax, social security deductions, and any other deductions that are
not applicable to the workers’ compensation pay).
The
employee must request this option.

c.

An employee receiving workers’ compensation payments does
not accrue vacation or sick leave and is not entitled to receive
holiday pay.

Continuation of Dependent Insurance. When the employee is on injury
leave and no longer receiving regular pay, dependent medical, dental,
and/or life insurance will continue provided the employee continues to
pay the premiums for such coverage on a schedule established by
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ATCOG’s Finance and Accounting office. Dependent coverage will
cease if the employee fails to make timely premium payments.

10.07

5.

Exclusion. Injuries caused by employee horseplay, willful intent and
attempt to injure self or to unlawfully injure another, self-intoxication,
act of God except in certain limited circumstances, or act of a third party
for personal reasons are excluded specifically from coverage by injury
leave with pay.

6.

Reporting Requirements. While on injury leave, the employee must
provide a progress report to the Executive Director each time the
employee sees a doctor for consultation or treatment. Any change in the
employee’s condition that might affect his or her entitlement to workers’
compensation payments must also be reported to the Executive Director.

7.

Return to Service. A written statement from the attending physician
certifying that the employee has been released to return to work and
specifying the type(s) of work he/she is capable of performing, as well as
any limitation(s), must be received by the Executive Director before an
employee may return to work. All employees on injury leave must
return to work after approval of the attending physician. Failure to return
to work when directed will result in appropriate disciplinary action.
Upon receipt of a release to return to work, ATCOG may require the
employee to submit to a medical examination to determine whether the
employee can perform the essential functions of his/her position, with or
without reasonable accommodation. If the employee cannot perform the
essential functions of the position, or if the employee is a qualified
individual with a disability and he or she cannot perform the essential
functions of the position with or without reasonable accommodation, the
employee will be terminated.
ATCOG’s efforts to reasonably
accommodate the employee will be conducted in accordance with
applicable law.

8.

Final Release or Settlement. At the time of final release or settlement of
a workers’ compensation claim, the employee must furnish the Executive
Director with a certificate from the attending physician stating the status
of the employee’s physical condition and an anticipated return to work
date.

DRUG-FREE WORKPLACE
ATCOG IS A DRUG-FREE WORKPLACE. In accordance with Public Law
100-690, Title V, Subtitle D. of the Drug Free Workplace Act of 1988, the
following shall apply.
1.

The unlawful manufacture, distribution, dispensing, possession, or use of
a controlled substance (including inhalants) is prohibited on the premises
of the ATCOG or any of its facilities. In addition, ATCOG prohibits
employees from reporting to work or working in any capacity with
prohibited substances or alcohol in their systems. Employees who
violate this policy will be subject to immediate disciplinary action up to
and including termination.
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10.08

2.

ATCOG employees, as a condition of employment, are required to abide
by the terms of this policy and will notify ATCOG of any conviction for
violation of a drug law occurring in the workplace no later than five days
after the conviction.

3.

ATCOG, in accordance with the Drug-Free Workplace Act, will notify
any federal funding agency, so requiring, within 10 days after receiving
notice under the above paragraph from an employee or otherwise
receiving actual notice of the conviction.

4.

Any employee so convicted will be subject to serious disciplinary action
up to and including termination.

5.

ATCOG will make a good faith effort to continue to maintain a drugand alcohol-free workplace through the implementation of this policy.

6.

The ATCOG may provide periodic drug-free awareness programs for
employees in order to educate them about the dangers of drug abuse in
the workplace. Information regarding drug counseling, drug
rehabilitation, and employee assistance programs will be made available
for each employee.

7.

Random alcohol and drug testing may be conducted for all employees
who are required to drive a vehicle in the performance of ATCOG
business and will be conducted by a contracted testing laboratory.

SMOKE-FREE WORKPLACE
The ATCOG has been designated as a smoke-free workplace. Smoking is not
permitted inside offices occupied by ATCOG, including field offices housed in
buildings that may or may not restrict smoking. In addition, smoking is not
permitted in an employee’s own personal vehicle which is being used for
ATCOG business unless the employee is alone and/or only ATCOG employees
who smoke are passengers. If non-smoking ATCOG employees are passengers,
then smoking will not be permitted. Failure to comply will result in disciplinary
measures.
Note: Due to the carcinogens contained in E-Cigarettes and the toxic agents that
can become airborne through the vaping process, all portions of this policy also
apply to E-Cigarettes.
(Rev. 6/26/2014)

10.09

HIV/AIDS AND RELATED CONDITIONS IN THE WORKPLACE
To meet the requirements of Senate Bill 959, the Human Immunodeficiency
Virus Services Act, enacted by the 71st Legislature of the State of Texas, the
following policy guidelines concerning HIV/AIDS and related conditions within
the workplace were adopted by the ATCOG Board of Directors on March 26,
1992, and implemented into organizational policy as of that date as follows:
1.

ATCOG will treat confidentially all medical information concerning a
diagnosis of HIV/AIDS, and will take every reasonable precaution to
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protect the information for both employees of the agency as well as
clients served through the agency.
2.

ATCOG will not discriminate against any person who may have
contacted HIV/AIDS. Persons with HIV/AIDS infection will be entitled
to the same rights and opportunities as persons with other communicable
diseases.

3.

Employees of ATCOG who are HIV/AIDS infected shall be treated as
any other employee, provided they are able to meet job performance
standards as defined by the official ATCOG job description for the
employee.
Special requests for reasonable accommodations of
HIV/AIDS infected employees will be considered on an individual basis
and may be granted unless the request poses an undue hardship on the
agency.

4.

ATCOG ensures that the policy guidelines adopted herein are consistent
with current information available through the Center for Disease
Control of the United States Public Health Services, and the Texas
Department of Health. ATCOG’s position, based on current scientific
information, is that there is no risk of HIV/AIDS transmission in the
normal work setting. Routine daily encounters with co-workers and
clients pose no risk of transmitting the fragile, blood-borne virus.

5.

ATCOG will provide educational materials to its employees concerning
HIV/AIDS and its transmission. The agency will provide written
information and referral for testing and other services for HIV/AIDS for
employees and clients upon request.

6.

ATCOG will provide its employees with information about health
insurance and other benefits related to HIV/AIDS infection.

7.

ATCOG deems that existing agency civil right procedures are available
to employees who believe they have been discriminated against on the
basis of HIV/AIDS or a related condition.

8.

Employees of ATCOG who require education/information concerning
HIV/AIDS should contact the Human Resources Office.

