City Attorney Comments

( Style Definition: Heading 1: Font: Bold ]
[Slyle Definition: Heading 2: Ho bullets or numbering J
[Style Definttion: TOC 1: Font: Bold, Space Before: 12 i, 1

After: 6 pt, Tab stops: 67, RightLeader: . + Notat 599"
{ Style Definition: TOC 2

i

PERSONNEL POLICIES
AND
PROCEDURES MANUAL

Revised , 2021




Preface

City Reference. Use of the word “City” throughout the Personnel Policies and Procedures
Muanual (the Personnel Manual) refers 1o the City of Johnson City.

Purpose. This document contains the various City policies, procedures, and employee benefits
governing your employment and the conduct of City business. It is not intended 1o cover or
address every situation that may be encountered during employment. The City Council of the
City of Johnson City reserves the right to modify, revoke, suspend, terminate, or change any or
all such benefits, plans, policies, or procedures, in whole or in part, at any time, with or without
natice,

SOPs. This document includes Department Standard Operating Procedures (“SOPs™) in the
Appendices.  Departmental SOPs do not require City Council approval or ratification upon
amendment by the Department Head.  The Personncl Manual shall control over any other
policies unless Department SOPs are more restrictive,

Noncontractual. This document is not a contract. The language used in this document is not
intended to create, nor is it to be construed, to constitute a contract between the City and any one
or all of its employees. This document does not provide contractual or property rights to any
employee nor constitute a guarantce of employment for any specific duration.

At-Will Employment. The relationship between the City ond its employees is “employment at
will,” irrespective of the classification of the position. “At-will" means that the employment
relationship can be terminated by either employer or employee at any time for any or no reason,
in so much as the termination is not illegal. Nothing in this Personnel Manual shall be held to
alter the “at-will” nature of such employment. The City of Johnson City reserves the right to
rclease an employce at any time or for any reason, with or without cause, unless expressly
prohibited by law,

Document Review. A Councilmember or Mayor may access an employee’s personnel file,
excluding medical file, in his official capacity. Thesc files can be reviewed at the city offices at
City Hall but must not leave that location.

Non-Civil Service. Asa Type A General Law Municipality with a population under 10,000, the
City docs not participate in the hiring of civil service employees, pursuant to Texas Local
Government Code Section 143, Municipal Civil Service for Firefighters and Police Officers.
Moreover, the City does not currently participate in the collective bargaining process, pursuant to
Texas Local Government Code Chapter 174, the Fire and Police Employee Relations Act.

Previous Versions Superseded. The policics and procedures outlined and contained in this
document supersedes all previous versions of personnel policies by the City as of the revised and
approved date,
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CHAPTER1 __ SCOPE OF PERSONNEL POLICIES AND PROCEDURES

ection 1.1 Supersede Previgus Policy; Conflicts ..

deeument-sets forth the pRersonnel Ppolicies and Bprocedures governing all City employees.
These policies and procedures supersede previous administrative rules, regulations, and policies
adopted before the date of this revised document. 1f any conflict or inconsistency arises with
these policies and procedures, State or Federa) law governs respectively, unless such documents
specifically state that it is subordinate 1o these policies and procedures.

Scction 1.2 Application; Exemptions =

-
.

These personnel policies apply equally to all employees of the City and all job applicants unless
a class of employees is specifically exempted b ¢ policies, Persons appointed to n

City Boa imitiees or advisors are exempl from these policies. A person on rgt_;;iu_qr_gir
under a specific contract with the City is not considered to be a City employee unless a specified

employment agreement is stipulated.
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CHAPTER 2  ORGANIZATIONAL STRUCTURE

Section 2.1  City Council and Mayor -

The City Council and Mayor (together City Council) are the policy-making authority of the City
of Johnson City. The City Council has the authority to set policy on pay rates, working
conditions, and employce benefits as they find to be in the public interest. The City Council
shall review these Policics no less than once every two (2) years.

Scction 2,23 Chief Administrative Officer s

The Chicf Administrative Officer (CAO) assists the City CouncilMaye# in the administration of
personnel policies and procedures and is also responsible for the day-to-day administration of

these Personnel Policics and Procedures for municipal employees._The CAQ shall be selecied by
the City Council and shall work under the direction of and be responsive 1o the Cit i

Scction 2.34 Department Heads .

Department Heads are responsible for the day-to-day administration of these Personnel Policies
and Procedures for their respective depariments_and work_under the supervision of the ICAQL A
Department Head may make departmental rules and regulations that govern the conduct and
performance of employees; however, such rules and regulations must be consistent with the Gﬂy

ef-Johnson-City-Personnel-Policies—end-Procedures-Manual. Unless a Department SOPs areis
more restrictive, the %WM%MH&ME&W—HWMMMI shall

control over any other policies. Disciplinary action, as outlined in Chapter I8, may be based
upon violations of any such rule and/or regulation.

The CAQ shall act as the Department Head of the Human Resources Depariment and lh
Development_Services w:!! Billing Diepartment until further notice.
Department Head for cach o I ents_shall be selected by the City Council ugo

recommendation by the CA
-

Section 2.45  Supervisor -

Supervisors work under the direction of a Department Head and are partially responsible for the
day-to-day administration of these Personnel Policies and Procedures. A Supervisor, under the
dircction of a Department Head, may make departmental rules and regulations that govemn the
conduct and performance of employees; however, such rules and regulations must be consistent

with the Sis—efJohnsen-City-Personnel-Roliciesand-Procedures-Manual. Unless a Department
SOPs isare more restrictive, the Gl&yheH&hﬂ&ﬁn—Gﬂy—PeﬁenneHMms—md-ﬁaeed&w&-M anual

shall control over any other policies. Disciplinary action, as outlined in Chapter 18, may be
based upon violations of any such rule and/or regulation._A_Supervisor shall be selected by a
Department head with approval from the CAO.
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Johnson City
Citizens

| Mayor
and Gity Council

T 1
[ CAO J [ City Attorney I

Municipal Court
Judee

Court Clerk ] [ Office ofiCity

Secretary
Municipal Court

Public Works
Dirsctor

Utility Department

Public Works
Depariment

Parks & Recreation
Department.

‘Human Resources

Ghief of Police

Police Department

Utility Billing
Department

| Services

Building Official
contract)

City Engineer
contract)
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CHAPTER 3}: -EQUAL-EMPLOYMENT-ORPORTFUMITY-EMPLOYERNATURE OF

EMPLOYMENT
Scction 3.1 Equal Employment Opportunity - { Formatted: Heading 2, Left, Widow/Orphan control, Adjust |

space between tatin and Astan text, Adjust space between |
_Aslan text and numbers, Tab stops: Not at 1°

The City is an Equal Opportunity Employer and does not discriminate against any applicant or
employee based on the person's race, color, religion, sex, national origin, age, disability, or
genetic information, except when specific age, scx, or physical requirements constitute a bona-
fide occupational qualification reasonably nccessary for the normal operation of the business or

cntcrprise.
Section 3.2 Americans with Disabilitics Act + Formatted: Heading 2, Left, Widow/Orphan control, Adjust
- space between Latin and As;an text, Adjust space between
b . g f T - T Asian text and numbers, Tab stops: Nol at 1"
The City offers equal employment opportunities to qualified individuals with a disability, and it [ 3
- el Eenfirrst e ) o Sl Formatted: Font: Bold )
strictly prohibits discrimination against qualified individuals based on disability.
[ Formatted: Tab stops: 17, Left ]
Scction 3.3 Immigration Law Compliance - Formatted: Heading 2, Left, Widow/Orphan controf, Adjust |
space between Latin and Aslan text, Adjust space between
. - . r : Asian text and numbers |
in compliance with the Immigration Reform and Control Act of 1986, each new employee, as a ( Farmatted: Font. Bold )
condition of employment, is required to complete an employment eligibility verification form. e
Scction 3.4 _At-Will Employment - { Formatted: Heading 2 ]
Employment with the City is voluntarily entered into, and cach Cily employee is free to resign « — [ Formatted: Justified )
Lwill at any time, with or wi s, _Similarly, the City may terminate the employment
relationship at will, with or withoul notice or ici ined in this Manual
forth_zencral aspects of emplovment with the City and are not intended to create a contract, nor
are they to be construed as contractual obligations between the City and any of its employecs.
4 [Formatted: Nommal ]
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CHAPTER 4: -TYPES OF EMPLOYMENT

The City hires employees in several different employment types as defined below,

Scction 4.1  Regular Full-Time Employecs .
Regular full-time employees are scheduled to work forty (40) hours per week and cighty (80)

hours during each pay period in a budgeted position on a continuous basis and receive benefits as

further defined in this document.

Scction 4.2 Part-Time Employces -
Part-time employees may not work more than nine hundred and ninety-nine (999) hours annually

in a budgeted position on a continuous basis. These employees work for a specified hourly rate

and are not eligible for employee benefits,

Scction 4.3 Temporary Employees .
Temporary employees are hired for up to one (1) calendar year or 365 days. These employees

work for a specificd hourly rate and are not eligible for employee benefits.  Specific budgeted

positions may not exist for these employees,

Each employec is advised of the length of time to be employed before hiring.  Termination
automatically occurs on that date unless proper authorization is received before termination.

Section 4.4 Reserve Officers, Volunteers, and Internships .
Employees defined under this Section shall be on indefinite original probation throughout their
tenure with the City, as defined in Section 7.1A, and will have no appeal rights outlined within
Chapter 19. The following employees shall be processed through the Human Resources
Department:

A.  Reserve Officers

Reserve Officers fall under the direction of the Police Department, and are voluntary
kemployees| Rescrve officers are unpaid and are not eligible for employee benefits.

B. Volunteers and Interns

Volunteers may work with any department, and fall under the direction of the Department
Head. Volunteers are unpaid and are not cligible for employee benefits.
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CHAPTER 5____~——JOB POSITION DESCRIPTION
Section 5.1  Job Deseriptions -

Job descriptions are created by the CAQ and approved by the City Council. These outline the
duties, required skills, knowledge and abilities, education and experience requirements, and
essential job functions for each job. Job descriptions are meant to include essential job functions
but may not be inclusive of all job dutics. Employees are entitled to have a copy of the job
description for their current position,

Scction 5.2 Job Description Reviews o
Job description reviews may occur if the nature and duties of a position have changed-

significantly over a period of time. The Human Resources Department and/or Department Head
periodically review position descriptions to ensure they are accurate and up to date. The CAO

{ Farmatted: Tab stops: Notat 1.25*

[Forrnntted: Tab stops: Not at 1.26"

[ Formatted: Justified

| Formatted: Font: Bold, Font color: Red, Highlight

shall approve all job description modifications._WIHAT HAPPENS TO EMPLOYEE IF HIS
JOB DESCRIPTION CHANGES? REASSIGN TO ANOTHER POSITION? QLIT?
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CHAPTER 6  HIRING PROCESS

Scction 6.1  Procedure and Types of Hiring -

Authority. The hiring of most employecs falls under the authority of the Department Head ore

Supervisor_except for —TFthe hiring of the CAO_and-and the City Secretary; and the selection of
the Municipat Court Judge and City Attorney which with-the-recommendation—efthe-CAO-and
Geunetl—Selee&an—Gemmmee—f‘nll undcr lhe nuthomy of‘ lhc City k.‘ounclll —The-hiring-of-any

Process.  All municipal departments shall go through the Human Resources Depariment toe
recruit applicants for a job opening, whether internal or external. Department Heads must fill out
a Job Vacancy Form to recruit existing employees or outside applicants, and follow associated
posting procedures, as amended from time to time by the HR Department. Under extenuating

curcumstnnccs%uﬂtﬂmﬂd—by—%[—ﬁy%ﬂmy an employee may be hired outside the hinng
process outlined above. The hiring of any position_must be processed through the Human

Resources Dc;_mnmcnl 1

A In-House Hiring -

In-house recruitment means position vacancies are advertised to City employees only.
When recruitment is from City employees only, the job vacancy form indicates so and is
posted for a minimum of five working days. Interested employees may apply for in-
house position vacancies by submitting a letter of interest to the Human Resources
Department.

B. In-House Promotion ...

In-house promotion is when o current employce is moved (o a vacant position either in a
lateral move of higher rank, responsibility, and/or salary. When promotion occurs, the
vacant position does not necessarily bave to be posted, but rather, may be filled by an
employce qualified for the position. Whether to post the position and the type of posting
will be decided by management responsible for hiring for the position. If several
employees are qualified for the position, an internal posting process should be followed.
Promotions may happen within or outside of an individual's depariment.

C. Open Recruitment .

In addition to making an intemal hire, the Department Head may also determine that an
outside hire is necessary, and he or she shall indicate on the Job Vacancy Form that the
position is for “Open Recruitment.”” Open recruitment means position vacancics are
advertised to City employees and the public. These positions will be posted for a
minimum of ten working days. The public may apply for positions by submitting an
application and resume, as directed in the job announcement. Interested City employees
may also apply by submitting a letter of interest to the Human Resources Department.
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| Scction 6.2  Job Announcements . [ Formatted: Tab stops: Not at 1.257

Announcements of all job openings are distributed to inform interested and qualified applicants
of the posting, and should contain the foliowing information as applicable:

Job title;

Job salary range;

Starting job salary range/pay;

The type of recruitment (in-house or open recruitment);

Essentiat job functions, including major job dutics and requirements;

Time, place, and manner of making an application;

Application closing date or open until filled; and

The statement "An Equal Opportunity Employer" appears on all advertising,

NS RN -

Section 6.3  Applicant Review

- { Formatted: Left, Tab stops: Net at 1.25"
= ':irmaﬂed: Normal

Once a budgeted, open position has been properly posted by the Human Resources Department,
the Human Resources Department will accept applications through fax, email, mail, or hand-
delivercd by the applicant in person. Bcefore providing the applicant and associated background
materials to Department Heads, the Human Resources Department will review each application
to determine whether the application should be rejected, as provided below. Those applications
rejected will not be forwarded to the appropriate Department Head for review, nor will the
Human Resources Department schedule interviews for any applicant not mecting the minimum
requirements.

. | Formatted: Tab stops: Not at 1.25"

Scction 6.44 Rcjection of Applications
Applications may be rejected for the following reason(s):
The applicant does not meet the stated qualifications for the position;

Submitted after the expiration of posting; or
The application form is incomplete.

B

| Section 6.55 Examination . { Formatted: Tats stops: Not at 1.25"

Applicants for all City positions undergo an appropriate selection process. The process may
consist of any or all the following elements:

A written test of knowledge;

Skills or performance examination;

An assessment of capabilities needed for the position;
An oral interview;

Bt —
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Reference checks;

Physical fitness test;

Medical examination;

Drug screening (for certain positions and upon an offer of employment);
Background checks; or

0.  Any other appropriate selection processes.

= o o el ) Bl

These clements are designed to determine, as closely as possible, the applicant’s ability o
perform the essential job functions and duties of the position, with or without reasonable
accommodation. Some of these elements will only be performed afier a conditional offer has
been made to the successful applicant(s) in accordance with State and/or Federal law,

Notwithstanding the foregoing, applicants may be dismissed from the selection process if the
Department Head determines, in his or her sole discretion, that:

1. The applicant’s application form is found to have contained false or intentionally
mislcading statements of material fact;

2. The applicant has a record of previous unsatisfactory employment;

i The applicant has been convicted of a crime that would preclude the applicant
from effectively performing the duties of the position applied for; or

4. Other valid circumstances indicate that the applicant is unfit or unqualificd for the

position sought, in the sole discretion of the Department Head, provided that the
reason for dismissal is completely and totally unrelated 1o the applicant’s age,
race, sex, gender, color, religion, national origin, ancestry, citizenship, marital
status, disability, sexual orientation, genctic information, veteran/military status,
gender identity/transgender status, pregnancy or any other protected class.
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CHAPTER7: APPOINTMENT AND CHANGES IN EMPLOYEE STATUS
Secction 7.1  Probation -
A Original Probation .