10.10 VIOLENCE IN THE WORKPLACE
ATCOG is committed to preventing workplace violence and to maintaining a safe work
environment. Given the increasing violence in society in general, ATCOG has adopted
the following guidelines to deal with threats of or actual occurrences of violence during
business hours or on its premises.
All employees, clients, vendors or other visitors should be treated with courtesy and
respect at all times. Employees will behave in a professional manner and will refrain
from fighting, "horseplay," or any conduct that may be dangerous to others or result in a
potential altercation. ATCOG is considered a gun-free workplace and does not allow
unauthorized employees to possess a gun in any ATCOG building. However, Texas law
does allow employees who possess a lawful Concealed Handgun License (CHL) or a
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License to Carry (LTC) to keep those firearms in their personal vehicles while parked on
ATCOG premises or while conducting ATCOG business in their personal vehicles.
ATCOG has a zero tolerance for workplace violence. Any conduct that threatens,
intimidates, coerces, harms or intends to harm another employee, a client, or a member of
the public, while on ATCOG property or while conducting ATCOG business or while
otherwise representing ATCOG, will not be tolerated at any time.
All acts of violence, including threats of violence, are taken seriously and should be
reported as soon as possible to your immediate supervisor or any other member of
management. This includes threats by employees, as well as threats by clients, vendors,
solicitors, or other members of the public. When reporting a threat of violence, you
should be as specific and detailed as possible.
The safety of ATCOG employees is critical and no employee should ever knowingly put
themselves in danger. Employees are to report any suspicious individuals or activities as
soon as possible to a supervisor. If you see or hear a commotion or disturbance near your
workstation, do not try to see what is happening or intervene in the circumstance. If
necessary, call 911 and then notify a supervisor or member of management as soon as
possible. However, in the event you believe you hear gunshots in the building, if possible
you are to immediately exit the building through a window or door not accessible to the
shooter and run. Call 911 to report an active shooter as soon as you are safely out of the
building. [ATCOG employees should follow all instructions given in the training, “How
to Survive an Active Shooter at Work,” with steps that include 1) Run, 2) Hide, and 3)
Fight.]
ATCOG will promptly and thoroughly investigate all reports of threats of or actual
occurrences of violence and of suspicious individuals or activities. The identity of the
individual making a report will be protected as much as is practical, as well as the
identity of the person against whom the report is filed, until the investigation is complete.
In order to maintain workplace safety and the integrity of its investigation, ATCOG may
suspend employees, either with or without pay depending on the circumstances, pending
results of an investigation.
ATCOG encourages employees to bring their disputes or differences with others in the
workplace to the attention of their supervisors or Executive Director before the situation
escalates into potential violence. ATCOG is eager to assist in the resolution of employee
disputes and will not discipline employees for raising such concerns. Further, employees
are protected from retaliation for any report of improper activity in the workplace that is
made in good faith, even if the investigation reveals that no wrongdoing has occurred.
Any employee determined to be responsible for threats of violence or other conduct that
is in violation of these guidelines will be subject to prompt disciplinary action, up to and
including termination of employment. Any employee determined after investigation to
be responsible for actual violence at the workplace will be terminated. Additionally,
violations of this policy will also be reported to the appropriate authorities when
warranted and, therefore, may be subject to civil and/or criminal charges or penalties.
(Eff. 2/25/2016)
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10.11

GUN-FREE WORKPLACE
The ATCOG has been designated as a gun-free workplace. Concealed guns are
not permitted inside offices occupied by ATCOG, including offices housed in
buildings that may or may not restrict carrying of concealed guns. Violations of
this policy may result in immediate termination, dependent upon the
circumstances and at the discretion of the Executive Director. Also, any
employee who has personal knowledge of a gun in any work office must
immediately report it to their supervisor or may also face disciplinary action, up
to and including termination.

10.12 USE OF SEAT BELTS
Employees are required to wear seatbelts at all times in any ATCOG
owned or rented vehicles or in personal vehicles while conducting
business on behalf of ATCOG. Failure to wear seat belts may result in
denial of insurance in the case of an accident, resulting in financial loss
and damage or injury liabilities to ATCOG. Failure to wear seat belts
while conducting ATCOG business is a serious offense and may result in
disciplinary action, up to and including termination.
10.13 USE OF CELL PHONES WHILE DRIVING
Employees who are driving ATCOG-owned or rented vehicles or their
personal vehicles while conducting business on behalf of ATCOG are
discouraged from talking on their cell phones while driving. Text
messaging by employees who are driving any vehicle while conducting
business on behalf of ATCOG is strictly prohibited for health, safety and
liability reasons. Texting while driving will not be allowed under any
circumstances. Violations of this policy will not be tolerated and will
result in disciplinary action, up to and including termination.
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SECTION 11
USE OF ATCOG PROPERTY
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11.00
11.01

USE OF ATCOG PROPERTY

GENERAL POLICY
It is the policy of ATCOG to provide each employee with all reasonable and
necessary equipment to adequately perform their job. In so doing, ATCOG
expects each employee to maintain ATCOG equipment and property in good
order and to observe safe work practices.

11.02

11.03

USE OF TOOLS, EQUIPMENT, AND PROPERTY
1.

Employees who are assigned tools, equipment, or any other ATCOG
property are responsible for them and for their proper use and
maintenance.

2.

ATCOG property, materials, supplies, tools, or equipment may not be
used for personal or political use.

USE OF BUILDINGS AND PREMISES
Use of ATCOG buildings and premises by employees shall be in compliance
with law and with ATCOG policies regarding authorized uses.

11.04

EQUIPMENT POLICY
Purchases and/or procurement of ATCOG equipment must be approved by each
program manager, director, and the Information Technology Manager. For
information regarding equipment, please refer to Section 3.19 USE OF
ELECTRONIC DATA.

11.05

CREDIT CARD POLICY
It is the policy of ATCOG to maintain credit cards to be used specifically and
exclusively for the purpose of conducting essential ATCOG business. The
designated custodian of all ATCOG credit cards is the Finance Manager, as
directed by the Executive Director. The Finance staff will monitor the use of
credit cards through payment of monthly invoices. Receipts for purchases will be
given to the Finance staff to help reconcile the invoices prior to payment.
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SECTION 12
DISCIPLINE
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12.00
12.01

DISCIPLINE

GENERAL
Employees of ATCOG serve at-will and, within provisions of state and federal
law regarding public employment, can be terminated at any time, with or without
notice, for any lawful reason or for no reason. Examples of employee actions
that may result in disciplinary action include, but are not limited to, the
following:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

12.02

Insubordination; failure to follow or respond to a direct legal order;
Absence without leave including absence without permission, failure to
notify a supervisor of sick leave, and repeated tardiness or early departure;
Endangering the safety of the employee and/or other persons through negligent or willful conduct;
Use of alcohol or drugs while on duty or on ATCOG property;
Involvement with alcohol or drugs in the workplace in violation of ATCOG’s
Drug-Free Workplace Policy;
Unauthorized use of public funds or property;
Illegal or unauthorized email, internet or social media use;
Conviction of a felony;
Conviction of official misconduct, oppression, or perjury;
Falsification of documents or records;
Unauthorized use of official information or unauthorized disclosure of
confidential information;
Unauthorized or abusive use of official authority;
Violation of the General or Sexual Harassment Policy;
Incompetence or neglect of duty;
Disruptive behavior which impairs the performance of others; or
Violation of any of the requirements of any policies contained in this
Manual.

TYPES OF DISCIPLINE
The Executive Director, or his designee, may take disciplinary action against an
employee at any time, to include termination. The broad objective of discipline
is to motivate employees to conform to acceptable standards of conduct and to
prevent prohibited activities. Discipline is a part of the daily responsibility of
supervisors and not merely the action taken at times when an employee deviates
from acceptable forms of conduct. The supervisor’s most effective means of
maintaining discipline is through the promotion of cooperation, sustained good
working relationships, and the self-discipline and responsible performance
expected of mature employees.
ATCOG may use any of the following types of discipline at any time:
a. Counseling
b. Suspension Without Pay for a Period of up to 3 Days
c. Termination
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12.03 ADMINISTRATION OF DISCIPLINE
The Executive Director or the appropriate supervisor may determine to discipline
an employee by using counseling or suspension without pay. However, in all
instances wherein termination is the type of discipline to be used, the Executive
Director must either initiate the termination or must approve the termination at
the recommendation of the supervisor. Only the Executive Director has authority
to terminate, such authority being granted in the ATCOG Bylaws by the
governing Board of Directors.
If the type of discipline used is either counseling or suspension without pay, the
discipline will be documented on the “Discipline Documentation Form.” A copy
of the discipline notice will be given to the employee and a copy will be placed in
the employee’s personnel file in Human Resources.
If the type of discipline used is termination, the appropriate termination
paperwork will be completed with the employee in the Human Resources Office.
The severity of the discipline used against any employee depends upon the nature
of the infraction. However, termination may be used at any time, regardless of
whether an employee has previously received a less severe form of discipline for
any infraction.
NOTE: At all times, discipline will be administered in as fair and consistent a
manner as possible to all employees.
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SECTION 13
SEPARATIONS
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13.00
13.01

SEPARATIONS

TYPES OF SEPARATIONS
All separations of employees are designated as one of the following types:

13.02

•

Resignation;

•

Reduction in Force;

•

Termination;

•

Retirement;

•

Disability; or

•

Death.

RESIGNATION
ATCOG is an at-will employer and as such employees are not required to
provide advanced notice of intent to resign. However, ATCOG requests that an
employee who intends to resign provide his supervisor with 10 working days’
advance notice of the resignation. The supervisor shall immediately notify the
Human Resources Office.

13.03

REDUCTION IN FORCE
An employee may be separated when his or her position is abolished, or when
there is either a lack of funds or a lack of appropriate work. When reductions in
force are necessary, decisions on individual separations will be made after
considering (1) the relative necessity of each position to the organization, (2) the
performance record of each employee, (3) transferability of the employee’s skills
to remaining positions with the ATCOG, and (4) the employee’s length of
service with the ATCOG.
In the event a RIF occurs that necessitates a forced reduction in hours for
employees from full-time to part-time, those part-time employees will remain
eligible to accrue sick and annual leave on a pro-rated basis dependent upon the
hours they work. They will also receive retirement benefits as long as they work
an average of 20 or more hours weekly.
(Rev. 8/27/2015)

13.04

TERMINATION
All employees are employed at will and, within the limits of state and federal law
applying to public employment, may at any time during their employment, be
terminated with or without notice, for any lawful reason or for no reason.

13.05

RETIREMENT
An employee may decide to separate employment for the purpose of retiring
from the workforce. Employees shall notify the supervisor or Human Resources
Office of their intent to retire as soon as possible (See Exception 13.08c). Upon
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retirement, employees will no longer be eligible for benefits, to include
employer-sponsored medical, dental and life insurances, nor will they will be
paid for any accrued sick leave. They will be paid final wages to include any
accrued annual leave and comp time if applicable, and will be eligible for the
vested percentage of funds in their Money Purchase Pension Plan.
13.06

DISABILITY
In cases of long-term disability where an employee is unable to return to work for
a period of time which would cause an undue hardship to the ATCOG to hold the
position open, and if no position is available which the employee could perform
with a reasonable accommodation by the ATCOG, the employee will be
separated from employment with the ATCOG.
[Legal reference: U.S. Americans with Disabilities Act of 1990 (ADA) and
ADA Amendments Act of 2008 (ADAAA).]

13.07

DEATH
In the event an ATCOG employee dies, his or her estate receives all pay due and
any earned and payable benefits as of the date of death. ATCOG will take
necessary legal action to collect any outstanding monies owed by a deceased
employee.

13.08

CALCULATION OF SEPARATION PAY
1.

Upon separation from ATCOG employment, an employee who has
completed the introductory period will be paid for accrued and unused
vacation leave up to the maximum allowable accumulation limit.

2.

Payment for such leave balances will be calculated in the following
manner:
a.

The total work time and allowable vacation (see section on
“Annual Leave” to determine allowable vacation) and
compensatory leave time (for nonexempt employees) will be
calculated as the total number of hours for which compensation
is due times the employee’s hourly rate. Any amount paid for
unused vacation or compensatory time will be based on the
hourly rate in effect for the employee at the time of termination.

b.

Compensatory time which has been entered and carried on a
nonexempt employee’s records at one or one and one-half times
the number of hours worked will be paid at the employee’s
regular straight-time rate for the total number of hours on the
employee’s compensatory time record. Since the compensatory
time was recorded at one or one and one-half times the number
of hours worked, the payment for these hours is equivalent to
time and one-half pay for the hours actually worked.

c.

Unused sick leave shall be canceled upon termination of
employment, and the employee shall not be compensated for it.
Employees who submit a letter of intent to resign or who
verbally notify their supervisor of their intent to resign are not
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eligible for any sick leave benefits from the date the letter is
received by his/her supervisor through the last date of
employment. Note: This policy does not apply to employees
who submit a letter of intent to retire due to the length of time
needed to replace tenured employees. See Paragraph 6.14 for
exception to this policy.
13.09

DOCUMENTATION OF SEPARATIONS
Reasons for a separation are documented in writing. In a case where an
employee resigns, he or she writes a letter or memo stating the reason(s) for and
date of the resignation. In cases where the employee does not give a written
notice, the supervisor and/or the Executive Director, or his or her designee,
documents the reason(s) for the separation. This may be done by letter or memo,
but in any case, a Personnel Action Form must also be completed. This form is
signed by the Director and the Executive Director. The original is kept in the
employee’s personnel file, and a copy is given to the employee. This
documentation is important and may be instrumental in determining the
ATCOG’s liability, or lack of liability, for unemployment insurance costs.

13.10

CONTINUATION OF GROUP INSURANCE
Public Law 104 utilizes the same rules and regulations as set forth in the
Consolidated Omnibus Reconciliation Act of 1985 (COBRA), and provides that
public entities must offer continuation of coverage to qualified individuals with
the option of continuing group health and dental insurance coverage, under
specified conditions and at the individual’s full expense, beyond the date which
the insurance would otherwise terminate. Information regarding the continuation
of these benefits is provided by the current insurance carrier to all terminating
employees.
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GRIEVANCES
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14.00
14.01

GRIEVANCES

GENERAL POLICY
It is the policy of ATCOG, insofar as possible, to prevent the occurrence of
grievances and to deal promptly with those that occur.

14.02

GRIEVANCE FILING
A grievance may be filed by an aggrieved employee on one or more of the
following grounds:

14.03

1.

improper application of rules, regulations, and procedures (but not the
rules, regulations, and procedures themselves);

2.

unfair treatment;

3.

discrimination based on race, religion, color, sex (including sexual
harassment), age, disability, or national origin;

4.

improper or inequitable application of benefits; or

5.

unreasonable working conditions.

FINAL AUTHORITY
Grievances can be appealed from the employee’s supervisor to the Division
Director (if appropriate), to the Executive Director. For consideration by the
Board of Directors, reference paragraph 3.11, #3.

14.04

GRIEVANCE POLICY/PROCEDURES
The Executive Director has developed and implemented such procedures as
necessary to insure a swift response and equitable handling of employee
grievances, as follows:
STEP 1.
1.

An employee who has a grievance on one or more of the grounds listed
above in Section 14.02 shall first present the grievance in writing to his/
her immediate supervisor. Step 1 will only be utilized if there is a
supervisory level between the employee and the Director.

2.

Within five (5) working days after receiving a grievance from an
employee, the supervisor shall set a date and time to discuss the
employee’s grievance. The supervisor will ask questions and listen
carefully to arrive at a full understanding of the employee’s point of
view. If the supervisor and employee can arrive at a resolution of the
complaint, the supervisor will prepare a memo within five (5) working
days and include the following:
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a.
b.
c.
d.
e.

Name of employee;
Summary of employee’s grievance & attach copy of written
grievance;
Date of discussion;
Other people present at the meeting, if any;
And, resolution offered.

3.

The supervisor will incorporate a statement in the memo that reads, “I
hereby acknowledge that I am satisfied with the resolution of my
grievance as stated in this memo and wish no further consideration.”
The aggrieved employee will be asked to sign and date the statement.

4.

If no agreement can be reached, the aggrieved employee must provide a
written statement defining the basis for them not having reached an
agreement, a copy of which is given to the employee and a copy will be
placed in the employee’s personnel file.

5.

If no resolution is reached, the supervisor will prepare a memo within
five (5) working days of the discussion, containing information set forth
in para 2 above, except that under “e. Resolution,” the supervisor will
summarize the resolution offered, note that there was no agreement, and
include any responses by the employee as to why the offered resolution
is unacceptable. The memo will advise the aggrieved employee that
he/she can request a further review by the appropriate Director within
five (5) working days of the date of the memo.

STEP 2.
1.

If no resolution is reached in Step 1, an employee requesting a Step 2
review must do so within five (5) working days after receipt of memo in
Step 1 above. The request for Step 2 review must be in writing, the
information must be specific in nature with a statement of the specific
corrective or remedial action requested, and the employee’s reasons why
resolution could not be reached at the supervisor level.