The purpose of the original probationary period is to provide an opportunity for the Supervisor o+
train, observe and evaluate the employee's performance. The original probationary period begins
with the date of employment (including Part-Time and Fuli-Time employees) and has a duration
of three (3) to six (6) months. Employecs on probation have no appeal rights for termination,

The employee’s Department Head or Supervisor completes a performance cvaluation report ate
least ten (10) calendar days before the completion of the original probationary period. If it is
necessary or advisable to give the employee feedback sooner, this evaluation may be done at any
time.

Upon completion of the original probationary performance evaluation, the Supervisors
recommends one of the following to the Departiment Head:

1. That the employee be taken off probation;

2 That the employee's probation be extended for a period not to exceed threes
additional months;

3. That the employce be demoted; or

4, That the employce be terminated.

Actions “I” through “4™ may be taken at any time during the probationary period. 1f no action is=
taken by the end of the sixth month of continuous service, the employce is automatically granted
regular status,

B. Additional Probationary Periods -

Employees no longer on original probation, that have been promoted, demoted, transferred to a
different position, or reprimanded for poor performance, may be placed on an additional ninety
(90) day probation. Employees are given a performance evaluation at least ten (10} calendar
days before the end of their additional probationary period. Before the end of the ninety (90) day
period and based on documented performance, the employee's Supervisor may recommend one
of the following:

1. That thc employee be taken off probation;
2, That the employee be returned to the former position, if applicable; or
3. That the employee be terminated.

These employees retain all rights to the complaints/appeals process outlined in Chapter [9. ]

19 |

{Formatu:d: Tab stops: Not at 1.25"

&arm:ltul: Font: Bold

[ Formatted: Normal, Left, Tab stops: 1%, Left + Not at

{ Formatted; Justified

[ Formatted: Justified

{ Formatted: Justfied

I Formatted: Indent: Left: 1% Hanglng: 0.5, Tab stops: Mot
at 0.25"

]

( Formatted: Indent: Left: 0"

[ Formatted: Font: Bold

[ Formatted: Normal, Left, Tab stops: 17, Left + Not at

{ Formatted: Indent: Lef: 0"




Section 7.2 Transfers

A transfer is the assignment or movement of an employee from one position 10 another position.
The employee must possess the minimum qualifications described in the job description for the
new position. A transfer may be made for administrative convenience, upon written request of

the employee, or for Federal Medical Leave Act (FMLAMM-L-A- considerations]

Scction 7.3  Promotions

Promotions occur because of an employee being selected by a Department Head or Supervisor
for a position in a higher pay range. If selected by the Supervisor, it must be approved by the
Department Head.

Section 74  Demotions -

The following types of demotions can be either voluntary or involuntary and may occur at thes
discretion of the Department Head or Supervisor, with Department Head approval:

1. When the employee's position is eliminated due to a change in organization,*
funding, or a reduction in the workforee.

2. Upon the written request of the employee.

3. When it is documented that an employee is unable to satisfactorily perform the
dutics and responsibilities of their current position.

4, When the seriousness of an infraction of the Personnel Policies and Procedures is

such that disciplinary action must be taken.
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CHAPTER 8——__EMPLOYEE PAY AND PAY CHANGES [ Formatted: No underfine

[anlnned: Nao underline

Scction 8.1 Employce Pay

Employec salary and salary changes shall be commensurate with the annual municipal fiscal
yearyearly budget.

A Appointment Rate « .| Formatted: Font: Bold

[Formatted: Normal, Left, Tab stops: Not at 0.25"

A

Employees are normally hired at the minimum of the salary range. With written
documentation, employees may occasionally be hired above the minimum of the pay
range if their skills and knowledge are sufficient to allow them to immediately begin
performing at a higher skilled level or if market conditions warrant a higher salary level.

B. Paydays - [ Formatted: Font: Bow

[ Formatted: Normal, Left, Tab stops: Mot at 0.25"

Employees are paid on a bi-weckly basis. If a payday falls on a hotiday, the payday is the
previous regular workday.

Hours worked are tracked using time sheets. Each employee is responsible for accurately
tracking hours worked, Paid Time OfF {PTORFE- used, and other changes to their work
schedule, The employce must submit their time sheet to their Department Head or
Supervisor to be approved, signed, and tumed into the CAO in time for payroll. A
Department Head, Supervisor, or the CAO may correct an inaccurate time sheet if
necessary.

C.  Dircct Deposit - [ Formatted: Font: Bold

{_Formatted: Hormal, Le, Tab stops: Not at 0.25

The City requires direct deposit for all employees.

D. Payroll Deductions

The City deducts from cach employee's paycheck those amounts required by State and
Federnl law, required contributions to TMRS, and amounts authorized in writing by the

cmployce.

Scction 8.2  Pay Changes

i

A Pay Adjustments = | Formatted: Font: Bold
[ Formatted: Normal, Lem, Tab stops: Not at 0.25”
JPay increases mav beare awarded to employees in recognition of their work performance [ Formatted: Highlight

and are not automatically assumed to be granted to employees following annual budget
adoption: Employees are cvaluated before the commencement of the following fiscal year
and may receive a pay increase following October 1% of said fiscal year. A written
performance evaluation for each employee must be completed before the commencement
of any pay adjustments. Pay adjustments are effective on the first day of the pay period
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following the final authorization of the CAO.

B.  Pay Upoen Demotions = | Pormatted: Font: Boid

[Fnrmanad: Normnal, Left, Tab stops: Mot at 0.25"

When an employce is demoted, cither involuntarily or voluntarily, to a lower-paying
position, the Department Head determines whether the employec’s pay remains the same
or is decreased to the appropriate or corresponding pay scale.

C. Pay Upon Promotions

When an employee is promoted to a higher salary range position, the Department Head
determines whether the employee's pay remains the same or is increased to the

appropriste or corresponding pay scale,_ Salary increases shall be determined by the

Department Head, however, increases should be in line with the department budget,

- Formatted: No Spacing, Laft, Indent: Lelt: 0",
- Widow/Orphan control, Adjust space between Latin and Asian
text, Adjust space between Astan text and numbers, Tab
, Stops: Not at 0.25°

heirbudge Formatted: No Spacing, Tab stops: Not at 0.25"

D.  Acting Pay . { Formatted: Font; Bold.

[Fonnattec: Nommal, Left, Tab stops: Mot at 0,25

Under certain circumsiances, an employee may be eligible for acting pay when the
employee has been appointed to assume the duties of a higher-level position temporarily.

Upon completion of the temporary assignment, the employee is returmed to their original
position at the previous pay rate.
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CHAPTER 9__—CREDIT CARD POLICY

Scction 9.1  Introduction -
The City of Johnson City’s Procurement Card Program is used to reduce the flow of paperwork +
and, at the same time, provide better controls on all low-dollar purchases made at the department
level. The card will be primarily used in place of petty cash, small regular purchase orders, and
all other credit cards. This card policy is not intended to replace, but rather supplement, existing
purchasing policies.

Section 9.2 Purposc b
The procurement card is a credit tool that is issued by a bank through the State of Texas. This
credit tool offers an altermative to the existing purchasing process (small purchase order) and
provides an extremely cfficient and cffective method of purchasing and paying for less expensive
items. This procurement card can and may be utilized for larger purchases over $1,000.00 if
approved by the CAQ.

Tie procurement card shall cnable employees of the City of Johnson City to purchase non-
restrictive commadities, by telephone, on the Internet, or in-person direct from vendors. The
procurement cards shall be issued in the employee’s namie, and the “City of Johnson City™ name
shall be clearly indicated on each card.

All purchases made with the procurement card shall be paid by the bank that the City of Johnson
City contracts with for the procurement card service. The bank on contract wilt then bill cach

City of Johnson City kmpl_oyud _____

Jax Exempt Purchases. Employees are responsible for the appropriate use of the City tax
excmption form. [f tax exemption is not used for a purchase, then the employee is accountable
to the City for tax on that purchase (excluding purchases made for airline tickets, hotels,
restaurant meals, and rental cars). The tax cxemption form can be found in the Finance
Department.
Section 9.3  Gencral Information .
The City of Johnson City’s Procurement Card Program shall be utilized and/or administered by
City employees in one of the following two (2) designations:

1) Cardholder -

City employees that will utilize the procurement card for purchases of authorized goods
and services in strict compliance with the City of Johnson City’s Procurement Card
Policies and Procedures. Each employee shall keep all documentation for the
procurement card activities within their control, reconcile monthly statements between
the cardholder and Finance Department, and assign account codes to transactions.
Employees shall be completely knowledgeable about the program.
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2)

Procurement Card Program Administrator —

The CAO serves as the Program Administrator. The Program Administrator shall be the
first point of contact for the employees to answer any questions in respect to proper use
of the procurement card, reconciliation and/or verification of purchase activities, and/or
correct any potential problems in respect to accounts, codes, disputes, cte.

Section 9.4

Issuance of Procurcment Cards =

Cards will be issued in the name of the individual employee and the City of Johnson City.

Criteria to receive a Procurement Card shall be as follows:

1.
2.

Scction 9.5

r T | -

Applicant must be a full-time employec {
Each individual cardholder must sign a Cardholder Agreement in the presence of
the Procurcment Card Administrator,

Cardholder Responsibilities -

The Cardholder shall:

1.
2,
3

e EUR S

8.
9.
10,
11,

Section 9.6

Ensure the procurement card is used for legitimate City business purposes only;: +
Maintain the procurement card in a secure location at all times;:

Must-sNot allow other non-City affilisted individuals to use their procurement
card;-

Mustulse the procurement card within its purchase limits and restrictions:;
Obtain and reconcile ail reccipts against the corresponding bank statement:;
Submit reconciled bank statement to accountant along with receipts;:
MustaNever accept cash, gift cards, or certificates in licu of a credit to the
procurcment card;:

Immediately notify the CAO of a lost or stolen procurement card. If the
procurement card was stolen, please astach a copy of the police report;:

Attempt to resolve disputes or billing errors, if any, with the vendors;

Report erroneous transactions to the CAQ, and-

Must—sReturn the_procurement card to CAO immediately upon termination of
employment,

CAO Responsibilities >

The CAO shail;

1.

Coordinate meetings with cardholder(s) within the department to reconcile=
receipts against bank statements;:
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2. Keep all necessary documentation in respect to all transactions for audits by the
intemal and external auditors;:

. Review all cardholder transactions;:

4. Be _rResponsible for changing accounting codes for ail transactions, when
necessary, on the monthly reports before the monthly cut-off dater;

5. Must-aNotify immediately the bank of any lost or stolen cards;-

6. Be Rresponsible for collecting all canceled cards;:

I Attempt to resolve any disputes not resolved by Cardholder;

8 Review all applicants for procurement cards turned in by the Departments for
completeness of required information;:

9. Submit all approved applicants to the Bank and receive all procurement cards;:

10.  Be Rresponsible for training as to the proper use of the procurement card before
releasing procurement cardss;

11.  RBe responsible for having all cardholders sign the Cardholder Agreement
signifying agreement with the terms of the Procurement Card Program:;

12.  BeRresponsible for securing all canceled procurement cards and advising Bank;:

13.  RBe _responsible for the training of all cardholders in the proper way of
reconciling all transactions against bank statements:;

14.  BUnderstanding the electronic media that the City will use 1o communicate with
the Bank on contract_and—B be familiar with all report formats to be used with
the program;:-

15.  BerResponsible for resolving all disputes not resolved by cardholders:

16.  Be rResponsible for reviewing all statements received from the Bank on contract;:

17. Be Rresponsible for distributing all monthly reports to cardholders and advising
them of the cut-off date for approvals and defavlt code changes;-

18.  BeR responsible for overseeing the processing of the clectronic upload of the bill
to accounting;:

19.  Be Rresponsible for oversecing the preparation of bills for electronic payment to
the Bank on contract; and-

20.  BeR _responsible for oversecing the reconciliation of hard copy of bank’s bill
against bank's electronic file and to the transaction totals posted to the City's
accounting system;:

Scction 9.7  Prohibited Uses of Procurement Cards * Formatted: Heading 2, Left, Adjust space between Latin and
Aslan text, Adjust space between Aslan text and numbers
1. The Procurement Card may not be used for personal or unauthorized purchases. = [ Formatted: Indent: Left: 0.5", Hanging: 0.5%, Tab stops:
The Procurement Card may not be used to purchase alcoholic beverages or any Hotatilss

substance, material, or service which violates the City’s purchasing and
contracting policies & procedures, ordinances, or regulations pertaining to the
City of Johnson City, without prior approval of the CAQ.

3. The cardholder may not receive cash, gift cards, or certificates in lieu of credit,

4, The cardholder should not allow the card to be used by another non-affiliated City
employee for valid purchases.

5. The cardholder should not split a purchase to circumvent the card limits.
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Section 9.8

The cardholder should not use another cardholder’s card to circumvent the
authorized purchase limits assigned to cither the cardholder or the limitations of
the card,

The cardholder must provide Accounting Department with required receipts,

The cardholder must provide information about any specific purchase.

The cardholder must adhere to all the Procurement Card Program Policies and
Procedures.

Disciplinary Action .

Disciplinary action shall be in line with Chapter 18 of these Policics and Procedures,

The City of Johnson City shall provide for a *ZERO TOLERANCE” factor toward the improper
use of the procurement card.

Severe disciplinary action, including possible termination of employment, shall bes
taken by the City when the cardholder knowingly, willingly, and intentionally
misuses and/or abuses the use of the City of Johnson City procurement card.
Verbal reprimand, written reprimand, or suspension without pay, may be taken by
the City when the cardholder uses a procurement card for purchases that are not in
line with the City of Johnson City’s Procurement Card Program Policies and
Procedures.
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CHAPTER 10 _ PERSONNEL RECORDS
Section 10,1 Employce Accessibility

Employees have the right to the reasonable inspection of their official personnel file during
normal business hours. It is the responsibility of each employee to promptly notify the City
Secretary of any changes in personnel data, such as personal mailing addresses, tclephone
numbers, names of dependents, individuals to be contacted in the event of an emergency,
education accomplishments, and other such items.

Section 10,2 Other Accessibility - Formatted: Heading 2, Left, Widow/Qrphan control, Adjust |
space between Latin and Aslan text, Adjust space between
Asian text and numbers

A member of the City t‘ounc1|mem-be+er—M&ye; has an inherent right to access an employee’s [mmmw [L12): Tme - ey ]

personnel file, excluding medical file, if the records are requested in the individual’s official
capacity. These files can be reviewed in the Human Resources Department but must not leave
that location.

Section 10.3 Personal Information - Formatted: Heading 2, Le, Widow/Orphan contral, Adjust
spyace between Latin and Aslan text, Adjust space between
Aslan text and numbers

The City may share employee personal information with employees, contractors, consultants,
and other parties who require such information to assist the City with establishing, managing, or
terminating its employment relationship with employees, including, but not limited 1o, parties
that provide products or services to the City or on its behalf and partics that collaborate with the
City in the provision of products or services to the employce. In some instances, such partics
may also provide certain information technology and data processing services to the City so that
the City can operate.

When the City shares personal information with such partics, it typically requires that they only
use or disclose such personal information in a manner consistent with the use and disclosure
provisions of this Policy.