2.

Upon receipt of a request for Step 2 review, the Director shall:
a.

Make a determination on merits of a further review based upon
the following criteria that must be demonstrated by the
employee:
(1)

Significant relevant factors were not considered by the
Supervisor; and/or

(2)

Supervisor has a conflict of interest and/or personal
stake in the outcome of this decision; and/or

(3)

A policy or procedural violation or error has occurred,
affecting the Supervisor’s decision; and/or

(4)

Harm to the employee has been done that must be
addressed or rectified; and/or
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(5)

The decision or proposed resolution offered is inherently
biased or prejudicial to the employee or violates other
ATCOG policy or a state or federal law.

b.

If merited, schedule a meeting within ten (10) working days
from date of receipt of request for Step 2 review to consider the
grievance;

c.

Notify aggrieved employee in writing of date, time, and place;

d.

Notify aggrieved employee of the opportunity to amend the
grievance prior to the Step 2 meeting by submitting any
proposed amendment in writing. However, the amendment will
include only new information relative to the initial complaint
that may have been discovered after the complaint was filed, and
their perceived justifications for further consideration or review.

e.

Advise the aggrieved employee to submit the name(s) of
person(s) whom the employee feels has information or
knowledge relevant to the complaint and whose attendance the
employee considers necessary for a fair determination on the
issues.

f.

Documentation that supports the employee’s allegations of error,
omissions, or conflict of interest by the Supervisor.

g.

Convene the meeting on the appointed date and listen carefully
to the employee, supervisor, and all others having relevant
information to share, to attempt to arrive at a full understanding
of the employee’s point of view, ask questions, and gather and
record any information available.

h.

Ascertain if the aggrieved employee and his/her supervisor have
presented all the facts, data, etc., bearing on the grievance that
the employee and all relevant persons wish to present.

i.

Advise the aggrieved employee that he/she will receive the
decision in writing not later than ten (10) working days after the
Step 2 meeting.

j.

Issue a decision within ten (10) working days to the employee
and his/her supervisor after the Step 2 meeting. The memo
should include notification to the aggrieved employee that if he/
she is not satisfied with the decision, a request for review by the
Executive Director should be submitted in writing within ten
(10) working days after receipt of the Director’s decision. Such
request must include adequate justification to substantiate further
review.

k.

The Director will ask the employee to sign and date the
following statement, “I hereby acknowledge that I have received
a copy of this memo and have been advised of my right to
request a review by the Executive Director.”
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STEP 3.
1.

If the employee feels the decision rendered by the Director was in error,
the employee may submit a written request within ten (10) working days
after receipt of the Director’s decision asking for review by the
Executive Director. Such request must include a statement by the
employee supporting their contention that the Director significantly erred
in judgment or determination sufficient to merit further review or
consideration of the grievance.

2.

Upon receipt of a request for review by the Executive Director, the
Executive Director shall make a determination on the merits of further
review based upon the following criteria:

3.

4.

a.

Evidence that all prior reviews failed to consider substantive,
relevant information favorable to the employee; and/or

b.

That previous reviewers had a personal stake in the outcome of
their decision beyond those appropriate to the interest of the
agency or their position; and/or

c.

That significant mitigating circumstances served to foster an
inappropriate, unfair, prejudicial or unacceptable resolution;
and/or

d.

That the issue(s) involved can only be resolved by the Executive
Director.

If the grievance merits further consideration, the Executive Director will
schedule a meeting within fifteen (15) working days from date of receipt
of request for a Step 3 meeting to consider the grievance.
a.

Follow steps 2. c. through 2. i. above for procedures for Step 3.

b.

Issue a decision in writing to the aggrieved employee within ten
(10) working days after Step 3 meeting date.

c.

The Executive Director will ask the employee to sign and date
the following statement, “I hereby acknowledge that I have
received a copy of this memo.”

d.

ALL decisions by the Executive Director are final except in
exigent circumstances shown below in 4.

Only those grievances reflecting conditions as follows shall be heard
beyond the Executive Director.
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a.

Grievances directly against the Executive Director that involve
allegations of wrong doing or discrimination based on race,
religion, color, sex, ethnic or national origins, age, or disability;

b.

Grievances in which the Executive Director determines there are
significant charges or issues that may prove embarrassing to
ATCOG that the Board of Directors needs to be made aware of
or consider;

c.

Grievances where serious physical or mental injury has been
demonstrated by the employee that may require mitigation or
compensation.

APPEAL TO THE EXECUTIVE COMMITTEE/BOARD OF DIRECTORS
1.

If one or more of the above circumstances are evident, the aggrieved
employee may request consideration by the Board of Directors.

2.

This request must be submitted in writing to the Executive Director
within ten (10) working days after receipt of decision of Executive
Director.

3.

The Executive Director shall determine if the matter warrants the Board
of Directors or Executive Committee review and will inform the
employee of his decision in writing within ten (10) working days from
the date he received the aggrieved employee’s request.

4.

If the grievance merits the authority of the Board of Directors, the
Executive Director will forward the entire grievance file to the President
of the Board of Directors for the Board’s consideration and will notify
the aggrieved employee of such action.

5.

If the Executive Director determines that an employee’s issue does not
warrant authority of the Board of Directors, the employee may make a
request to the President of the Board of Directors to appear before the
Board.

RULES FOR APPOINTING, CONVENING, AND CONDUCTING A
GRIEVANCE HEARING BY THE BOARD OF DIRECTORS
1.

2.

Within fifteen (15) working days of receiving a request for review, the
Board of Directors may take one of the two below actions:
a.

Review the grievance file, consider the evidence offered, and
render a decision in writing to the aggrieved employee as to the
merits of the grievance

b.

Set a date and time to hear the employee’s grievance and notify
the aggrieved employee of such date, place and time.

It is the responsibility of the ATCOG Board President to appoint a
committee of a minimum of three (3) and maximum of five (5) members
of the Executive Committee to serve on the hearing panel. Having
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determined their willingness to serve, as well as any conflicts of interest
that might interfere with their deliberations, the president shall convene
an initial meeting and conduct an election of a Chair among the
committee’s members. The process to be followed is below:
a.

All employee grievance hearings will be conducted in closed
executive session consistent with provisions of the Texas Open
Meeting Law, Section 2(a),(e),(g) and (j) allowing for such.

b.

The President shall review the employee grievance with the
Hearing Panel, including the results of all previous reviews and
charge the Panel with their duties, including a deadline for
reporting their findings to the Board of Directors.

c.

The President shall then formally transfer the case file to the
Chairperson and arrange for appropriate legal counsel and a
hearing recorder.

d.

The Chair shall convene all subsequent hearing sessions and
facilitate all deliberations.

e.

The Chair shall approve and call all witnesses, receive all
subsequent documentation, and in every manner control the
proceedings.

f.

The aggrieved employee shall be allowed opportunity to first
present their case and have at least one rebuttal or clarification of
any evidence or testimony presented. The opposition shall in
turn be allowed to present any opposing views, clarifications, or
rebuttals deemed necessary and appropriate.

g.

The aggrieved employee may present evidence, documentation,
etc., germane only to the grievance being heard.
The
introduction of additional charges, allegations, or issues not
previously presented shall not be allowed.

h.

Each grievance, allegation, and/or issue raised as part of the
grievance will be disposed of separately. Decisions and
settlements shall be rendered addressing each issue, allegation,
and/or charge separately.

i.

The Hearing Panel shall record and reports its findings and
recommended actions to the Executive committee of the Board
for formal, official action in open session. All recordings of
proceedings will be sealed and stored in a safe, secure location
and shall be transcribed only under court order per rules of
evidence Texas Code and AG Opinion JM-995 (1988), V.T.C.S.
ART 6252-17, 2A(f).

j.

The decision of the Board of Directors will be final. After final
resolution of a grievance, the entire file will be sent to ATCOG
HRO for filing.
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14.05

VIOLATIONS OF GRIEVANCE POLICY/PROCEDURES
Cordial relations between ATCOG Board members and employees are
encouraged. Employees are further encouraged to advise Board members
regarding the status of their programs and to clarify any issues or questions they
may have regarding the operation of such programs. Assisting Board members
to gain and maintain a sound understanding of the agency, its programs, and its
services is highly desirable.
However, it is a serious violation of policy for any employee to initiate a
grievance, to seek favors or favorable consideration, or to solicit personal support
by directly contacting a member of the ATCOG Board of Directors on any matter
of a personal nature – whether such contact is on the basis of friendship, family
relations, prior employer relationship, ethnic, racial, religious, political or any
other affiliation. Such Board contact is viewed as a serious breach of both policy
and ethical conduct, unproductive to the employee/employer relationship and
contrary to effective personnel management.
The imposition of an employee’s personal or work-related grievance, or any
request for favors or favorable consideration by an individual Board member, has
a number of adverse consequences for the agency, its administration, the Board,
and the staff. Therefore, it will not be tolerated, and violations of the grievance
policy and procedures will result in immediate termination.
1.

The Board’s role is to establish and define policy. It is the responsibility
of the Executive Director and management staff to abide by and
implement the Board’s policy.

2.

Premature involvement in personnel matters by Board members has the
potential of eroding effective personnel management by administration
and may create additional unnecessary conflict between the Board
member, individual staff members, and the aggrieved employee.
Further, should two or more employees take their grievance to different
Board members, this can create conflict among the Board, potentially
pitting one against another, thus eroding their future effectiveness in
dealing fairly with staff. Further, such conduct will adversely affect the
employee’s interest and consideration on some personnel matters.

3.

It places a Board member in an awkward and often embarrassing
position. When contacted by a staff member outside the defined
grievance process, they are not, at this point, prepared to take action
since they have insufficient facts regarding the circumstances or
conditions of a situation presented to them. Further, it is unfair to expect
the Board member to take the side of one employee against another while
having only one, or at least a limited, perspective to consider. Such
actions may have a further consequence of creating an unfair advantage
for one employee over another and the imposition of disciplinary
sanctions on both employees when only one may have been wronged
initially.
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4.

Personnel management must be administered fairly and impartially and
should never be allowed to become a political issue, nor one based on
partiality or favoritism. All employee performance must be evaluated
against results produced in the best interest of the agency, its clients, and
its member governments, not on personalities or politics.

This issue is of grave seriousness and it is necessary to abide with established
procedures. Duplicity in attempting to manipulate Board members to your
advantage will not be tolerated nor ignored.
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SECTION 15
JOB DESCRIPTIONS
AND
PERFORMANCE EVALUATIONS
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15.00
15.01

JOB DESCRIPTIONS AND PERFORMANCE EVALUATIONS

JOB DESCRIPTIONS
Each Director will establish and periodically review an official job description
for each regular full-time, part-time, or temporary position within the
organization. Job Descriptions on new positions will be developed and submitted
to the Executive Director for approval with a recommendation for competitive
level. Job descriptions will identify both the Essential and Non-Essential
(Marginal) Functions of the job, as well as the necessary qualifications; i.e.,
education, knowledge, skills and abilities.

15.02

REQUESTS FOR CLARIFICATION
In the absence of any request for clarification, each employee is considered to
understand the responsibilities assigned to the position which he or she occupies.
At hire or at any time an employee changes positions, he/she will sign the job
description verifying their ability to perform the essential functions of the
position with or without reasonable accommodation.

15.03

EMPLOYEE PERFORMANCE EVALUATIONS
The Executive Director will implement a system to subjectively evaluate every
employee’s job performance at regular intervals.
1.

Employee job performance evaluations shall be conducted as follows:
a.

At the end of the first six months following initial hire date and
again at the end of nine months (unless the introductory period is
lifted in six months).

b.

At the end of the first six months following the date an employee
assumes a new position within the organization and again at the
end of nine months (unless the introductory period is lifted in six
months). For example, when an employee is assigned duties not
previously included in their current position, or when an
employee is selected for promotion to a higher grade, etc.

c.

On the first anniversary date following the last introductory
period evaluation (at 6 or 9 months).

d.

Each year thereafter, receipt of which is due no later than
January 31st each year.

e.

An evaluation can be performed at any time at the request of the
supervisor, either when the supervisor deems job performance
warrants a merit increase or notices a significant decline in the
quality of job performance. Note: An evaluation is necessary for
recommendation of a merit pay increase.
(Rev. 12/11/2014)

103

2.

Every employee performance evaluation shall be in written form.

3.

The employee’s immediate supervisor shall conduct the evaluation and
the results will be discussed with the employee.

4.

Each employee will be given the opportunity to respond, in writing, to
any portion of the evaluation. Such response, if any, will become a
permanent part of the evaluation.

5.

The Executive Director may review employee performance evaluations.
The Executive Director shall have the authority to accept or reject and/or
make written comments to the evaluation.

6.

Employee performance evaluations will become a permanent part of the
employee’s personnel record.
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SECTION 16
PERSONNEL FILES
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16.00
16.01

PERSONNEL FILES

GENERAL
The Human Resources Office shall maintain a record of employment for each
employee of ATCOG as follows:

16.02

1.

Personnel File that may include, but not be limited to, applications,
action notices, performance evaluations, commendations, certificates,
disciplinary notes, formal disciplinary action documentation, etc.

2.

Separate Personnel File which contains personal information such as W4, home address, home phone, insurance and beneficiary information,
etc.

3.

A separate medical records file will be maintained in addition to regular
personnel records. Such medical records will contain only information
regarding an employee’s medical profile, condition(s) or disabilities, if
any. Medical files are confidential and shall be reviewed only on a needto-know basis as determined by the Executive Director.

4.

Information in an employee’s personnel file is public information and
must be disclosed upon request unless specific items are excepted from
disclosure by law. No information from any record placed in an
employee’s file will be communicated to any person or organization
except by the Executive Director or by an employee authorized to do so
by the Executive Director.

DISCLOSURE OF ADDRESSES AND TELEPHONE NUMBERS
Each employee may choose whether ATCOG discloses the employee’s home
address and telephone number to the public on request. If a new employee does
not request confidentiality within the first 14 days of employment, the home
address and telephone number on file are considered public information.
However, employees may change their election for disclosure or confidentiality
at any time.
(Legal reference: Texas Government Code, Chapter 552)

16.03

REVIEWING PERSONNEL RECORDS
An employee or representative, designated in writing, may examine the
employee’s personnel file upon request during normal working hours in the
Human Resources office.
1.

Personnel files must be reviewed in view of the Executive Director or his
designated representative.

2.

Personnel files may not be removed from the control of the Human
Resources Office.

3.

Employees may be furnished copies of excerpts from their personnel
records. A minimal cost of copying may be charged the employee.
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16.04

SUPERVISOR’S ACCESS TO PERSONNEL RECORDS
At the discretion of the Human Resources Office, a management staff member
may have access to the personnel file of an employee under their supervision for
the purpose of handling personnel matters. Management personnel may not add
or delete any information from the personnel records while in their care and
custody without the expressed written authorization of the Executive Director.

16.05

CHANGES
Employees are required to inform the Human Resources Office, immediately, of
any changes in or corrections to information recorded in their individual
personnel files such as home address, telephone number, person to be notified in
case of emergency, or other pertinent information.

16.06

PERSONNEL ACTION FORM
The Personnel Action Form is the official document for recording and
transmitting to the personnel file each personnel action. The Personnel Action
Form is completed on the employee’s first day of work and a new form is
prepared when there is any change in his or her status which relates to
employment or benefits. Each Personnel Action Form becomes a permanent part
of the employee’s personnel file, and a copy is given to the employee each time
an action occurs.