Further, personal information may be disclosed:

1 As permitted or required by applicable law or regulatory requirements;: - | Formatted: Indent: Left; 0.5", Hanging: 0.5 ]
2. To comply with valid legal processes;-

3. To protect the rights and property of the City:;

4 During emergency situations or where necessary to protect the safety of a person
or group of persons;:

Where the personal information is publicly available; and-

6. With an employee’s consent, where such consent is required by law.

el
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CHAPTER 11 _HOURS OF WORK AND QVERTIME

Section 11.1 Normal Hours of Work

Work Week. Except as otherwise specified, the normal work week is 40 hours per week, { Formatted: Underfine )
exclusive of mead breaks. The work week begins at 12:01 a.m. Saturday and cnds the following
11:59 p.m. Friday. Department Heads or Supervisors are responsible for establishing daily work

schedules. DIFFERENT FOR D [Eoﬁimu [L13]: As 1 recall, there s a differant work week
= foc the police department,

{ Formatted: LeR, Widow/Orphan control, Adjust space
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scheduled to work on Friday, The employee may be given Friday off, The employec is then , %
credited with 40 hours of pay for that work fweekl [ Formatted: Highigh
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Stmight-Time Off,  When an employee has worked 40 hours before the : enil of the work week*
and can be allowed o take time offl the time off is on a straight-time_basis, Example: an

emplovee has worked 40 hours by the end of the dav_on Thursday and is scheduled to work on

Friday. The cmployee may be given Fridav off. The employed is then credited with 40 hours of
[y for that work week. Time off must be scheduled tn advance and approved by the Depariment

Head or Bupervisor
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employee in accordance with the Fair Labor Standards Act which establishes minimum wage,
overtime pay, recordkecping, and youth employment standards affecting employees in the

| Formatted: Nomal

S

private sector and in federal, state, and local governments. No overtime will be paid to an ( Formatted: Underine

employee before the maximum hours for their classification have been reached. { Formatted: ustiea

Policy Exception: Public Works employees scheduled “on-call” on Saturdays and Sundays are [ Formatted: Justified J
automatically credited with six (6) hours of overtime; hours accrued over six (6) hours are

overtime, as well,

Policy Exception: Public Works employees called into work after hours are automatically- { Formatted: Justified ]
credited with two (2) hours of overtime; hours accrued over two (2) hours are overtime, as well,

Section 11.2  Compensatory Time for Non-Exempt Employces

Except for non-exempt employees more specifically addressed by other sections of this Chapter,* { Formatted: Justified )
employees classified as non-exempt under the Fair Labor Standards Act (FLSA), are entitled 1o

compensatory time or overtime when the employee has worked more than 40 hours during the

work week and the workload does not permit the employee to take time off during the work

week. The Department Head or Supervisor must authorize all compensatory time and overtime

in advance. CURRENT _ORDINANCE: Availability of funds will be_considered when ( Formatted: Font: Bold, Font cofar: Red, Highlight ]
making a decision on whether to award compensatory time or overtime. -AnFhe employee {_ Formatted: Font: Boka, Font color: Red, Hightight )

accrues compensatory time and overtime at the rate of one and onc-half time for the hours
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actually worked over 40 hours during the work week., Vacation days and holidays are not
included in the 40-hour work week calculation._An employee with a compensatory time balance
must use the compensatory time within ninety (90) days of having camed it. _POLICE???

{ Formatted: Font: Bold, Font color:

Red, Highlight

Compensatory time does not carrv forward inte the following calendar year.
Section 11.3  Hours Worked by Exempt Employees

Employecs classified as exempt are generally expected to work a 40-hour work week, and any
additional hours that may be necessary, to complete normal duties. Time devoted to this end is
considered a condition of employment.

Exempt cmployees are in positions that meet the Administrative, Executive or Professional
designations of the Fair Labor Standards Act.

. Compensatory time is allowed on a straight time basis over 40 hours; CURRENT-.

ORDINANCE; Excmpt emplovees arc not entitled to compensatory time,
except for Holiday Time worked, However, the department head will have

discretion to approve compensatory time for exempt employees for special '\

EICUmstances., ,,
Compensatory time is tracked by the employee; and

. Tracked Compensatory time is verified by the Department Head or Supervisor

before use.

No more than forty (40) hours of exempt compensatory time may be garned aseumulated-in j¢
calendar year, CURRENT: No more than 24 hours may be accumulated and must be taken

within the City's fiscal lyear;

HOLIDAY TIME and HOLIDAYS ARE SECTIONS CURRENTLY IN POLICY AND
ARE INCLUDED HERE FOR COLINCIEL CONSIDERATION,

Section 11.4 _Holiday Time =\
.H(_J_llﬂf emplovees that work designated City holidavs shall be entitled 1o either compensatory =

time or given straight time for the holiday worked. If the work on the holiday causes the
emplovee to work in excess of forty (40} hours for the work week, the employee shall be
entitled to time and one-half for the holiday hours worked (for a total of 2 % times normal pay).
The supervisor must agree in advance of hours worked, whether the employee will be paid for

the holiday or be given compensatory time. Any compensatory time given for working a
holiday must be taken within thirty (30) days.

Exempt employees that work designated City holidays shall be entitled to compensatory time. «
The compensatory time is one hour for each hour worked on the holiday and must be taken
before the end of the City's fiscal vear, Exemplt employvees may take only twenty-four (24)
hours of compensatory time for | h_l&_.ﬂkLmM,m__Ohdﬂ for each
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Section 11.54 Meal and Other Breaks

Employces who work over four hours cach day may take an unpaid meal break. The length of
the break is one hour and shall be scheduled with the Department Head or Supervisor. The
unpaid meal break hour includes transportation time,

Regutar, full-time employees may be granted a 15-minute break during each four hours of work.
These breaks are paid time and arc taken at the work site unless the Department Head or
Supervisor has authorized different arrangements. Unused break time may not be accumulated
or used to shorten the workday or extend the meal break.

Section 11.86 Weather

Non-exempt employees who are unable to arrive at work at their regularly scheduled time or
must leave before the end of their scheduled workday due to severe weather conditions must
notify their Department Head or Supervisor and must take personal Ieave, accrued compensatory
time, accrued holiday leave, or [cave without pay for the portion of the workday missed,

Upon direction of the CAO, regular full-time and part-time employees who are sent home or told
to remain at home may be given credit for having worked the number of hours in the employee's
tegularly scheduled workday. This time is recorded as administrative leave and is not considered
fiar overtime compensation,

Scction 11.76 Timekeeping Policies and Procedures

The City utilizes a time and attendance system that registers actual time entered by an employee
using a time clock or Itimekec]mf. During _payroll processing, the data is automatically
downloaded and printed for employee confirmations and corrections. Employees are paid
according to the hours recorded on their timesheet.  Failure to use the time and attendance
system, as required, may result in disciplinary action, up to and including termination.

Timesheets and associated work records constitute the official method by which work hours arc
recorded and paid for afl City employees. Disputes over actual hours worked, attendance, et
cetera will be resolved by referring to the official timesheet records.

Certain situations (e.g., clock malfunction) may arise from time to time that wili require data
correction. Necessary cotrections to the current pay period will be decumented in writing or by
email by the employee to histher dircct Supervisor. 1f warranted, Supervisors shall make the
appropriate edits on the timesheets. Amendments to prior pay periods must be communicated to
the CAO in writing or by email.

The City’s timekeeping policies and procedures shall be as follows:
L DEFINITIONS
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A, Swipe-in or -out. The method by which an cmployee registers hissher work
attendance through an identification (ID) badge on the time clock reader.

B. Actual time in. After arriving at the workplace, the time an employee begins to
work.
C. Actual time out. The time an employec completes work duties or tasks, including

lunch breaks, Actual time out does not include time spent driving home from work,

D. FLSA. Fair Labor Standards Act.

E. FLS4 cycle. The period on which overtime is calculated.

TIMEKEEPING ROLES AND RESPONSIBILITIES

Al Roles
a. Supervisor - The individual assigned to approve employee timecards,
changes, and leave requests within their depariment.
b, Payroll - The City Secretary maintains the timesheet records for the City.
€ Employec - Individuals that work within a departtment and charge time

against the department’s salary account.

B. Responsibilitics

system for employees.

Responsibilitics Supervisor Payroll Employec Employce
Non-Exempt Exempt
Record infout times, including X
lunch breaks, using the timg
clock,
Submit time off requests usin, X X
the approved Request fo
Leave Form,
Record exception time directly] X X X
on the timecard,
Review swipe-in and -out and X X X X
absences.
Enter exception time  into X X

Approve timecard X X X

ET]




Verify employee approval and| X X X
sign  off on  cmployec
timecards.

IIll. PROCEDURES
A. Pay Period

The regular work-wecek is Saturday through Friday., Hours are applied to the day of the
swipe-in or scheduled start time.

The pay period for all employces is two weeks (14 days).

B. FLSA cycles for employees are as follows:
All employces except Police: T-day cycle.
Police Department Employees: 14-day cycle.
C. Employce Responsibilities — Non-exempt employees must swipe in and -out at

the beginning and end of each scheduled workday, lunch break, and other times when
leaving work for personal reasons to be compensated for the time worked during cach
pay period. Requests for time off require Supervisor approval and, thercfore, must be
submiticd in advance by completing a Request for Leave Form. Employees are
responsible for approving their timecards on the last day of each pay period and ensuring
that the time reflected on their timecards is accurate.

D. Supervisor Responsibilities — Supervisors administer the timekeeping policy fairly
and uniformly and ensure that all employees comply with the policy. Supervisors or their
designees verify the number of hours worked and leave taken during the pay period by
cach employce. All timecards must be approved by the Supervisor before payroll
submission.

E. Leave / Time-Off Requests — Leave requests must be submitted through the
Request for Leave Form. The leave request must be approved by the employee’s
Supervisor before the time being taken by the employee. Unapproved leave requests will
not be compensated.

F. Electronic Timecard Approval and Deadlines ~— At the end of cach pay period,
employees are required to approve their time worked and leave hours recorded for the
pay beriod. By approving the timecard, the employee i3 attesting that, to the best of their
knowledge, the information submitted is complete and accurate.  Employees are
responsible for all inaccuracies or omissions. Employees may be subject to disciplinary
action, up to and including termination, for submitting inaccurate information.

All-time cards must be approved by the Supervisor no later than 10:00 A.M. on
Wednesday before payroll is processed. In the event a Supervisor is out of the office, the
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Supervisor must designate another individual within hisher department 1o approve
timecards,

G. Failure to Comply with Timekeeping and Attendance Policies - If an employee
fails to complete and submit the required timecard information by the deadline given, he
or she may be compensated for the time worked and/or leave taken during the next
regularly scheduled pay period.

Employees with time and attendance problems and/or abuse may be subject to more
structured reporting requirements until the problem is corrected. Examples may include,
but are not limited to, the following:

i Report to Supervisor upon armval and departure.

il. Report time spent on each task or assignment.

. Complete a sign-in‘out sheet for cach period away from the work area.

iv. Take disciplinary action when an employee's attendance record falls

below acceptable standards.
NON-EXEMPT EMPLOYEE TIME REPORTING

A, Time Recording - Non-cxempt employees are expected to record their hours
worked accurately and completely. Knowingly falsifying time records for yourself or
another person will result in immediate disciplinary action, wp to and including
termination, for all employees involved. The time ctock is installed in the break room at
City Hall, and it must be used for employees to record their time.

B. Time Window for Swiping In/Out - Employees should attempt to swipe in and out
as close to their designated start and end times as possible,

C. Swiping In Late - Employees swiping in past the grace peried are considered late.
Absenteeism and tardiness are administered by Buperviso

D. Swiping In Early ~ Unless authorized by an employee’s Supervisor, employees
arc discouraged from swiping in before the grace period before their scheduled work
time.

E. Swiping Out Late — Unless authorized by an employee’s Supervisor, employeces
are discouraged from swiping out after the grace period at the scheduled work end time.

F. Failure to Properly Swipe-In and Out - It is the responsibility of each employee to
notify his/her Supervisor of a missed swipe no later than one (1) day after it occurred. If
the employee fails to notify hissher Supervisor by the payroll deadline, he or she may be
compensated for the time worked during the next regularly scheduled pay period,
Employces who consistently fail to document their time may be subject to disciplinary
action, up to and including termination.
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G. Meal and Other Breaks - Break periods shall be given in accordance with
departmental guidelines.

H. Off-the-clock work — Any time spent performing work for the City while not
clocked in must be reported to the Supervisor and added 1o the timesheet in the pay
period it occurred.

L Overtime - All overtime, including not taking a meal or other break, must be
authorized in advance by a Supervisor. Non-exempt employees who work overlime
without authorization must still be paid for the time worked; however, disciplinary action
may be taken if the hehavior continues without Supervisor approval,

V. DAYLIGHT SAVINGS

An employce warking on a shift when daylight savings time goes into effect will be credited
with the actual number of hours worked on that shifi. An employee working on a shift upon
retum to standard time is credited with the actual number of hours worked on that shifi.

VI. EXEMPT EMPLOYEE TIME RECORDING
Exempt employecs are required to complete time off requests on the Request for Leave Form,
VIl.  TIMESHEET CORRECTIONS

If time is submitted incomectly during the current pay period, corrections must be communicated
in writing or by email to an employec’s Supervisor. The Supervisor will make corrections before
10:00 A.M. the Wednesday before payroll is processed.

If time is submittcd incorrectly and payroll has been processed, corrections must be
communicated in writing or by email 1o the City Secretary. Corrections will be made in the
following pay cycle.

VIll. SYSTEM PROCEDURES

A, System Problems — If time cannot be transmitted to the Finance lDepartmenll for
payroll processing, employees will be paid based on hours worked in the previous pay
period. Any necessary comections will be made in the following pay period.

B. Time Clock Problems — If time clocks are not working, Supervisors shall
document time and atiendance for each employec until further notified by Human
Resources. Employees discovering a matfunctioning time clock shall immediately notify
Human Resources.

C. Non-system issues regarding timekeeping and/or pay disputes should be directed
to the CAQ.
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D. Lest or Damaged 1D. Badges - Contact Human Resources.
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CHAPTER 12 _EMPLOYEE BENEFITS ™

Scetion 12.1  Benefits

The City offers rcgular, full-time employces cnrollment in health, dental, and vision plans,
retirement, and life, aceidental death and dismemberment, and short- and long-term disability
insurances. In addition to providing coverage for full-time employees, the City of Johnson City
is committed to complying with all Affordable Care Act requirements. See Human Resources
Department for specific details

A. Longevity Pay

Longevity pay is provided to recognize the service of regular, full-time employees. All
full-time employees whe are employed as of December 1™ cach year and who have
completed one (1) year continuous full-time employment with the City shall receive
Jongevity pay calculated, from the most recent hire date, based on five dollars ($5.00) for
cach month of continuous kervice, Longevity pay is subjcct to TMRS, FICA, and federal
withholdings.

B. Uniform Allowance Policy

Any person now or hereafter employed by the City that is required by City policy to wear
a uniform or articles of official clothing shall be eligible for a uniform allowance up to
the maximum amount established in the annual municipal budget.

Uniform allowances shall be made bi-annually in October and April of each fiscal year
on a pro-rated basis to employees that are cligible for said allowances.

C.  Certification Pay]

The City of Jehnson City provides certification pay to recognize those employees who
achieve certifications and licenses accepted by their Department. Those who obtain
certification pay will receive the monctary benefit divided into cqual portions of their bi-
weckly paychecks, as determined by the City Council in the annual budgeting process

Certification pay is not accrued during the original probationary period. Certification pay
is not paid cumulatively per certification; ex. an employee who reaches a Level 2
certification is not eligible for Level 1 and Level 2 certification pay. An employee can
receive multiple certification pays for different certifications; however, an employee can
only receive a maximum of 31800 per year, regardless of certifications held by the
employee.

Below are the certification pays offered by each Department:
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Administration Department

Public Works/Utilities / Parks & Recreation
ISA Certified Arborist
Water (Any Class) Operator Lic,
Wastewater (Any Class) Operator Lic,
Certified Storm Water Inspecior
Commercial Driver's License
TDA Vector Control Certified App.
Noncommercia) Pesticide App.

Municipal Court
Level 1 Court Clerk Certification
Level 2 Count Clerk Certification
Certificd Municipal Court Clerk

Development Services
Permit Technician (ICC)

City Sceretary
TX Municipal Clerks Certification: Program

Police Department

TCOLE Certification — Intermediate
TCOLE Certification — Advanced
TCOLE Certification - Master
Ficld Training Officer

Code Enforcement / Animal Comtrol
Code Enforcement [Certificate]
Animal Control License

TDA Vector Controt Certified App.

D. Employce Assistance Program

The City of Jobnson City provides confidential and voluntary assistance through its
Employce Assistance Program (EAP). The EAP provides gutdance and resources to help
employecs and their familics with a varety of issucs.