16.07

LEAVE RECORDS
Official records of vacation leave and sick leave accrual and of leave usage are
kept for each employee by the Finance Manager or designee. Leave records are
updated at the end of each payroll period. Leave balances are shown on the
official record to reflect any remaining leave to which an employee is entitled.

16.08

INFORMATION REQUESTS AND EMPLOYMENT REFERENCES
If employees wish ATCOG to verify information requested by outside sources
for credit or other purposes, a release form with the employee’s signature must
accompany the request.
Employment references on former employees will be provided by Human
Resources only as follows:
1.

References with Written Approval: Salary history, job chronology and
performance information may be released with written approval of the
employee or ex-employee. This information will be released in writing
and a copy retained in the employee’s personnel file.

2.

Telephone Inquiries: Information will be verified by human resources
via telephone (after a reasonable caller identification) but will be limited
to the following:
*
*
*

date of hire and date of separation
job title(s)
confirmation of salary stated by caller
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3.

If the request for information is in writing, salary information will be
verified in addition to the above. This verification will be in writing and
a copy retained in the employee’s file.
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SECTION 17
TRAVEL AND SUBSISTENCE
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17.00
17.01

TRAVEL AND SUBSISTENCE

GENERAL
ATCOG will reimburse employees for necessary, reasonable and documented
travel expenses incurred while performing their duties or while on official
ATCOG business that complies with approved procedures. Note: Wherever
this policy states receipts are required for reimbursement, meals are always
excluded.
1.

Employees shall be entitled to transportation, accommodations, and other
services which are reasonable and necessary and meet adequate quality
standards for convenience, safety, and comfort. Travelers shall,
whenever possible, use the most economical accommodations and mode
of transportation which meet reasonable requirements. Employees
engaged in necessary and authorized travel to conduct ATCOG business
will be reimbursed for allowable costs and documented expenses
necessary to conduct the business of ATCOG. Reimbursable expenses
generally will be for lodging, parking, tolls, and taxi, and meals if an
overnight stay is required. Original receipts, or a certification of expense
explaining why a receipt was not available, must accompany any request
for reimbursement.

2.

Expenses which are not allowed under the terms of grants, contracts, or
agreements ATCOG has made with other agencies will not be
reimbursed.

3.

Where travel expenses exceed state or federal grant or contract
limitations, the respective agency and, thus, ATCOG will only reimburse
to specific limits or may deny payment entirely to employees who have
received a written warning within a 6 months period for failure to submit
travel expense vouchers on a timely basis, or employees who file for
travel reimbursement after a program has been closed out.

4.

ATCOG reserves the right to audit, review, investigate, or otherwise
scrutinize any questionable request for travel reimbursement and delay or
deny payments of same if such request is suspected or shown to contain
fraudulent information, mathematical errors, or is not in conformance
with reimbursement policies and procedures.

5.

Coordination of travel must occur when two or more employees are
traveling on the same dates with the same itinerary to conduct ATCOG
business in a personally owned or leased motor vehicle. Mileage to meet
or pick up other employees may be reimbursable. Also, the travel
voucher should state why the number of travelers was needed to conduct
official ATCOG business.
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17.02 DAY TRAVEL
1.

Day travel will be by the employees’ personal vehicle or other
employee-provided mode of transportation and mileage will be
reimbursed at a rate up to the Internal Revenue rate for the average
per mile cost of operation, unless otherwise specifically mandated
by contract or funding agency. Any exception will be on a caseby-case basis and must be preapproved by the Executive Director.
ATCOG will not reimburse for meal expenses unless an overnight
stay is required.

2.

Travel between an employee’s residence and ATCOG office (or
place where employee normally offices) is not eligible for
reimbursement. However, an employee who leaves his residence
en route to another point, not his usual or customary reporting
point or office, shall be reimbursed mileage for the lesser of either
distance from the employee’s residence to point of destination or
from normal office or work site to point of destination.

3.

When two or more employees travel in a single automobile, only
the employee whose vehicle is being utilized will receive mileage
reimbursements.

4.

Employees may request and, if approved, receive an advance for
day travel. See Section 17.08, TRAVEL ADVANCES.

17.03 DAY TRAVEL EXPENSE REPORT
Employees will document all Day travel expenses by completing the Day Travel
Expense Report at the conclusion of each trip in accordance with the following
procedures. Reimbursement of travel expenses must be approved by the
appropriate Manager, Director and/or the Executive Director.
1.

Any travel completed in one day does not require prior approval other
than from the immediate supervisor/manager or director. However,
supervising personnel may require the preparation of monthly itineraries
in order to monitor travel for necessity, efficient scheduling, and cost. (If
overnight travel is required, please refer to Section 17.04 for
instructions.)

2.

Employees will submit a completed Day Travel Report form to the
Finance Office a minimum of once each month for reimbursement of
known travel expenses. The green Day Travel Report form is to be used
for reimbursement of Day travel expenses, except those involving cash
advances, and should be completed as follows:
a.
b.
c.

Name and address of traveler;
Period covered by this report;
Comments;
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d.

e.

f.
g.
h.
i.
j.

k.
17.04

List actual expenses under the actual column for transportation
and other expenses individually identified (See Travel Expense
Provisions) and attach all original expense receipts and
documentation;
For transportation mileage reimbursement, complete the back
page information for dates involved, miles, point-to-point
odometer readings and the section on destination and purpose,
and list the total miles on the front page under Expenses: a.
Transportation;
Total all actual expenses and put under total expense;
Traveler shall sign the form;
Traveler’s supervisor shall review and sign the form;
Required approval shall be obtained;
Enter project codes to which expenses are to be charged and the
amount to be charged to each project;

Submit form with appropriate approval(s) and attachments
to the Finance Accounting Assistant.

OVERNIGHT TRAVEL
ATCOG will reimburse employees who travel overnight for reasonable and
necessary expenses allowable in accordance with this policy.
1.

All overnight travel must be pre-approved utilizing an Overnight Travel
Expense form regardless whether a cash advance is requested or not.

2.

Overnight travel may be by either private or commercial transportation;
however, the mode will be at the discretion of the appropriate Manager
or Director.

3.

Commercial air transportation will be reimbursed based on the most
economical fares available.

4.

Overnight travel by personal vehicle will be reimbursed at the lesser of
actual mileage at current ATCOG mileage or the actual cost of airfare at
the most economical fares available.

5.

Commercial bus/train transportation will be reimbursed based on the
lesser of the actual bus/train fare or actual mileage at current ATCOG
mileage rates, or the most economical fares available.

6.

Auto rental in conjunction with commercial air transportation must be
approved in advance of scheduled travel date and will be reimbursed on
an actual cost basis.

7.

Auto rental, when used as the primary means of transportation, shall be
approved in advance and will be reimbursed at the lesser of actual rental
cost or the cost of airfare at the most economical fare available. In such
instances, when more than one staff person travels by the same
automobile, mileage expense will be reimbursed to the staff person
incurring said expense.
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17.05

OVERNIGHT TRAVEL EXPENSE REPORTS
1.

Overnight travel must be pre-approved by completing an Overnight
Travel report form. An Overnight Travel form must be submitted
regardless whether or not a cash advance is requested.

2.

The traveling employee must submit an Overnight Travel report
documenting actual expenses as soon as possible. Failure to do so will
result in employees not being reimbursed for their expenses.

3.

Fill in the Overnight Travel Form as follows (Do NOT separate the form
until the portion required for approval to travel has been completed and
signatures have been obtained):
a.
b.
c.
d.

e.
f.

g.
h.
i.
j.

k.

4.

Name and address;
Destination and purpose;
Period covered by report;
Expenses A-F: Estimate dollar amounts in the “Advance”
column for cumulative per diem or individual meals, if
applicable, hotel, ground transportation and other (See Travel
Expense Provisions);
Total all estimated expenses, A-F, representing the total advance
being requested, or show “0” if no advance is requested;
Remarks: Use this area to indicate if a rental car is to be
obtained whether or not an advance amount is requested. Also
use this area to indicate if an advance to pay for an airline ticket
only is needed and indicate date needed;
Traveler shall sign the form;
Traveler’s supervisor shall review and sign the form;
Required advance approval(s) shall be obtained;
Subsequent to approval for overnight travel, the top page, or
white sheet, i.e., “FINANCE COPY (ADVANCE)” shall be
separated from the form and submitted to the Finance Office
Accounting Assistant. (If an advance is being requested due to
short travel notice and cannot be run with the regular accounts
payable, verbally advise the Finance Accounting Assistant of
this situation when submitting the form);
Retain the yellow and pink sheets of the form for use in filing
actual expenses.

After travel is completed, the actual travel expenses shall be reported as
follows:
a.
b.
c.
d.

Period covered by report will be changed only if travel dates
were approved to be changed after pre-approval;
Actual times of departure and return should be recorded;
Projects to which expenses are to be charged and amount to be
charged to each project;
List actual expenses under the “Reimbursement” column for
airfare, mileage, meal allowance, hotel, hotel taxes, ground
transportation, and other (See Travel Expense Provisions) and
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e.

f.
g.
h.
i.
j.

k.
l.
m.
n.

o.
17.06

attach all original expense receipts and documentation, including
an agenda.
For mileage reimbursement complete the dates involved, number
of miles, beginning and ending odometer readings, and the
section on destination, purpose, departure and arrival at work
station on the back side of the yellow sheet. Total the number of
miles at the bottom of the sheet and enter the number of miles on
the front of the yellow sheet under “Expenses: A. Transportation
– Mileage, Reimbursement;
Total all expenses in the “Actual” column and enter amount for
“Total Expense”;
Enter amount of advance in the “Actual” column at “Less
Advance,” if an advance was requested; otherwise, show “0”;
Subtract the advance amount from the total expense amount and
show the difference in the “Actual” column at “Total Due”;
If the total expense exceeds the advance, then the total due is the
amount due the employee by ATCOG;
If the total expense is less than the advance, then the total due is
the amount due ATCOG by the employee and a check for that
amount shall be attached to the travel expense form;
Traveler shall sign the form;
Traveler’s supervisor shall review and sign the form;
Required approval(s) shall be obtained;
Subsequent to form being approved, the yellow sheet, i.e.,
“FINANCE COPY” with all appropriate attachments shall be
separated from the form and submitted to the Finance
Accounting Assistant;
The employee should retain the pink copy.

TRAVEL EXPENSE PROVISIONS
1.

Personal Vehicle: Use of personal vehicles for ATCOG-related travel
shall be reimbursed as provided in this Manual. With the exception of
tolls and parking expenses, only mileage may be reimbursed on a
personal motor vehicle.

2.

Commercial Transportation: Employees will purchase their own
airline/bus/train tickets using their own funds or funds received in a cash
advance. The used ticket must be attached to the travel expense report.

3.

Lodging: Lodging expenses (room rate plus non-exempt tax) will be
reimbursed based upon federal travel regulations as adopted by the State
of Texas and upon approved travel departure/return schedules. Actual
receipts for lodging must be attached to the travel expense report. Taxes
are not included in the maximum lodging allowance, but they must be
notated on the expense report as “Hotel Taxes.” When no city or county
is listed in the Federal GSA, the maximum allowable daily
reimbursement for lodging will be as published in the annual GSA
update.

4.

Incidental Travel Costs:
Expenses for taxis, other ground
transportation, approved registration fees, reception tickets (staff and
members only), hotel taxes and other required meeting expenses which
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are properly documented, will be reimbursed at actual cost. When
traveling by air, ATCOG will reimburse for one checked bag at regular
weight [if you check more than one bag or your one bag is overweight,
you will be responsible for the additional charge(s)]. A receipt is
required for reimbursement for your one checked bag. Other expenses,
when itemized and properly documented and approved in advance by the
Executive Director, will be reimbursed at actual cost. When traveling on
official business, toll expenses are reimbursable without a receipt.
5.

Meal Allowances: Use federal rates to determine meal reimbursement,
with a maximum allowable rate of up to $56.00 per day. First and last
day of travel will be reimbursed at 75% of the maximum allowable daily
meal rate. When no city or county is listed in the Federal GSA, the
maximum allowable daily reimbursement for meals will be as published
in the annual GSA update. Meal allowance may be reduced to increase
lodging allowance. NOTE: An overnight stay is required for any
meal reimbursements.

6.

Mileage Reimbursement: The amount of mileage reimbursement may
not exceed the number of miles traveled; and the applicable mileage rate.
There are two methods of calculation: (1) the Google electronic search
engine, or (2) Odometer readings on a Point-to-Point basis. The shortest
route is presumed to be the most cost-effective. The traveler’s statement
is required if a longer route is considered to be a reasonably safer route.
Mileage while obtaining meals within a duty point is reimbursable, but
only if the meal expense is reimbursable. Mileage while obtaining meals
outside a duty point is reimbursable only to the boundary of the duty
point.

7.

Travel by Rental Car: Travel by rental car is allowable, but receipts
must be original and complete. A carbon copy of a rental receipt from
the car rental company is acceptable. If unavailable and a photocopy of
receipt is used, the supporting documentation must include: (1) the
starting and ending dates of the rental; (2) the name of motor vehicle
rental company; (3) the name of the renter; and (4) an itemization of the
expenses incurred. Reimbursable costs include: (1) applicable taxes and
similar mandatory charges; (2) a charge for an additional driver only if
the charge is incurred for an official business reason; and (3) a charge for
a collision damage waiver or a loss damage waiver unless the waiver is
included in the contracted rate for the rental. Non-Reimbursable costs
include a charge for a liability insurance supplement, personal accident
insurance, safe trip insurance, or personal effects insurance.

8.

Travel Outside Texas, but within the Conterminous U.S.: When
travel is approved for outside the state of Texas, use federal rates to
determine the maximum allowance for meals and lodging. If the city or
county is not listed in the federal guide, calculate the median rate for
meals and lodging separately. Meal allowance may be reduced to
increase lodging allowance.
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17.07

NON-REIMBURSABLE EXPENSES
Costs of personal entertainment, spouse’s expenses, amusements, social activities
(not associated with an official function), alcoholic beverages, gratuities, traffic
citations, repairs to a personal vehicle, or any illegal activity are not eligible for
reimbursement.

17.08

TRAVEL ADVANCES AND APPROVAL
Employees may request travel advances by submitting such request in sufficient
time to be included in the regular accounts payable run prior to departure date.
Special advance runs will involve short notice travel. If prior approval to travel
is required by the funding agency, such approval must be attached to the
Overnight Travel Request Form. No advances shall be processed if the
individual employee requesting the advance has any previous outstanding
advances. Exceptions may be granted when timing of travel requires. All cash
advances will be cleared as soon as possible.

17.09

REGISTRATION FEES
Registration fees for seminars and conferences will be paid by check or credit
card and normally will be paid directly to the organization sponsoring the
seminar, conference or function. Advance approval will be required by
completing a Requisition and submitting it to the Finance Office for payment.

17.10

17.11

TRAVEL REPORT ROUTING AND AUDIT
1.

Upon submission to and review by the Finance Accounting Assistant, all
travel reports will be routed through the Finance Manager prior to
payment. All travel reports shall be complete, including signatures,
receipts and documentation. Incomplete travel reports will be returned to
the employee and may result in the delay of payment.

2.

Program auditors or monitors and the Finance Manager will make
random periodic audits of all travel reports. The Finance Manager, at
his/her discretion, may contact persons identified as visited by an
employee during travel. Rand McNally and/or MapQuest will be used as
an audit tool to calculate mileage.

TRAVEL AND MOVING EXPENSES
Travel and/or moving expense involving applicants, new employees, or
transferred employees may be reimbursed by approval of the Executive Director.
Approval of these types of expenses will be determined on a case-by-case basis.