Depending on the type of employee conduct, the City may require employees to utilize
EAP assistance as a condition of further employment. All contact between an employee
and the EAP shall be held strictly confidential. Information given to the EAP counselor
may be released to the City of Johnson City only if requested and authorized by the
employce in writing. All EAP counsclors are guided by a professional code of ethics.
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Section 12.2 Leaves
A, Paid Time Off (P.T.0.)

The primary purpose of P.T.O. leave is to allow regular, full-time employees to
accrue leave time for personal business that requires an absence from work.

Employces cannot take more P.T.O, leave than they have hccrucdl. [Cnmmentul [L29): Is thvis meant 1o be bolded? For emphasis ]
Accrual. P.T.O. leave is provided on an annual basis upon start date. The maximum - ]
carryover from onc calendar year (Jan 1" = Dec 31) to the next is 40 hours, Accruals [ Formatted: Highlight ]
more than this amount are forfeited at the beginning of each calendar !yqsli CURRENT iCummepud [L30]: Use it or lose it is new and Hlghlighted here
ORDINANCE: PTO Rollaver. The maximum pumber of PTO hours accrued and remaining | for couacil consideration, J
at the end of a calendar vear ihat may be rolled over intp the following vear is 40 hours | Formatted: Highlight ] J
- Formatted: Tab stops: Not at §.25" ]
LCURRENT ORDINANCE:  Holidav and PTO. PTO camed does not include desiznated [ Formatted: Hightight )
halidays, Other time off duc to bereavement, military or jury duty 15 also considered separate [ Formatted: Highiight ]
from the PTO policy. e E=
CURRENT ORDINANCE:  Overtime and PTO. An emplovee will not be allowed to use { Formatted: Highlight
PTO time in order to accrue more than 40 hours in a work week.
. P.T.O. Accrual for Regular, Full-Time Employees:
Years of Service Annual PTO Hours Allotment
90 days or less 16
91 days up to | year anniversary 64
| year anniversary to Dec 31st 13.34 / month
Jan 1 (immediately following prorated year) to 2 years 136
3-10 ycars 192
t1-15 years 216
16+ years 256
Original probationary employces accrue P.T.O., but they do not receive it upon
separation if the separation occurs prior to_termination of -their probation
Conversion of Existing Sick and Vacation Leave to PTQ. For an employce hired
before Janvary 1, 2010, sick and vacation leave accrued by the employec shall be
placed into a separate employee account for use by that employee.
2. Requests for P.T.O. [Leave] [ commented [1L313; Bold section? =]

Employees must request scheduled P.T.O. Icave a minimum of one (1) week
prior to Jeave. Unless Department 5.0.Ps require differeatly, employces
using P.T.Q. leave for a sickness or emergency must call their Department
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Head or Supervisor and report their absence within the first half-hour of
work if they have not notificd their Department Head or Supervisor in
advance. Failure to reccive approval in advance of leave may result in leave
without pay.

Upon separation, regutar, full-time employees are paid for their accrued P.T.0.

CURRENT ORDINANCE: PTO Paid upon Departure from Emplovment,
Emplovees who separate for any reason, other than discipling aid for
peerued, unused PTO hours a the time of separation up 1o 0 hours,

B.  Holiday [Leave]

The City observes holidays authorized by City Council within each fiseal years'
budget. -CURRENT ORDINANCE The City recognizes the following ten (103 annual
olidays tor a1l rerular, full-time employees:
+  New Year's Eve
¢ New Year's Day
+_ Maniin Luther King Doy
*  President’s Dy
*__Memorial Day
* _ Independence Day
+ _ Labor Day
* Vuoierans Day
*  Thanksgiving —{ Thursday ang Frid;
+ _ Christmas Eve

+__ Christmas Day

Time off will be granted for holidays falling on Saturdity and will be observed on the preceding
Friday. Time off will be granted for holidays falling on Sunday and will be observed on the
following Monday

The City maintains the right to adjust and determine b

halidavs during the annual budset process.

Holiday leave is payable on the City-approved holiday schedule, Holiday leave
consists of floating and regular holiday leave.

1) Floating Holiday

Two (2) floating holidays sre awarded at the beginning of cach calendar year
and must be used by the end of the same calendar year. Regular, full-time
cmployeces receive eight (8) hours for cach floating heliday,

A floating holiday is not payable to employees upon separation.

2) Regular Holiday
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a) Regular, full-time employces are paid cight (8) hours per
holiday, while Police Officers are paid twelve (12) hours per holiday,
If 8 non-exempt employee works on a City-approved holiday, holiday
pay is paid at double time for actual hours worked.
b) Exempt employees that work designated City holidays shall be
entitled to compensatory time. C ompensatory time is one hour for each
haur worked on the holiday and must be taken before the end of the
calendar year. CURRENT ORDINANCE: Exemyt employcees may take
m]x i!&kﬂ!]ﬂ fowr {241 hours of compensatory ime for holidays worked for
each gnniversary year,
c) For employces on non-disciplinary leave that includces a City-
approved holiday, the holiday is paid as a regular holiday. For
employces on disciplinary leave that includes a City-approved
holiday, the holiday is unpaid,

C.  Administrative [Leavel

he Mayer-ar-CAO may grant up to fiftcen {I_SII working days of administrative
lca\c to relicve an employce from waork with Fﬁj} Administrative lenve may be used '

when it is in the best interest of the City, when an employee investigation is being "tl

conducted, or when employees are divected by the Mayor or CAQ not to report ta
work duc to inclement weather.

D.  Leave without [Pay]

Employecs may be placed on lcave without pay for short periods of time when the
employee does not have sufficient leave time to cover their absences.

Employces requesting a leave of absence without pay for a period exceeding five (5)
consecutive workdays must submit a written request stating the reason(s) for the request
and the anticipated amount of lcave time to their Department Head or Supervisor for
approval.  The Department Head or Supervisor may approve up to fiftcen (15)
consccutive days of leave without pay. Amounts over fificen (15) days must be reviewed
by the Department Head or Supervisor and approved by the CAO. The CAO may grant a
lcave of absence without pay for a period not to exceed ninety (90) consecutive calendar
days in any twelve (12} month period. No leave is accrued during this period, and the
cmployee is liable to the City for all dependent coverage. [t is the employee’s
responsibility to cnsure payment to the City within thirty (30) calendar days of the
insurance bill date. The employee is solely responsible for Court-ordered payments and
supplemental insurances,

E. Military Leave

Regular employees who have completed their original probation are cntitled to the
benefits provided under the Uniformed Services Employment and Reemployment Rights
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Act (USERRA). In addition, such employces who are members of the State Military
Forces or members of any Reserve Component of the Armed Forees of the United States
are entitled to leave of absence from their duties without loss of time, seniority, or
benefits on all days during which they are engaged in authorized training or duty ordered
by the proper authority not to exceed fifteen (15) days in any one calendar year.
Employees will continue to receive payments from the City for those fificen (15) days.
Military lcave more than fifteen (15) days will be charged to P.T.O. leave or lcave
without pay. Regular employees who have completed the original probation who are
ordered to extended active duty with the state or federal military forces are entitled to all
the re-employment rights and benefits provided by law upon their telease from active
duty. Requests for approval of military leave must have copics of the relevant military
orders attached.

Additionally,

(1) a person who is an officer or employee of the City and who is a member of the
Texas military forces, a reserve component of the armed forces, or a member of a
State or Federally-authorized wrban search and rescue team is entitled to paid
leave of absence for cach day the person is called to State active duty by the
Governor or another appropriate authority in response to a disaster, not to exceed
seven {7} workdays in a fiscal year; and

(2) during the leave of absence deseribed in (1), the person may not be subjected
to loss of time, efficiency rating, P.T.O. or sick leave.

F.  Family/Medical Leave (F.M.LAD) SEE COMMENT.

All regular full-time and part-time employees may be cligible for Family/Medical Leave, I

subject to the following rules established by the Federal Family/Medical Leave Act of
1993, and as later amended by the Department of Labor.

The following is subject 1o change by the Department of Labor. Please reference the
DOL website for further details and updates, htp:/fwww.dol.gov/whd/fmla.

Family/Medical Leave is an approved leave of absence available to regular full-time and
part-time employces who have been employed for at least 12 months and have provided
at least 1250 hours of service during the previous 12 months at the time the leave is
requested. The maximum amount of Family/Medical Leave is 12 weeks in any 12-month
period.  An eligible employee may take Family/Medical Leave for any of the following
circumstances:

* Birth of the employce’s child;

. Placement of a child with the employee for adoption or foster care;
. When the employee is needed to care for the physical or mental needs of
the employee’s child, spouse, or parent who has a serious health condition;
. When the employee is unable to perform the essential functions of the
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position because of the employee’s setious health condition,

Spouses employed by the City are entitled to a combined maximum total of 12
workweeks of leave (rather than 12 weeks each) for the birth or adoption of a child or
placement from foster care of a child. Leave for birth or adoption (including foster care
placement) must conclude within 12 months of the birth or placement.

Parents or spouses who both work for the City are cach entitled to 12 workwecks of leave
to care for a sick child or because of the illness of the other spouse,

An eligible employce is entitled to 12 workweceks of Icave during any 12-month period
measurcd from the first day Family/Medical Leave is taken. The next 12-month period
begins the first time Family/Medica) Leave is taken after completion of any previous 12-
month period.

The following words and phrases, as used in the application and interpretation of the
Family/Medical Leave Policy, are defined as:

. “Child”, “San” or “Daughter™ mcans a biological, adopted, foster child,
stepehild, legal ward, or child of a person standing in loco parentis (i.¢., in the
place of a parent) who is under 18 years of age or 18 years or older if the child is
incapable of sclf-care because of a mental or physical disability.

. “Serious Health Condition” means an illness, injury, impairment, or
physical or mental condition involving either inpatient care at a hospital, hospice,
residential medical care facility or continuing outpatient treatment by a health
care provider for more than three days (i.c., # Doctor of Medicine or osteopathy
authorized to practice medicine, surgery, or other person determined by the
Secretary of Labor to be capable of providing health care services),

. “Unmarried domestic partners” and “in-laws™ do not qualify as spouses or
parents for Family/Medical Leave,

An employee must first use and exhaust available and acerucd paid leaves under the
City’s benefit plans and policies, except for 8 accrued hours of PTO Ieave, which the
employce may clect to save for use after retuming from Family Medical [Leavel The use
of paid leave is included in the maximum 12-week period allowed as Family/Medical
Leave. If an employee is cntitled to paid leave, the employec must take the paid leave
first, i.e.. PTQ leave, gxcept for 8 hours. Any remaining Family/Medical Leave beyond

applicable paid lcave as mentioned above is without pay.

The City may requirc the employee to provide medical certification to support a claim for
leave for an employce’s own serious health condition or to care for a seriously il child,
spouse, or parent. For the employee’s medical leave, the medica) certification must
include a statement that the employee is unable to perform the essential functions of the
position. For leave to care for a seriously ill child, spouse, or parent, the medical
certification must include an estimate of the amount of time the employee is needed 10
provide care.
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If medically necessary for a serious health condition of the employee or the employee's child,
spouse, or parent, leave may be taken on an intermittent or reduced work schedule subject to the
provisions of this policy. If leave is requested on an intermittent or reduced basis for planned
medical treatment, the City may require the employce to transfer temporarily to an available
alternate or part-time position or to a schedule that better accommodates an intermittent or
reduced work schedule.

The employee’s current hourly rate of pay remains the same for hours worked, regardless of the
temporary employment transfer to a different position or schedule,

When the need for leave is foreseeable, such as the birth or adoption of a child or planned
medical treatment, the employec must provide reasonable prior notice and make cfforts to
schedule leave so as not to disrupt City operations. In cases of illness, the employee is
required to report at least every 30-calendar days on their Jeave status and intention to
return to work.

Employees who are granted an approved lcave of absence must continue to pay their
portion of the health and/or optional/supplemental benefit(s) premiums and all other
deductions.  The City continues to pay its portion of employee’s premium(s). Non-
payment of premiums that is more than 30 days late results in the cancellation of benefits.
The City will give the employec fificen (15) days' notice before cancellation of benefits,

If'an employce elects not to return to work upon completion of an approved unpaid leave
of abscnce, the City will recover the cost of any payments made to maintain the
employce’s health and/or optional/supplemental coverage from the employee unless the
employce does not retum because of circumstances that are beyond the employee’s
control, including an FMLA qualifying lcondition|

A request for Family/Medical Leave of Absence Form must be compieted and signed by
the employce. The form must be submitted to the employee's immediate Supervisor for
review and then forwarded to the CAQ for approval and processing. [f possible, the form
should be submitted 30 days in advance of the effective date of the leave.

The use of Family/Medical Leave is not considered negatively or held apainst the
employec as it relates to evaluations, promotional considerations, or any other
cmployment factors. No Supervisor will interfere with, restrain, or deny employees their
rights under this policy; nor will an employee be discharged or discriminated against
based on the employee’s use of the Family/Medical Leave or the filing of a grievance or
charge related to this policy and the Family/Medical Leave Act.

G. Limitations on Leaves of Absence
Except for leaves of absence for military duty, no leave of absence, by itsclf or in

combination with other periods of leave, may last longer than six (6) months. Any
employee who for any reason or combination of reasons misscs a total of six (6) months
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of work in a twelve (12) month period, or a total of nine (9) months of work in an
eighteen (18) month period, will be separated from cmployment due to unavailability for
work, subject to any reasonable accommodation duties the company may have under the
ADA or similar law. Any employee so separated will be eligible for rebire and will be
able to apply for any vacancics that may exist at any given time, depending upon
qualifications and availability of job openings.

H. Jury Duty/Court Appearance Leave

Employees who are required to miss work to scrve as a juror or who are subpoenacd to
appear as a witness in court receive their normal compensation. It is the responsibility of
the employce to provide a copy of the subpoena or court notice to the employee's
Department Head or Supervisor,

Jury/court lcave may not be used in any instance when an employee is a plaintiff or
defendant in a court action untess the employee's involvement arises because of the
employec’s job duties or responsibilities,

I Bereavement Leave

In the event of a death in the employee's family, an employee may be granted up to three (3)
calendar days of bereavement leave to attend the funeral and handle the personal affairs of the
deccased. For bereavement leave, the definition of family includes the employee’s spouse (as
defined by State law), employee’s o their spouse’s parents; brother(s); sister(s); grandparent(s);
uncle(s); aunt(s); children; brother-in-law; sister-in-taw. The Department Head or Supervisor
may extend this period by two calendar days if extended travel time is necessary,

J. Election Leave
Employees are encouraged to vote in all elections. Employecs should try to vote before or after
work, during the lunch break, or by early voting or absentec ballot aliernative. If employees
cannot vote during these times, a maximum of up to one-hour clection leave is allowed upon
approval of their Supervisor.

K. Quarantine Leave for Certain Law Enforcement Personnel

Definitions.

The following definitions apply to this Section only. The words and termms defined in this Section
have the meaning given unless the context clearly indicates another meaning.

. "Law Enforcement” is defined as certified peace officers who are
employed by the City of Johnsen City.

. “Blanco County Health Authority” or *Health Authority™ is a physician
appointed by the County under the Texas Health and Safety Code, Chapter 121,
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the “Local Public Health Reorganization Act™, to administer State and local laws
relating to public health within Blanco County.

. “*Communicable Disease” means an illness that occurs through the
transmission of the infectious agent or its toxic products from a reservoir to a
susceptible host, cither directly, as from an infected person or animal, or
indirectly through an intermediate plant or animal host, a vector, or the inanimate
environment that is required 1o be reported to the Texas Depariment of Health by
the Texas Health and Safety Codc Section 81,041,

Paid Quarantine Leave |, [ Pormarted: undertine

{ Formatted: Underline

City of lohnson City law enforcement personnel, who the Blanco County Health Authority
requires to quarantine or isolate due to possible or known exposure to a communicable disease
while on duty, will receive regular full pay, consisting of all employee benefits and
compensation the employce is entitled to under the City of Johnson City Personnel Policies &
Procedures for the duration of the quarantine or isolation period (“Quarantine Leave™).