17.12

NON-TRAVEL EXPENSES
Non-travel related expenses incurred by an employee require pre-purchase
approval on a Requisition form authorizing issuance of a purchase order.
Reimbursement for actual cost will be filed on a Disbursement Voucher that must
be signed and approved as required, with the requisition form, yellow copy of the
purchase order, and receipts attached.
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17.13

OTHER
Annual leave or leaves of absence may be taken in conjunction with authorized
travel when approved in advance by appropriate Program Manager and/or
Director, or the Executive Director as applicable. Alternate routes that are
desirable because of the personal leave of the traveler can be used, but only on
the traveler’s time and with the traveler bearing any additional cost of the
alternate route. Normal travel departure times and dates related to ATCOG
business will be used for determining expense reimbursement.
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SECTION 18
PROFESSIONAL DEVELOPMENT
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18.00
18.01

PROFESSIONAL DEVELOPMENT

GENERAL POLICY
ATCOG encourages its employees to take advantage of educational or training
opportunities and professional memberships that are related to and will enhance
the performance of the employees’ work.

18.02

SEMINARS AND CONFERENCES
When an employee is required to attend any educational seminar, conference, or
training course, ATCOG will provide the necessary absence from normal work
duties with pay and will pay the allowable and necessary associated expenses
according to travel policy if funds are available.

18.03

PROFESSIONAL MEMBERSHIPS AND SEMINARS
Subject to the prior approval of the Executive Director, an employee who joins a
professional association related to their job area may be reimbursed for dues and
necessary travel expense when meetings are judged to offer special training or
information of value to the employee in their job performance. Likewise, subject
to the Executive Director’s prior approval, an employee may be reimbursed for
conference or seminar expenses if the conference or seminar is related to his or
her work.
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ATTACHMENT A
CODE OF ETHICS
Public service is a public trust, requiring employees to place loyalty to the Constitution,
the laws, and ethical principles above private gain.
I. Serve the Public Interest
Serve the public, beyond serving oneself.
ATCOG employees shall:
a. Exercise discretionary authority to promote the public interest.
b. Adhere to all laws and regulations that provide equal opportunity for all Americans,
regardless of race, color, religion, sex, national origin, age, or handicap.
c. Recognize and support the public’s right to know the public’s business.
d. Not engage in financial transactions using non-public government information or
allow the improper use of such information to further any private interest.
e. Not, except as permitted by regulation, solicit or accept any gift or other item of
monetary value from any person or entity seeking official action from, doing business
with, or conducting activities regulated by the employee’s agency, or persons whose
interests may be substantially affected by the performance or non-performance of the
employee’s duties.
f. Not knowingly make unauthorized commitments or promises of any kind purporting
to bind the government.
g. Not use public office for private gain.
h. Protect and conserve public property and shall not use it for other than authorized
activities.
i. Exercise compassion, benevolence, fairness and optimism.
j. Respond to the public in ways that are complete, clear, and easy to understand.
k. Assist citizens in their dealings with government.
l. Be prepared to make decisions that may not be popular.
II. Respect the Constitution and the Law
Respect, support, and study government constitutions and laws that define
responsibilities of public agencies, employees, and all citizens.
ATCOG employees shall:
a. Understand and apply legislation and regulations relevant to their professional role.
b. Work to improve and change laws and policies that are counter-productive or
obsolete.
c. Eliminate unlawful discrimination.
d. Prevent all forms of mismanagement of public funds by establishing and maintaining
strong fiscal and management controls, and by supporting audits and investigative
activities.
e. Respect and protect privileged information.
f. Encourage and facilitate legitimate dissent activities in government and protect the
whistle-blowing rights of public employees.
g. Promote constitutional principles of equality, fairness, representativeness,
responsiveness and due process in protecting citizens’ rights.
III. Demonstrate Personal Integrity
Demonstrate the highest standards in all activities to inspire public confidence and
trust in public service.
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ATCOG employees shall:
a. Maintain truthfulness and honesty and not compromise them for advancement, honor,
or financial gain.
b. Ensure that others receive credit for their work and contributions.
c. Zealously guard against conflict of interest or its appearance: e.g., nepotism,
improper outside employment, misuse of public resources or the acceptance of gifts.
d. Respect superiors, subordinates, colleagues, and the public.
e. Take responsibility for his/her own errors.
f. Conduct official acts without partisanship.
g. Act impartially and shall not give preferential treatment to any private organization
or individual.
h. Put forth honest effort in the performance of their duties.
i. Endeavor to avoid any actions creating the appearance that they are violating the law
or the ethical standards set forth in this part.
IV. Promote Ethical Organizations
Strengthen organizational capabilities to apply ethics, efficiency and effectiveness in
serving the public.
ATCOG employees shall:
a. Enhance organizational capacity for open communication, creativity, and dedication.
b. Subordinate institutional loyalties to the public good.
c. Establish procedures that promote ethical behavior and hold individuals and
organizations accountable for their conduct.
d. Provide organization members with an administrative means for dissent, assurance of
due process and safeguards against reprisal.
e. Promote merit principles that protect against arbitrary and capricious actions.
f. Promote organizational accountability through appropriate controls and procedures.
g. Encourage organization to adopt, distribute, and periodically review a code of ethics
as a living document.
V. Strive for Professional Excellence
Strengthen individual capabilities and encourage the professional development of
others.
ATCOG employees shall:
a. Provide support and encouragement to upgrade competence.
b. Accept as a personal duty the responsibility to keep up to date on emerging issues
and potential problems.
c. Encourage others, throughout their careers, to participate in professional activities
and associations.
d. Allocate time to meet with students and provide a bridge between classroom studies
and the realities of public service.
This Code of Ethics primarily mirrors the Code of Ethics published by the American Society for Public
Administration and incorporates the fourteen general principles of ethical conduct set forth in Executive
Order 12674.
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ATTACHMENT B
POLICIES AND PROCEDURES PERTAINING
TO EMPLOYEES INVOLVED
IN DIRECT DELIVERY OF SERVICES
The Policies and Procedures Manual (hereinafter referred to as “Manual”) of ArkTex Council of Governments (ATCOG) adopted on March 28, 2002, as amended
with approval by the Board of Directors, will apply to all employees. However,
realizing that employees involved in the direct delivery of services will have
working conditions unrelated to other employees, some sections of the Manual
will not be applicable to those employees. Therefore, the following policies as
outlined in Attachment B will apply directly to employees involved in the direct
delivery of services. In all cases policies in Attachment B will take precedence
over sections in the Manual wherein a contradiction arises.
All employees involved in the direct delivery of services should refer to policies
below for daily operating guidelines.
1. Working Hours: Work hours for employees involved in the direct delivery of
services will normally be Monday through Saturday and will fluctuate according
to needs that arise. In some instances, employees may be required to work on
Sunday if needed (e.g., if a holiday falls within that week and services must be
provided on Sunday). Employees will be given a work schedule as soon as
possible before each shift and throughout the shift as schedule changes occur.
Refer to 9.00 WORK SCHEDULES AND TIME REPORTING of the Manual for
other policies pertaining to working hours.
2. Sick Leave: If an employee is ill or has an emergency sick leave situation,
he/she will notify the supervisor immediately and is not to wait until such time as
his/her shift begins, in order for the supervisor to arrange adequate shift coverage.
Refer to 6.09 USE OF SICK LEAVE of the Manual for other policies pertaining
to use of sick leave.
3. Attendance: Employees who expect to be late for or absent from work must
report the expected tardiness or absence to his/her supervisor immediately, in
order for the supervisor to arrange adequate shift coverage. Refer to 3.05
TIMELINESS AND ATTENDANCE of the Manual for other policies pertaining
to attendance.
4. Holidays: Employees involved in the direct delivery of services may not be
able to observe holidays on the day the holiday actually occurs. However, those
employees will be given another day off with pay in lieu of the holiday as
scheduling permits. Refer to 8.00 HOLIDAYS of the Manual for a list of
holidays observed by ATCOG and other policies pertaining to holidays.
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