If eligible, the employee is not required to use other available paid leave before using Quarantine
Leave.

Blanco County’s Health Authority or its designee determines when an employee is required 1o be
quarantined or isolated due to possible or known exposure to a communicable disease while on
duty, including Quarantine Leave eligibility and the duration of the leave.

Law enforcement personnel should quarantine or isolate if required by Blanco County's Health
Authority or its designee and follow all the Health Authority’s recommendations during the
guarantine or isolation period. Once the Health Authority places the law enforcement personnel
on quarantine or isolation, the employee shall notify their immediate Supervisor of the need to
quarantine or isolate as soon as possible.

Law Enforcement personne] are not eligible for overtime hours during any period that they are
subject to quarantine or isolation by the Blanco County Health Authority or its designee. If the
employee's combination of Quarantine Leave and Hours Worked is more than the employee's
regularly scheduled work hours, the number of Quarantine Leave hours must be reduced so the
total hours per day docs not exceed the regularly scheduled number of hours for that day. Law
Enforcement personnel are prohibited from working another job on the days that they use
Quarantine Leave,

L. Mental Health Leave for Certain Law Enforcement Personnel] ( Commented [L43}: New scction for Coundil

Definitions [ Formatted: Underline

I. “Traumatic event” — an event which oceurs in the peace officer(s) scope of
employment when the officer is involved in the response to or investigation of an
event that causes the officer to experience unusually strong emotional reactions or

45|



feclings that have the potential to interfere with their ability to function during or
after the incident.

Traumatic events may include, but are not limited to, the following:
a. Major disasters which may include response to weather-related events
involving multiple casualtics; or explosions with multiple casualties; or

search and recovery missions involving multiple casualtics;

b. Incidents involving multiple casualtics which may include shootings or
traffic accidents;

¢. Linc of duty death or suicide of a department member;
d. Death of a child resulting from violence or neglect;
¢. Officen(s) involved shooting of a person.

2, Mental health leave — administrative leave with pay granted in response to
a traumatic event that occurred in the scope of the peace officer’s employment.

3. Mental health professional — a licensed social or mentat health worker,
counselor, psychotherapist, psychologist, or psychiatrist.

Requesting Mental Health Leave

An officer directly involved in a traumatic cvent may request the use of mental health leave. The
request shall be made in writing through the chain of command. The request shall be treated as a
priority matter and a decision on the granting of the leave shall be made no later than 24 hours
following the submission of the request. The request shall be granted unless the chain of
command can articulate specific compelling reasons to deny granting the leave,

Confidentiality of Request

Any request for mental health leave shall be treated as strictly confidential by all partics involved
and shall not be discussed or disclosed outside the officer’s immediate chain of command, and
only as necessary to facilitate the use of the leave. Any officer or Supervisor who becomes aware
of behavioral changes and suggests the officer seek mental heaith leave shall not discuss that
matter with any third party. Any breach of this confidentiality shall be grounds for discipline.

Confidenttality may be waived by the officer secking mental health leave. Confidentiality may

be waived under circumstances that indicate the officer is a danger to himself or herself or others
and department personnel must confer with mental health professionals.

Duration of Mental Health Leave
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An officer directly involved in a traumatic cvent may request up to three working days of mental
health leave,

Extensions of mental health leave may be available under certain circumstances. Any request for
an extension shall be accompanied by documentation from a mental health professional who is
counseling the officer. The request may extend the leave by three working days. Each officer
may request no more than two extensions, each supported by sufficient documentation by the
mental health professional. The Chicf shall grant the extension(s) upon the receipt of sufficient
documentation to explain the need for the extension.
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CHAPTER I3 _TRAVEL POLICY

Scction 13.1 Content N

The City of Johnson City will reimburse employees for necessary, appropriate, and approved
travel-related costs. Employees who travel are expected to exercise good judgment when
incurring travel costs. Amangements for air transportation, hotel accommodations, car rentals,
and conference registrations are the responsibility of the traveling employee, Also, the City will
reimburse employees for expenses personally paid for on behalf of the City.

Policy Exception: The payment of sales and use tax for airfare, fuel, ground transportation, car
rentals, lodging, and restaurants is allowed,_An emplovee should seck 2 sales tx excmption for

lodging where possible,

Section 13,2 Travel Authorization o

A, Travel Outside the City of Johnson City

All travel outside of the City of Johnson City made at the expense of the City shall be
made only upon the prior authorization of the Department Head or Supervisor. If the
traveler is a Department Head, authorization must be made by the CAO—er—Mayer.
Before making a trip, the employee must submit a Travel Request Form. The nature of
the trip, destination, times and dates of the beginning and end of the trip, and detailed
estimates of the cost must be stated on this form. In addition, documentation of the
reason for travel should be attached along with mileage calculations, if mileage
reimburscment is requested,

B. Travel Request Fonn

The Travel Request Form shall be submitted for approval to the Departmental
Head or Supervisor. If the traveler is a Department Head the ferm is submitted to
the CAO-or-Mavyor,

Same-day travel of an employcee also requires the approval of the Department Head or
Supervisor.

Registration fees for a mecting or conference at which attendance has been approved should be
paid in advance by the City or charged on the City's credit card.

Section 13.4  Air Transportation

All City-approved air travel must be at the most reasonable and economical rate. Travelers are
strongly encouraged to book their reservations well in advance of travel to ensure the lowest fare,

Section 13.3 Registration and Conference Fees .
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The City is not responsible for loss or damage to luggage or other personal effects during travel.
If such damage occurs, travelers should seek reimbursement theough their own insurance carrier
or attempt to recover costs directly from the responsible party.

Section 13.5 Usc of Private Automobiles or City Vehicles / Mileage

Mileage in privately owned vehicles is calculated based on the distance from the City Hall to the
travel destination and back to the point of return,

Tolls and reasonable parking fees may be paid by the City, City credit card, or personal monics.
Personal monies are reimbursable by the City. Parking or other traffic fines are not
reimbursable.

The City’s Secat Belt Policy applies when using a private or City vehicle and on City business,
Scction 13.6  Ground Transportation

Taxi fares, public transportation, and shuttle services for transportation to and from the airport
and between business-related locations in the destination City may be paid by the City credit
card or are reimbursable. Receipts are required for reimbursement by the City,

Section 13.7 Car Rentals

Car rentals must be approved in advance by the Department Head or Supervisor,

Section 13.8 Lodging

The City will reimburse or pay for the actual cost of standard accommodations in reasonably
priced hotels and motels,

Scction 13.9 Per Diem (Personal Expenscs)

Per Diem for personal expenses payable to the employec of the City before travel is based on
rates published by the General Services Administration for the destination City.

Secction 13.10 Business Mcals - | Formatted: Heading 2

Business meals, including receptions, workshops, meetings, and seminars, where the discussion
of City business is the primary purpose, may be paid by the City credit card or reimbursed with
the approval of the Department Head or Supervisor.

Receipts aust have the name and location of the restaurant, the group or organization, the
number of people the receipt is for, and the date and amount of the expense,

Scction 13.11 Travel Expenses Not Reimbursable by the City . { Formatted: Heading 2
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Alcoholic beverages;

First-class airfares (cmployce reimbursement will be reduced to coach);

Travel accident insurance premium and/or purchase of additional travel insurance;
Costs incurred by traveler’s failure 10 cancel transportation or hotel reservations

n a timely manner;

Late check-out or room guaranteed charges;

Parking or other traffic fines;

Personal entertainment expenses;

Haircuts, personal grooming, and shoeshine services;

Tobacco products;

Automobilc towage;

Child-care, babysitting, house-sitting, pet-sitting, or kennel charges;
Books, magazines, or newspapers; and

Other expenses not directly related to City business,
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CHAPTER 14 _ EMPLOYEE SAFETY AND ACCIDENT PREVENTION

Section 14.1 Goal of the City

The City's goal is to maintain a safc working environment for its employees and its citizens.
A. Responsibilities of the Employer

The City is responsible for providing a reasonably safe and healthy working environment for
cmployees. To do so, the City provides specialized safety equipment and training for employees,
as deemed necessary and in accordance with City policy.

B. Responsibilities of the Employee

All employees are responsible for always observing safe work practices and are expected to
conform to safety rules and regulations as set out by the City. Questions conceming proper
safety methods or noticed safety problems or violations should be referred immediately to the
employee's Department Head or Supervisor, Supervisors shall address such reports immediately
and take steps to correct problems or violations.

Scction 14.2  Drug-Free Workplace Policy
A. Overview

While at work, each employee has the responsibility to deliver services in a safe,
cfficient, and conscientious manner. To perform a job in the safest manner possible,
employces must be able to work in an alcohol/drug-free work environment and be free
from the effects of alcohol and other job-impairing substances while on the job,

Accordingly, the use, sale, distribution, possession, or being under the influence while on
the job of intoxicating liquor, controlled substance, a drug not medically authorized, or
any other substances that impairs job performance or poses a hazard to the safety and
welfare of the employee, co-workers, citizens, or visitors is strictly prohibited and may
result in disciplinary action, up to and including termination,

B. Definitions

1. Alcohol: means any beverage, mixture, or preparation containing ethyl
alcchol (ethanol).

2 Controlled Substance (Drug): means any drug, controlled substance,
inhalant (abusable glue or aerosol paint), or perccption-altering substance,
including, but not limited to, marijuana, hashish, cocaine, heroin, morphine,
codeine, opiates, amphetamines, barbiturates, hallucinogens, phencyclidine
(PCP), and inhalants.

3. Urinalysis Test: means screening by a laboratory designated by the City
for drugs in a urine specimen provided by an applicant or employee.
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4, Blood Test: means a screening by a laboratory designated by the City for
alcohoel in a blood specimen provided by an employee

5. Breathalyzer Test: A test to confirm the specific level of alcoholic
beverage present in the body.

6. Intoxication: any level of mental or physical impairment resulting from
the voluntary intreduction of alcohol or a controlled substance.

7. Positive Test Result for Alcohal: means having a reportable blood alcohol
concentration (BAC) level in the body of .02 or higher, as determined by blood
and/or Breathalyzer test,

8. Positive Test Result for Drugs: This means having a “reportable level” of
a drug in the body, as determincd by a urinalysis and/or blood test.

9. Reasgnable Suspicion: a conclusion based on personal observation of
specific, objective instances of employee conduct, that an employec is unable to
satisfactorily perform assigned job duties due to the suspecied use of controlled
substances or alcohol. Such inability to perform may include, but is not limited
to, a pattern of abnormal or erratic behavior, physical symptoms (i.c., glassy or
bloodshot eyes, slurred specch, odor, unsteady gait, poor coordination, or
reflexes), or direct observation of controlled substance or alcchol use.
Information provided by a rcliable and credible source of possession of controlled
substances or alcohol will also constitute a basis for reasonable suspicion,

10.  Testing Facility: means a hospital, clinic, or laboratory approved by the
City.

Notification

1. City rules and regulations prohibit the usc or possession of controlled
substances (except with notification to the Department Head or Supervisor and by
prescription only) or alcohol while an employee is on duty. Violation of these
rules and regulations will subject the employee to discipline, up to and including
termination.

2 Based on rcasonable suspicion, after a workplace accident or injury,
before hiring, or through a random drug screening authorized by the H.R.
Department, an employee shall submit to testing for controlled substance and/or
alcohal use.  Prior to such testing, employces are required to sign a form
consenting to the test.

D. Prohibited Conduct Relating to the Usc of Alcohol and Controlled Substances

Employees Will Not:

1. Have a positive test result for alcobol.

2 Test positive, cqual to, or exceeding the maximum levels for a confirmed
test, as established by the Federal Department of Health and Human Services, for
a controlled substance,

3. Report for duty or return to duty exhibiting the odor of alcohol or a
controlled substance.
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4, Be under the influence of alcohol or a controlled substance or exhibit any
clement or the appearance of intoxication.

5. Possess, use, or distribute alcohol or controlled substances while on duty.
6. Consume any alcoholic beverage or controlled substance immediately
before or following their tour of duty at their worksite.

7. Refuse or fail to comply with the requirements, referrals, or time frames

within this policy.
E. Procedures for Reasonable Suspicion Testing of Employecs

When there is reasonable suspicion that an employce is under the influence of alcohol or
a controlled substance while on duty:

1. The employee is prohibited from working.

2. The Supervisor or Department Head personally observes and reviews
specific objective instances of employee conduct to confinn that reasonable
suspicion exists,

3 The employee is immediately transported for testing to the appropriate
testing facility. Afier testing, ammangements are made for safe transportation to the
employee’s residence, or a place selected by a relative of the employee.

F. Disciplinary Actions Relating to the Use of Alcohol and Controlled
Substances in the Workplace

Employees who refuse to consent or submit to a drug or alcohol test in accordance with
these procedures may be terminated. Employees who produce a positive test result for
drugs or aleohol, or who otherwise violate this policy, arc subject to disciplinary action,
up to and including termination. Employees engaging in any activity designed, intended,
or which has the cffect of altering in any manner a drug or alcohol test will be terminated.

Section 14.3  On-The-Job Accidents and Injuries -

An employee who receives an injury while working for the City may be entitled to benefits under
the Worker's Compensation Law of the State of Texas. Time spent towards initial and follow-up
care by the employee is compensable,

If an employee is injured on the job, they must immediately contact their Department Head or
Supervisor, who will notify the Human Resources Department, if available, and then
immediately fill out a “First Report of Injury” form to determine if they should go to a medical
clinic. If the employec is unable to complete these reports, it will be the responsibility of the
Department Head or Supervisor.

If an employce is involved in an accident, and the employee is injured or not, the employee must
immediately notify their Department Head or Supervisor who will then notify the Human
Resources Department, if available, and then be sent 1o a City-approved medical clinic for
drug/alcohol testing in addition to any other treatment that is needed.

BGIN

{ Formatted: Heading 2, LeRt, Tab stops: Not at 0.69"

)




Scction 14.4 Seat Belts

All drivers and passengers of City vehicles and personal vehicles used for City business are
required to use safety belts as equipped for the vehicle, Employees violating this section are
subject to disciplinary action.

Section 14.5__—Smoke-Free Workplace Policy -

Maintaining a smoke-free workplace protects the health, safety, and well-being of all employees
and the citizens served in City facilitics. Smoking is prohibited inside all City facilities.
Smoking and the use of tobacco products are allowed in designated areas._INCLUDE E-CifiS??

Section 14.6 Prohibited Weapons Policy

Policy. The possession by an employec of handguns and other types of weapons are prohibited
in all City facilities) except as specifically required by certain positions, where it is a bona fide
job requirement and as provided by state law. CURRENT POLICY: As provided in state law,
employees shall not be prohibited from possessing handguns on ¢ity premises in accordance with
open carry and concealed handgun statutory reguirements

Any employee who is licensed to carry a concealed handgun may transport or store a firearm ina
locked, privately-owned motor vehicle located in a parking area for employee parking provided
on City property.

Exceptions.

J) This Section does not apply to an employee whothat has received wrntien permission from the
Municipal Court Judge, pursuant to Section 46.03 of the Texas Penal Code, to canry a firearm
within City Hall / Municipal Court, as amended.

amended. a law enforcement peace officer or special investipator repardless of whether the peace
officer or special investigator is enpaged in the actual discharge of the officer’s or investigator's
duties while carrying the weapon, Handgun posscssion by a law enforcement peace officer or
special investigator shall be in accordance with Penal Code Chapier 46, as amended.

Prohibition, _Specifically prohibited arc:

I. Any type of ffirearm| -

2. A knife with a blade over 5 % inches

3. “Brass knuckles” or “knuckles™ made of any other hard substance

4. A throwing knife, dagger, or switchblade

5. Any other weapon made illegal as described in the Texas Penal Code, Seetion
46,

isciplinary Action.  Violation of _this
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CHARPTER S MHECELLANEOUS REGULATIONS
CHAPTER 15 MISCELLANEOUS REGULATIONS

Scction [5.1 Nepotism

Iiepotlsm is the patronage bestowed or favoritism shown based on family relationships -as-in

m&ﬂmﬁﬂm%m‘—ilhc practice of nepotism
in hiring personnel or awarding contracts is forbidden by the City. No person may be hired or
appoinied by the Clty forregular—full-time-employment-who is related within the second degree
of affinit or within the third degree of consanguinity ibg blood) to any member of
the City i:ouncn the CAO, or any other City officials. In addition, in the interest of effective
management, no employce shall supervise another employce who is retated within the second
degree of affinity or the third degree of consanguinity to the Supervisory employce.

Scction 15.2  Driving Records Check

Driving records may be obtained prior to employment or at any time during employment_for an
emplovee whose job duties require the operation of a city vehicle.

Employees who operate a vehicle for City business must immediately notify their Department
Head or Supervisor if their driver's license has been suspended, revoked, or denicd.

If an employce, who operates a motor vehicle as a job duty, receives a traffic citation that may
result in the employee's driving privileges being suspended, and driving is an essential function
of the job, the employee must notify their Department Head or Supervisor within three days of
the issuance of the ticket. If the traffic citation requires an appearance at court, the employee
must notify their Supervisor of the status of the citation the next working day after the court
proceeding.

The City periodically requests driver's license information from employees se that driving record
information can be obtained. An unsatisfactory driving record may be a factor in determining an
employce’s ability to perform their job and may be grounds for disciplinary action or termination.

Scction 15.3__—Usc of Information Technolopy =

The City provides employces with computers that may include access to e-mail and the Internet
to perform their jobs more cfficiently.  This technology is provided by the City at its own
expense and its use, and all related resources are restricted to City business. All work done using
this technology is and remains the property of the City. It is not intended for use in connection
with employee’s personal business, private or non-business matters, to solicit business for non-
work-related ventures, or any personal cause, including political or religious issues.

Employees do not have any right of privacy with respect to the use of the City's computers,
software, e-mail, or the Intemet. Employee communications, documents, and other matters on
computers, software, email, or the Internet are subject 1o inspection and review by the City and
may be subject to disclosure under the Public Information Act. Employees are strictly prohibited
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from printing, displaying, downloading, or sending any sexually explicit images, messages,
cartoons, or jokes. This includes excessive messages with little information that stows down
productivity and clogs the system or non-work-related activities, such as chat rooms.
Inappropriate or abusive use of computer technology may result in disciplinary action up to and
including termination,

Employees are prohibited from posting, transmitting, and/or disseminating any material that may
bring discredit to or may adverscly affect the efficiency or integrity of the City of Johnson City
on any personal web page, social nctworking websitc, community-based website, ontine
discussion forum, online blog, instant messaging chat client, chat room, or other online social
space without the written permission of a Department Head or Supervisor

Al Electronic Mail

Electronic mail (c-mail} is used to facilitate business-related communication between
employces and other businesses outside the organization. The use of e-mail is considered
the same as creating or sending a business letter or office memo and is structured in a
professional manner that represents the employee and the City. They are not the private
property of any employce and employees have no right to privacy. The City reserves the
right to review, audit, intercept, access, and disclose all messages created, received, or
sent over the clectronic mail system for any purpose.

B. Internet Usage

Access to the Intemet is provided to employees in certain bositionsho utilize its resources
for conducting City business. The City reserves the right to review and monitor
employee [nternet access.  Employees are not permitied to download, display, or
disseminate materials that may be considered obscene, racist, sexist, or otherwise
offensive.

IN CLIREENT ORDINANCE:

Lnauthonzed downloading of programs or applications can result in the infiltration of =

unwanted viruses or spyware which can seniously compromise the security of interal
petworks and important information, [Lis strictly forbidden to download applications or
unauthorized programs to desktops, laptops or tablets,

C. Software Licenscs

Section 154 Use of Telephones and Cellular [Telepbones

+
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Communications systems and cguipment include mail, electronic mail, "email,” courier services,
facsimiles, telephone systems, computers, computer networks, hrllmc Lrwcu., intemet
connections, computer files, video cquipment intakes, ta 3 §

issued pagers and cell phones, Use of such commumcnuon devices shdll be hmiled solely to
work-related activities. E ; amhburse th Cﬂg for any charpes

Mo ,suunll;vpm_nt;d or suqh ally-supgestive mau.rl_;l_l shall be downloaded, duplicated, or
scanned using ment. AII oiEoing messages, whether by map f'acsimilc cmal,

cell nhgmu conversalions \yllmut the consent ofum_gj lhc amu to the conversation. .aunmj_
qlmuld be exercised when confidential or sensitive information is discussed on a City-provided
c_qll phone,

Scction 15.4—5 -Breastfeeding . | Formatted: Heading 2, Left

Pursuant to Texas Government Code Title 6, Subtitle A, Ch. 619, the City supports the practice
of expressing breast milk during work hours for a reasonable amount of time that may be nceded
beyond the usual meal or break times. Employces who wish to express milk during work hours
shall keep Supervisors informed of their needs.

Expressed milk may be stored in any municipal refrigerator located in City facilities, and all
expressed milk should be labeled with the employee's name and date collected so it is not
inadvertently confused with another employee’s milk. Each employee is responsible for the
proper storage of her milk.

Section 15,8 -Visitors in the Workplace . [g%rgmu: Heading 2, LeM, Tab stops: Nat at 0.66" +
To provide for the safety and security of employecs and the facilitics in the City, only authorized | Formatted: Not Expanded by / Condensed by
visitors are allowed in the workplace, Each Department Head or Supervisor is responsible for [ Formatted: Not Expanded by / Condensed by

determining what authorized visitors are allowed. Restricting unauthorized visitors helps
maintain safety standards, protects against theft, ensures the security of equipment, protects
confidential information,safeguards employee welfare, and avoids potential distractions and
disturbances. If an unauthorized individual is observed on the City’s premises, you should
immediately notify your Supervisor.
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CHAPTER 16 _ EMPLOYEE PERFORMANCE APPRAISAL
Beichiing 0o Pokmrranes-dppraial Gl
A—RerformaneeAppraisals—— -

Purpose, Performance appraisals are conducted to give employees feedback on their overall job-
performance. The performance appraisal interview cstablishes a time when employees and
Supervisors can meet to discuss performance, work goals, and personal development goals. The
appraisal is intended to give the employce and the City information that assists the employee in
becoming a more cffective worker,

Procedure.  Written performance appraiszls are completed by the Depantment Head or
Supervisor at least 10 workdays prior to completion [See Section 7.1 (A)) of original probation.
Thereafter, performance appraisals are conducted on an annual basis prior to the end of cach
fiscal year. Informal appraisals and work discussions may occur on a more frequent basis.
Performance appraisals are in written form on approved performance appraisal forms. The
Department Head or Supervisor may delay the completion of a performance appraisal due to
pending disciplinary review,

-

Mavor and the review submitted to Council.

B—Evalastionol - Perfermanee-Appraisals——

Evaluation, When conducting performance appraisals, Department Heads or Supervisors ares

responsible for objectively evaluating the employee's job performance throughout the evaluation | |

period. Supervisors are responsible for the validity of performance ratings.
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CHAPTER 17 _CONDUCT

All violations of Chapter 17 will be handled by the policies in Chapter 15.

Fem—engaging—n—any—physical—intimale—andlor—sesual

Eity—empleyees—are—prohibited _
relationship-with-any puberdinate emploves (this includes Reserves— Volunieers—and Intemns)- [ commented [L50); Only ssbordinstca?

Dersonal Behavior, As civil servants, City employees are held to a high level of professional { Formatted: Underling
behavior. Therefore, it is expected that all City employees show due constderation and respect
for the public, their colleagues, and the office they hold.

L -

City emplovees are prohibited from cngaging in any conduct, on_or off-duty, that could reflects Formatted: Widow/Orphan control, Adjust space between

unfavorably upon the City. City employees are expected to keep their private lives unsullied so e e e

as not to reflect poorly on the City; to maintain courageous calm in the face of danger, scorn, or
tidicule; to have self-restraing; to be constantly mindful of the welfare of others; to be honest in
both thought and deed, in both personal and official life; and 10 be exemplary in obeying the laws
of the land and the regulations of their department,

Cityemployvees-are-probibiled-fromeagapinetrany-vondut, on-or-ofi-dubythat-could-reflont
&aﬁvemb!rupen—ﬁ*e—eky-

x5 _are prohibil en wysical, intimate, andior s I

W@Mnnlwcc ;l]ue mghr_@;s |!cscrvgq‘ Volunteers, and Intgms) { commentad [151]: Only subordinatcs”
Preferential Treatment Avoidance. ( Formatted: Undestine

Employees must avoid any action that might result in or create the impression of using their
position for private gain or giving preferential treatment to any person or company while
conducting City business. It is the responsibility of all employees to observe rules and
regulations adopted for the orderly, proper, efficient, and safe operation of City functions.

Scction 17.1 Restricted Activities

Certain activitics, by virtue of their relationship to the City service or the unique characteristics
of the City, must be regulated or restricted. These activities include, but are pot limited to, the
following:

A. Outside/Inside Employment

QOutside / inside employment includes, but is not limited to, other employment, the
ownership or operation of a business, employment as a consultant or advisor,
employment with the City in another position, or employment with another local
govemmental emity. Such employment must not conflict with the performance of
assigned City duties, be in competition with the City, or be deemed a conflict of interest
by the Department Head or Supervisor.
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Privileged Information

City employees who are involved with plans, programs, or information of public interest
may not use this privileged information for personal gain, or to benefit friends or
acquaintances. |f an employce has an outside interest that could be affected by any City
plan or activity, this situation must be reported to their Department Head or Supervisor
and the CAO immediately. An employee in such a position must also fill out a “Conflict
of Interest Form.” This Form can be requested from the City Secrctary's Office, Each
employee is charged with the responsibility of ensuring privileged information remains
confidential and that only information that should be made available to the public is
released, Violation of these provisions regarding the use of privileged information for
private gain is cause for disciplinary action and/or criminal charges.

C.

Political Activity

Any funds provided from or through the City are not to be contributed to or vsed for the conduct
of political activities or the benefit of any candidate for public office, whether partisan or non-
artisan. No employee shall be assigned to work for or on behalf of any partisan activity or

andidatd

The following actions are strictly prohibited:

I Working or dirccting other staff to work on any political activity on paid
time,

2. The use of City facilitics or equipment paid for in whole or in pan with
City funds for political purposes. This includes the use of space, office
equipment, and telephones during regularly scheduled work hours, as well as afler
regular work hours,

3. The implicit or explicit coercion of employces to work on political
activities on their own time.

4, The use of City rank or title to assist any public official or candidate in
any clection at any time.

5. Engaging in any political activity while wearing City uniforms or driving
City vehicles. (An exception is made for those employees who are voting).

6. Campaigning for and/or assisting during working hours in the election of

any public official running for public office.

Scetion 17.2  Harassment Policy

The City is committed to providing a work cnvironment that is free from harassment or
intimidation toward or by any employee, Supervisor, manager, citizen, visitor, or other non-
employce work contact,

A.

Definition of Harassment
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Harassment is defined as unwelcome or unsolicited verbal, non-verbal, physica), or
sexual conduct that:

l. Is made a term or condition of employment, such as a Supervisor's
decision to hire or fire;

2. Is used as the basis for employment decisions like pay, promotion, or job
assignments;

3 Interferes with the employee's work performance; or

4, Creates an intimidating, hostile, unprofcssional, or offensive work
environment.

Examples of what may be considered harassment, depending on the specific facts
and circumstance, include, but are not limited to, the following:

Verbal and Non-Verbal Harassment:

Derogatory, vulgar, or degrading comments, jokes, gestures, or other verbal or
non-verbal conduct, regarding a person’s race, color, religion, sex, national origin,
age, disability or genctic information, or the distribution or posting of similar
written or graphic material offensive in nature.

Physical Harassment:

Hitting, pushing, or other aggressive physical conduct or threats o take such
action,

Sexual Harassment:

Unwelcome or unsolicited sexual advances, demands for sexual favors, or other
verbal or physical conduct of a sexual nature. Behavior that may, depending on
the circumstances, be considered sexual harassment includes unwanted touching,
holding, grabbing, hugging, or other unwanted physical contacts. In addition,
offensive language or jokes, whistles or “cat calls”, staring at a person’s body,
offensive gestures, or maotions, or distributing or displaying sexually oriented
cartoons, pictures, calendars, or other objects may be considered sexual
harassment.

Retaliation:

Demonstrating hostility toward, alicnating, or otherwise taking unfriendly action
against an employee for complaining about or reporting the behaviors described
above.

B. Reporting Process

If an employee believes harassment has occurred or witnessed what is belicved to be

62 |



harassment of or by another employee(s), immediate action should be taken by:

. Identifying the offensive behavior to the harasser and requesting that it
stop.

. Discussing the concem as soon as possible with a Department Head or
with Human Resources whom the employee feels comfortable talking with about
the problem.

. Contacting the CAQ esMayesto report the complaint/incident when the
employce is not comfortable talking directly to the harasser or the employee's
Department Head or Human Resources.

There is no requirement for the form or content of a harassment complaint. The
complaint may be verbal or written, It is recommended that as much information as
possible be provided regarding the offending incident or conduct, such as: what happened
or is continuing to happen, the persen(s) causing the harassment, time(s), place(s), and, if

available, the names of witnesses, jet Commented [L53]: Will any inforsuation on the complaint go
it the employces files?

C. Supervisor Responsibility

Department Heads and Supervisors are responsible for the conduct of all City employees.» { Pormatted: Justified, Indent: Left: 0.5"

As part of this responsibility, they must take steps to eliminate any form of harassment
and counsel or discipline employces as necessary to corrcet inappropriate behavior.
Supervisors who are aware of or should have known of harassment by employees or non-
employees and who do not take immediate action to correct the situation may be subject
to disciplinary action. Allegations of harassment are dealt with as confidentiality as
possible.

When a Supervisor is notified of alleged harassment, the Supervisor is tequired to
promptly notify their Department Head and the CAO for a determination as to how the
investigation is to be made. The complaint is promptly and thoroughly investigated. The
investigation may include interviews with individuals directly involved and where
necessary, with employees who may have observed the alleged harassment or who may
be similarly situated. The complaint, investigative steps, and findings are documented as
thoroughly as possible.

All employecs filing a complaint regarding harassment are to receive a written response
from their Department Head or Supervisor addressing their complaint within ten (10)
business days.

b. Disciplinary Action

If the investigation indicates that harassment or retaliation against the complainant(s),
witness(es), or person(s) who participate in the investigation occurred, appropriate action

up to and including termination ts taken.

Employees who file a harassment complaint that is groundless and brought in bad faith,
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or brought for the purpose of humiliating others, are subject to disciplinary action up to
and including termination,

Section 17.3 Appearance and Dress -

Professional appearance and attire are required during work hours. Employees are expected to
take sufficient hygicnic carc to maintain a neat and clean appearance appropriate for their
specific job and work environment. Employees who are required to wear uniforms and/or safety
gear are to wear them appropriately. Employces whose dress and appearance do not meet the
standards of sound judgment and arc not appropriate for their job and work envirenment are
subject to disciplinary action. A Dcepartment Head or Supervisor determines if an employee’s
appearance and dress is appropriate.

Jeans arc allowed but must be uniformly dyed with no holes or frayed edges. Leggings are
permitted, but the accompanying top must be at least mid-thigh. Examples of non-acceptable
office attire include beach flip flops, shorts, cut-offs, miniskirts, tank tops, spaghetti straps, faded
or backless attire, or any revealing or ill-fitting clothing, including tops or clothing that reveal the
breasts, the midriff, or navel.

Jewelry, piercings, and taitoos are gencrally allowed, but should net be excessive, unprofessional
in appearance, or distracting. Tattoos and picreings on the face and neck are not acceptable
(excluding ear lobe picrcings for earrings and cosmetic permanent makeup for eycbrows,
cyeliner, lipstick, and lip liner only. Permanent makeup shall be in good taste and blend
naturally with the skin tonc to enhance a natural hppearance). If tatioos and/or piercings on the
face, neck, or back are present, in the case of tattoos, they must be covered up, and, in the case of
picrcings, articles/jewelry associated with such piercings should be removed. Tattoos on other
parts of the employce’s anatomy may also be required to be concealed if it is determined by the
Department Head that the tattoos are distracting from the work or services performed by the
employee.

Section 17.4__—Soctal Media and Website [I’olll:}" d
A. Purpose
This policy provides guidelines for the use of social media, such as Facebook, Twitter,
Instagram, or LinkedIn by City employees. The City's primary intemnet presence shall be
City of Johnson City websites and social media sites. Social media is useful when sharing
information and promoting engagement with our City Council, Staff, citizens, and the
public. The City has an overriding interest in ensuring those who speak on behalf of the
City do so in a professional manner and with content that is both accurate and timely,
B. Scope
This policy applies to:

1. any established or planned website or social media site maintained by the
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City or its Departments;

2, any City of Johnson City employee who uses City Social Media Sites or
City Websites for any purpose; and

3 in a limited manner, to all City employees who use personal social media
pages or websites, if the social media page or website, or any individual post
thereon, indicates that the employee is an employee of the City of Johnson City or
otherwise implics an affiliation with the City of Johnson City, unless the
employee specifically includes the following phrase prominently on the social
media site or website:

“The views and opinions expressed on this page are the employee’s personal
views and not those of the City of Johnsen City.”

This policy shall not apply to:

I. City employces™ usc of their personal social media or websites when
acting solely in a personal capacity; or

2. Social media and wehsites of elected officials when they arc used solely
for campaign purposes during an clection.

C. Definitions

City-Managed Websites — Websites that are designed, developed, and/or maintained by
City Staff who are authorized by the CAO to do so and that arc used to communicate
with the public on City-related business.

City Sacial Media Sites ~ Social media sites that arc developed and/or maintained by City
Staff who are authorized by the CAO to do so and that are used to communicate with the
public on City-related business.

Comment — A response published on a City social media site using text, graphics, video,
or other multimedia file by the authorized [Administrator!

Copyright ~ The right of an author to control the reproduction and use of any creative
expression (including photos, graphics, body of text, etc.).

Follow — A term used on social media websites, such as Twitter and Facebook, where an
individual chooses to receive updates or information from a particular social media
website.

Hyperlink — A link from one part of a webpage to another page, such as the City of
Johnson City home web page, with a link to its events calendar,

Post — A term used on social media websites to indicate an entry published on the
webpage, including text, graphics, video, or other multimedia files,
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Social Media -~ A type of website where registered users create online communities to
share information, ideas, personal messages, and other content (such as videos).

Social Media Administrators — City Staff who are authorized by the CAOQ and/or his/her
designee to oversee social media sites or websites maintained by the City. A social media
administrator’s authority is limited to actions that directly reflect guidance from the CAO
and Mayor.

Social Networking — The creation and maintenance of personal and business relationships
online.

Tweet — A post published on the social networking website Twitter.
URL — A World Wide Web website address, such as www.johnsonCeitytx.org,

Websitc — A group of web pages that contain hyperlinks and are made available to any
user on the Internet,

Web Page — A particular section of a website that has its own unique URL.
D. City-Managed Websites
City-Managed Websites include, but are not limited to, the following:

City of Johnson City (www.johnsoncEitytx.org) — The official website for the City of
Johnson City providing comprehensive information about our form of government,
policies, procedures, Departments, City news, and City events.

E. City Social Mcdia Sites
City Social Media Sites include, but are not limited to, the following:

City Facebook (@JohnsonCity) — The City uses Facebook to engage with the public and
to help showcase Johnson City as a preeminent residential, commercial, and tourism City
in the Texas Hill Country. If appropriate, 2 message stating “This site is not monitored.
Call 911 for emergencies.” should be added to social media sites.

City_Instagram (@CityofJCtx) — The purpose of the City’s Instagram profile is to
promote the City through photographs, so people are encouraged to visit, shop, dine, and
play in Johnson City. If appropriate, a message stating “This site is not monitored. Call
911 for emergencies.” should be added to social media sites.

Johnsen City Police Department Facebook (i@ jehnsonCitytxpolice) — The pumpose of the
Police Department Facebook page is to disseminatc important ootices, educational

content, Departmental news, and encourage engagement with the public. If appropriate, a
message stating “This site is not monitored. Call 911 for emergencies.” should be added
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to social media sitcs.

F.

Authorized Use of City Social Media Sites and City-Managed Websites

The City utilizes social media and websites for the purpose of sharing information,
promoting events, engaging with the public, and other objectives, as determined by the
CAO and/or his designee. Daily management of all City-Managed Websites and City
Social Media shall be the responsibility of the Social Media Coordinator (SMC). A
request to post information shall be submitted to the SMC with posting information and
desired websites. Once approved by the SMC, the SMC shall post the content. The
following provisions apply to all Departments and/or employees who publish content on
City Social Media Sites or City-Managed [Websitest

1. Observe and abide by all copyright, trademark, and service mark
restrictions when publishing content;

2, All content shall be subject to archive and retention, as defined in the
Texas Public Information Act, Texas Government Code, Chapter 552;
3 Employees submitting information for posting and the SMC should ensure

the accuracy of all information posted to City Social Media Sites and City-
Managed Websites. Information posted to City Social Media Sites and/or City-
Managed Websites should be current, accurate, complete, and relevant, and, if
mistakes are made, the error must be corrected as quickly and candidly as
possible;

4, All content should follow and abide by the terms of service of each social
media site on which it is posted, if applicable;

5. All content posted to City Social Media Sites and City-Managed Websites
should remain professional in tone and be in good taste;

6. If the content includes photos of any City employee, independent
contractor, or volunteer, the SMC shall ensure the appropriate releases have been
completed before posting; and

7. Department websites and social media content are subjcct to review,
cditing, and approval by the SMC.

In addition to the above guidelines, the following applies to City employees’ use of City
Social Media Sites and City-Managed Websites, including content that discusses City
business, policies, or procedures:

1. Employees should have no reasonable expectation of privacy when
engaging in City Social Media Sites or City-Managed Websites online. Such
social media and website content may be obtained for use in criminal trials, civil
proceedings, and administrative investigations. Content is accessible by the
public, not retractable, and can be retained or referenced for long periods of time.
2, Employees are prohibited from posting text, photos, graphics, or video
recordings of City business on City Social Media Sites and/or City-Managed
Websites without prior authorization from the SMC.

kX Employees are prohibited from posting on City Social Media Sites and/or
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City-Managed Websites sexually explicit images, videos, cartoons, jokes,
messages, or other material that would be considered a violation of the City policy
preventing sexual harassment in the workplace.

4. When posting content on City Social Media Sites and/or City-Managed
Websites, employees shall avoid all conduct that would compromise the integrity
of the City, undermine public confidence in the City, and/or adversely affect any
cmployee or Department.

3 Employees arc prohibited from using City Sccial Media Sites or City-
Managed Webhsites to provide misinformation about the City, fellow employees,
or City policies and procedures.

G. Public Comment and Interaction

The City welcomes the opportunity to engage with its citizens and the public through
websites and social media in a limited public forum. These forums operate in a spirit of
professionalism, good taste, community, and educational interaction. Users and visitors to
City Social Media Sites and Websites shall be notified that the intended purpose of the
site is to serve to foster communication betwecen the City and the public.

City Social Media Sites and City-Managed Websites that offer comment or interaction
functions shall provide a disclaimer on the site that “posted comments do not necessarily
reflect the views or positions of the City.”

The City reserves the right to restrict or remove any content that is deemed in violation of
this policy or any applicable law. Editing or deleting content is permitted if the content:

a. Promotes, constitutes, or encourages illegal, improper, or illicit purposes
through visual, textual, or auditory posting;

b. Promoles or advocates violence or the threat of violence against any
individual or group;

c. Promotes, fosters, or perpetuates discrimination based on race, creed,
rcligion, gender, national origin, physical or mental disability, or sexual
oricntation;

d Would be reasonably considered ponographic, obscene, or defamatory in
nature, or contains inappropriate sexual content or links;

e Compromises the safety of City employees or officials or City public
infrastructure systems;

f Violates a legal ownership interest of another party, such as copyright, or
violates confidentiality; or

2. Violates the hosting social media site’s terms of service,

H. Records Retention of City-Authorized Social Media and Websites

The City of Johnson City shall maintain social media and websites record in accordance
with this policy and with State Law.
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R Employce Use of Personal Social Media and Websites

This policy applies to City employces’ use of their personal social media sites (i) when
acting as an employee or representative of the City of Johnson City; (ii) when identifying
themselves as an employee or representative of the City of Johnson City; or (i) when an
employment relationship, representative relationship, or other affiliation with the City of
Johnson City is otherwise implicd. Personal social media sites or websites may be
monitored to determine applicability to and/or adherence to City policies.

To avoid the applicability of this policy to a personal social media account or website, or
to an individual post thereon, City employees must adhere to the following guidelines,
Failure 1o do se could result in the information being considered the employee speaking
on behalf of the City and will be treated in the same manner as employee use of City
Social Media Sites or Websitcs:

1. Employces identifying themselves as an employee of the City on personal
social media accounts or websites or otherwise implying an affiliation with the
City shall state that “the views expressed on this site are the employee’s personal
views only, and they do not reflect the views of the City of Johnson City, its staff,
or its officials.” This statement shall be placed as a disclaimer on the employee's
personal social media account or website and should be included along with any
post that would otherwisc violate this policy.

2 Personal social media accounts or websites may not be designated in a
way that would cause users to believe that the site is administered or endorsed by
the City, including the unauthorized usc of City logos or City trademarks. This
includes political websites or social media sites used and administered by
candidates for public office in the City of Johnson City,

3. Employees are prohibited from posting on personal or social media
accounts or websites sexually explicit images, videos, cartoons, jokes, messages,
or other material that would be considered a violation of the City policy
preventing sexual harassment in the workplace.

4, For onlinc safety, employees are discouraged from providing personally
identifiable information within personal social media accounts or websites,
including addresses, telephone numbers, or e-mail addresses.

City time and equipment should not be used for updating personal social media accounts
or websites, including updating personal pages or profiles. Time spent on social media
sites should be limited in the same manner as time spent on the telephone or internet
while conducting personal business.

J, Employec Photo Release Agreement

All City personnel {full-time, part-time, independent contractors, and volunteers) shall
complete the Photo Release Agreement as designated by the Social Media Coordinator. If
any person refuses or fails to complete the Photo Release Agreement, that person’s photo
will not be used in any manner on City Social Media Sites, City-Managed Websites, or
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otherwise.
K. Violations

Violations of this policy shall be considered misconduct and may result in disciplinary
action, up to and including termination of employment.

Department Heads and Supervisors are responsible for subordinate compliance with this
policy and for investigating non-compliance.

L. Revisions

The City of Johnson City reserves the right to update this policy, as needed.

Scction 17.5__———Code of Ethics . Formatted; Heading 2, Left, Widow/Orphan control, Adjust
space batween Latin and Asian text, Adjust space between
Aslan text and numbers, Tab s_t_ops: 1", Left

The Code of Ethics is intended to provide guidance to employees of the City in the event of 2
conflict between their personal or professional interests and the interest of the City. It is not to
be interpreted as comprehensive in scope or to address every perceived conflict or issue; rather, it
should be used as a framework for employees to apply in particular circumstances. Ultimately,
cthics for employees is a matier of personal honesty, common sense, and good judgment.

A. Dcfinitions
As used in this Code, the following terms shall have the meaning-respeetfully-aserbed-to
them-in-thisseetien_ascribed below:

City shall mean the City of Johnson City.

Council Member shall mean a duly appointed member of the City Council.

Employee shall mean any person employed by the City, including those individuals
employed on a part-time basis,

Benefit means anything reasonably regarded as econemic gain or economic advantage.
Business means any activity engaged in economic gain or for charitable, educational, or
philanthropic purposes,

Business Entity means a solc proprictorship, partnership, firm, corporation, holding
company, joint stock company, receivership, trust, or any other entity recognized in law
through which business for profit is conducted.

Financial Interest shall mean a person whe owns ten (10) percent or more of the voting
stock or shares of the business entity or owns either ten (10) percent or more or $15,000
or more of the fair market value of the business entity; or a person received during the
previous year more than ten (10) percent of the person's gross income from the entity; or
a person is an equitable or legal owner of real property with a fair market value of $2,500
or more,

Impropriety means conduct that violates or gives the appearance that one or more of the
Standards of Conduct cstablished in this Code of Ethics has been violated.

State shall mean the state of Texas.
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B. Standards of Conduct
No employee shall:

n Accept or solicit any gift, favor, service, or thing of value, including the
promise of future employment, which might reasonably influence the employee in
the discharge of official duties:

(a) From any person, group, or business entity who has a contract or
other business relationship or has a substantial interest in any business
entity that has a contract or other business relationship with the City; or
(b)  From any person, group, or business entity who has a personal
financial interest in any proposed action, resolution, or decision upon
which such employee must act or make a recommendation,

2) Disclose any confidential information gained by reason of the position of
the employce concerning the property, operations, policies, or affairs of the City,
or usc any confidential information to advance any personal interest, financial or
otherwise.

This sub-paragraph (2) shall not prohibit the disclosure or use of confidential
information, when required or permitted by law, including the City Code.

(3)  Usc their position or office or City propenty, facilities, personnel,
cquipment, or supplics:

(a) For purposes unrelated to the interests of the City;

(b}  For private advancement or gain;

(c) To secure privileges or exemptions; or

(d) To grant or give any favor, service, consideration, trcatment,
advantage, or thing of value to any person, group, or business entity
beyond that which is available to individual members of the public.

This sub-paragraph (3) shall not prohibit such use that is available to the public
generally.

(4}  Act or make recommendations on any matter in which the employee has a
financial interest.

3 Represent, direcily or indirectly, any person, group, or business entity:

(a) Before the City or any committee of the City; or

(b) Before # board or commission that has legal jurisdiction over the
City.

{c)___ So long as all relevant details are disclosed to the City, thee
restrictions in (5) above do not prohibit:
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(i) An employee from appearing before the City to represent
that person's own interest or property;

(i)  An employce from appearing before the City to address
cmployment matters;

{iii)  An employec from bringing any lawful claim or lawsuit
against the City.

Any contract to which the City is a party and in which the employee has a direct or
indirect financial interest and in which the employee has acted or made a
recommendation in violation of the provisions of this policy shall be voidable or
rescindable at the option of the City at any time within a period of one (1) year from the
date such contract is approved or cxecuted, whichever is Jater, The term “contract”
means any agreement with or claim, account, or demand against the City.

Failurc to promptly report to the employec’s immediate supervisor, or to the City Council
of the City in the casc of the CAO, any gift of anything of value more than $50, which
would not have been given or offered to the employec or any member of the employec's
immediate family had the employee not been employed by the City may result in
disciplinary action.

C. Complaints and Confidentiality

All complaints of violation of this Code of Ethics shall be made directly to the City
Council of the City in writing and a copy of the complaint shall also be provided to the
party complained of. The complaint alleging a violation of the Code of Ethics shall:

(1) Specify in writing the nature of the complaint and the complainant shall
swear that the complaint is true and correct;

(2)  Beplaced in a sealed cnvelope and state on the outside of the envelope the
complainant's pame, name of the person the complaint is against and the current
date. Complainant shall deliver the sealed envelope to the CAO, and the CAO
shall forward it to the Mayor;

3) UGGEST CHANGING THIS PROCESS. SEE COMMENT. Not
less than seven (7) working days after the complaint is received by the

complaint to all members of the City Council, to the CAO, and to the party
complained of. The Mayor, or his/ her designee, shall notify the complainant, the
CAO, and the person complained of as to the date of the hearing if the Mayor
deems a hearing is warranted. If a heanng is deemed warranted and the City

dayor the
Mayor shall acknowledge receipt to the complainant and provide a copy of the |

Counci? fails to conduct the hearing within thirty (30) days of the CAQ’s receipt '

of (he complaint, the Mayor shall notify the complainant and the person
complained of the reasons for the delay and shall give notice when the hearing is
set;

(4) A complaint alleging a violation of the Code must be filed within two (2)
learsof the alleged violation;

(5}  When a complainant is notified by the CAO, or the Mayor_in the case
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involving the CAQ, that the complaint is defective, complainant shall be allowed
to file a sworn amended complaint.

D. Defense of Employee Acting in Reliance of City Attorney Opinion
It shall be a defense to a violation of the Code of Ethics that the Employee acted in
reasonable reliance upon an opinion rendered by the City Attorney.

E. Sanctions

I the City Council determines that a violation of the Code of Ethics has occurred, City
Council shall procced directly to determine the appropriate recommended sanctions. The
City Council may receive additional testimony or statements before considering sanctions
but is not required to do so. If the person complained against acted in reliance upon an
opinion of the City Attomey, the City Council shall consider the fact.

If the City Council determines that a violation of the Code of Ethics has occurred, it may
recommend the following sanctions:

(1) The Depariment Head may direct a letter of notification 1o the employce.
A letter of notification shall be the recommended sanction when the City Council
finds that a violation is clearly unintentionat, or when the conduct of the person
complained against was done in reliance upon an opinion of the City Attomey. A
letter of notification shall advise the employee of steps the employee should take
to avoid future violations.

(2)  The Department Head may direct a letier of admonition to the employce.
A letter of admonition shall be the recommended sanction when the City Council
finds that the violation is minor or unintentional but calls for a more substantial
response than a letter of notification.

(3)  The Department Head may dircet a letter of reprimand to the employee. A
letter of reprimand shall be the recommended sanction when the City Council
finds that a violation has been committed intentionally, knowingly, or with
conscious indifference to the Code of Ethics. The letter of reprimand shall be
placed in the employec's personnel file.

F. Appeals

Any employee aggrieved by a recommendation from the City Council, or Mayor_in_the
case involving the CAQ, or action taken by their Supervisor or Department Head may
appeal in accordance with appeal procedures as outlined in Chapter 19 in this Manual.

G. Compliance with State Laws
Employees shall comply with applicable provisions of the laws of the State and the City
of Johnson City regulating the conduct of employces.

H. City Council,
This Code of Ethics shall apply to the City Coungil. Each member shall acknowledge in

writing receipt of the Code,
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CHAPTER 18 _DISCIPLINE

Scction 18.1 Overview

It is the responsibility of all employees to observe the regulations nccessary for the propers [ Formatted: Justified

operation of City functions and to ensure continuous services, Emplovee misconduct or work
infraction_shall be subject to_disciplinary_action, Procedures have been established for the
handling of disciplinary measurcs of reprimand, suspension, demotion, and discharge. Any
disciplinary measure may be used in any given situation where decmed appropriate.

Reasons for disciplinary action include, but are not limited to, the following;

1. Insubordination;

2. Pemonstrated incompetence or inefficiency in the performance of job dutics;

3 Carelessness, negligence, or misuse of City property or funds;

4, Thefl or intentional destruction of City property or funds;

5. Neglect or refusal to comply with a lawful directive;

6. Being under the influence of intoxicants or drugs whilc on duty or possessing
such substances on City property;

7. Indulging in offensive conduct or using offensive or abusive language in public or
at the worksite;

8. Conviction of a felony or misdemeanor that has a harmful effect on City

operations or the employee's ability to carry out their job duties, that reflect negatively
upon the City, or subjects the City to increased liability for the employee's actions;

9, Dcliberate or carcless conduct cndangering the safety of the employee or other
employees,

10.  Inducing or atiempting te induce any employee to commit an act in violation of
City rules, regulations, or ofTicial policy;

1. Using, threatening, or attempting to use personal or political influence to secure
special consideration as an employee;

12, Violating the provisions regarding political activities;

13.  Intentional falsification of personnel records, timecards, or other City records;

14.  Sleeping on duty;

15.  Habitual absenteeism;

16.  Violating a safety rule or practice;

17.  Leaving assigned work area without prior authorization by the Supervisor;

18.  Violation of a departmental rule, regulation, order, or professional ethics;

19.  Quitting work early without authorization to do so;

20.  Lying to Supervisors or falsifying records with respect to official duties, including
work duties and discipline;

21.  Failure to report, where known, violation of personnel or departmental rules by
any employee in conjunction with City employment;

22.  Discussing with unauthorized persons any confidential information gained
through employment with the City;

23, Indulging in offensive conduct, on or off-duty, that reflects unfavorably epon the
City or subjects the City to increased liability for the employec's actions;
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24.  Engaging in an unlawful act while on duty or while representing the City;

25, Threatening another employee with bodily harm;

26.  Abuse of any type of paid or unpaid leave or other benefit programs;

27.  Failure to maintain required licenses or certifications;

28.  Operation of a vehicle for City business if driver’s license is suspended or
revoked;

29.  An employee who operates a motor vehicle as a job duty who receives a traffic
citation that may result in the employee's driving privileges being suspended, and driving
is an essential function of the job; (the employee must notify their Department Head or
Supervisor within three days of the issuance of the ticket].

30.  Any employce absent from work for three consecutive days without notification
of such absence is deemed to have abandoned their job and is terminated, unless
extenuating citcumstances require a lesser action;

31, Failure to comply with the City’s Drug/Alcohol-Free Workplace Policy;

32, Failure to comply with the City's Prolubited Weapons Policy;

33, Failure to comply with the City's Harassment Policy; or

34.  Failure to comply with the City's Smoke-Free Workplace Policy.

Section 18.2 Disciplinary Action .

Disciplinary action may be taken for any of the reasens outlined in the above section or for any=
other cause that warrants such action.

The degree of discipline should be reasonably related to the seriousness of the offense and take
into consideration the employee's past disciplinary record and tenure with the City, The City is
not obligated to follow a progressive disciplinary process. The City reserves the right to utilize
whichever form of discipline it determines appropriate for the offense.

The Human Resources Department (HR) must reccive notification from a Depariment Head or
Supervisor for Reprimand types B, — G. below. The Department Head or Supervisor must also

[ Formatted: Tab stops: Not at 0.25" }

[ Formatted: Justified ]

give an official copy of the reprimand to the cmployee being reprimanded._ln ihc case invalving

g Department Head, xxxxx, and in the case involving the CAQ, kxxxx|

A. Verbal Reprimand

Whenever grounds for less severe disciplinary action exist and the Supervisor determines+
that more severe action is not immediately necessary, the Supervisor shall verbally

communicate to the employee the deficiency and, when appropriate, tell the employee

how to correct the deficiency. The Supervisor shall also states that failure to remedy the

deficiency may result in more severe disciplinary action. A written summary of the verbal

waming/disciplinary action must be submitted to HR 1o be included in the employee’s

personnel file,

B. Written Reprimand
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A Department Head or Supervisor may initiate a written reprimand in situations where a+ [Fnrmal‘hed: Justified, Indent: LeR: 0.5, Tab stops: Not at J
verbal reprimand has not resulted in improvement or where stronger initinl action is 0.5

warranted, The written reprimand should identify the offense{s), the necessary corrective

action(s) to be made by the employee, the period in which the employee must accomplish

the corrective action, and that further action may be taken if the problem is not corrected

within the stated period. The employee's Supervisor and the employee must sign the

writlen reprimand, and, after review of the Department Head, a signed copy of the written

reprimand must be included in the employee's H.R. personnel file,

C. Suspension

When a written reprimand(s) has not corrected a problem, or when a separate severe
infraction occurs, the Supervisor may recommend to the Department Head that the
employee be suspended with or without pay for a specified period. Documentation
regarding the suspension must be authorized by the Department Head.

The length of the suspension and determination of whether pay will be withheld shall be
cstablished by the Department Head.

D. Non-Disciplinary Suspension

During an investigation, administrative hearing, or trial of an employee for any civil or Formatted: Justified, Indent: Left: 0.5, Tab stops: Nat at
criminal act, the Department Head may suspend the emplayee for the duration of the e

proceedings if it is determined to be in the best interest of the City. Such suspensions

may be with or without pay depending on the circumstances and within policy guidelines,

Reinstatement, resignation, or dischiarge terminates the non-disciplinary suspension.

E. Reduction In Pay

When previous disciplinary action(s) has not corrected a problem, or when a seriouss [Formaned: Justified, Indent; Left; 0.5%, Tab siops: Not at ]
infraction occurs, an employec’s pay may be reduced to a lower amount. Documentation L
regarding the reduction in pay must be signed by the Department Head.

F. Demotion

When previous disciplinary action{s) has not corrected a problem, or when a scriouss [ Formatted: Justified, Indent: Lekt: .57, Tab stops: Not at ]
infraction occurs, an employec may be demoted. Documentation regarding the demotion L2
must be signed by the Department Head.

=~ [ Formatted: Tab stops: Not at 0.25" |
Employees demoted for disciplinary reasons are placed on a 3 to 6-month additionals | Formatted: Justified, indent: Left; 0.5", Tab stops: Notat |
probationary period in the new position. 0.5

G. Dismissal

When previous disciplinary action has not comvected a problem or when a serious
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infraction occurs, the Department Head may terminate any employee under their
dircction. Employces on original probation may be dismissed with or without cause.
Documentation regarding the tenmination must be signed by the Depanment Head.
Nothing contained hercin shall ever be construed as limiting the City’s “amt will”
employment policy, including its abilities related to layoffs, reductions in force,
elimination of municipal departments, positions, or for the benefit of the municipality.

Appeal. An appeal of a disciplinary action shall be conducted as outlined in Chapter 19, Section
192,
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CHAPTER 19 __ COMPLAINTS/APPEALS .

It is the policy of the City of Johnson City to provide employees with an appeals process for
complaints, Chapter 19 shall not apply to employees defined under Section 4.4_{Rescrve
Officers. Volunteers, and Internships); employees covered by Section 4.4 shall be on indefinite

original probation, as defined in Section 7.1A and shall have no appeal rights outlined within
Chapter 19.

Scction 19.1 Complaints

A complaint is a grievance presented to the Human Resources Department about conditions of
work, work relationships, or the interpretation or application of policies, rules, or regulations.

A complaint also includes an employee’s appeal of written reprimands, pay increases or
decreases, performance appraisals, or disciplinary actions.

It is the responsibility of the employec to [immediately[ submit a copy of the complaint to the
Human Resources Department. If a complaint is not submitted to the Human Resources
Department, it is not a valid complaint.

Employces serving their original probationary period do not have access to the appeal process for
terminations or any other employment or disciplinary action.

Section 19.2  Gricvance/Appeals Procedures,
Exhaustion of the appeal process is a prerequisite for pursuing court etion|

An_cEmployees must attempt to first resolve the matter informally with histheis immediatc
Supervisor. If this does not resolve the situation and the employee wishes to continue, the
employee must submit a written complaint-is—made—Gled-with-the-HR-Department—and-_to be
processed m—&he—feﬂewmg—m&nﬂems follows:

Step A, The written complaint must be filed with the H.R. Department. The H.R.+
Department must forward the complaint no later than ten (10) working days to the
appropriate Department Head or Supervisor, No later than five (5) working days after the
receipt of the employec's written complaint, the Department Head or Supervisor (or CAQ
for a case involving a Department Head) shall investigate the complaint and responds to
the employce’s complaint in writing. At the discretion of the Department Head or
Supervisor and within the time frame listed above, the Department Head or Supervisor
may meet with the employce to further discuss the employee's complaint.

Appeals of verbal or written reprimands are limited 1o Stiep A,  Employee complaints
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about Disciplinary Actions C. — G. of Section 18.2 must be submitted as stated below.

StepB,  If the employce wishes further review of the complaint, the employee must ( Farmatted: Font: ot Bold

submit an appeal in writing, addressed to the CAO bwiand submitted to the H.R. [ rermatted: Font: Not Bold

Department no Jater than seven (7} calendar days of the receipt of the Department Head’s
or Supervisor’s writien response. The H.R. Department will then forward the appeal to
the CAO.

StepC, The CAO may requestconduct an investipation —a—feer-finding—study—of the { Formatted: Font: Hot Bold

complaint. Such feet-findinginvestigation-is to be completed no later than fourteen (14)
calendar days upon receipt of the employee’s appeal from the H.R, Department unless

additional time is-required-to-complete-the-faet-findingstudynccded, [ Farmatted: Font: Not Bald

StepD. No later than fourteen (14) calendar days of the receipt of the employec’s
complaint, the CAO may meet with the employec to discuss the complaint. The decision
to sustain the Department Head's or Supervisor’s action, modify such action, or reverse
the action will be made by the CAO no later than fourteen (14} calendar days of the
reccipt of the complaint forwarded from the H.R. Department.

StepE,  If the employee wishes a furiher review of the complaint, the employee must { Formatted: Font: Not Bold
submit an appeal in writing for review and consideration by the City Council, The appeal
shall be; addressed to the Mayor butand, submitted to the H.R. Department no later than { Formatted: Font: Mot Bold

five (5) working days of the receipt of the CAO’s written response,

complete-the-faet-finding ktudy! Commented {LE5): Recommend skipping another fsci-Anding
study, The facts should slready be included in the reports by the

Supervisor and the CAD.
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action or reverse the action wH%e—mde-bH*e—MayeHmalewﬁwfemeem(-H-)-days-et [ Formatted: Font: Not Bold ]

Step GH. Notwithstanding anything contained herein to the contrary, nothing provided- { Formatted: Tab stops: 1.25", Laft

for in this Section shall ever be construed as compelling the City to undertake a
redundant act or to compel any act inconsistent with the good order, health, and safety of
the municipality.

Scction 19.3  Stipulations

If the employee does not file the complaint document within the stated time limits, the matter is
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considered to have been withdrawn,

Only issues submitied in written form and timely filed are addressed during the complaint
process.

The employee docs not lose any pay while reasonably preparing and presenting the complaint,
The employee must obtain prior approval from the Supervisor to spend reasonable amounts of
time on these matters. Such approval is not to be unreasonably withheld,

Except as atherwise stipulated, complaint/appeal hearings are informal hearings. These hearings
are not bound by any fermal rules of evidence. The person responsible for hearing the complaint
has the sole authority to allow evidence and witnesses.

{ Formatted: Normal




CHAPTER 20 _ SEPARATIONS -

The relationship between the City and its employees is “employment at will,” irrespective of the
classification of the position. *“At-Will" means that the employment rclationship can be
terminated by ecither employer or employee at any time for any or no rcason, in so much as it is
not illegal.

Employces terminating employment from the City are required to tum in all keys, material or
equipment, or other City property by their last day of employment. Failure to do so may result in
legal action.

The termination of non-management ¢mployees falls under the authority of the Depariments
Head. The termination of the CAO and City Secretary, with the recommendation from the CAQ,
positions fall under the authority of the City Council. The termination of any employec must be
processcd through the Human Resources Department.

Scction 20.1 Voluntary Separations
A, Resignations

Employees resigning from City service are requested to submit a resignation in writing
and give a minimum of fourteen {14) calendar days’ notice. The employee is eligible to
receive pay for any unused PTO, based on providing the City with two weeks' notice. The
2-weck notice period may not include the use of PTO during this time.

Employees who resign and wish to be rehired must make an application and compete in
the appropriate recruitment process.

B. Retirements

Employees retiring from the City are cligible for retirement benefits, as provided for by
the Texas Municipal Retirement System (TMRS), and health, dental, vision, and life
benefits. The City defines a retiree as an employee meeting the Rule of 80, whercby the
employee’s age plus years of service equal 80, An employee must be a member of the
TMRS plan for five (5) years to vest.

The following benefit plans are provided to qualifying retirees NEED TO CONFIRM
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THESE PLANS (WAS CHANGED A FEW YEARS AGO); ALSQ ISN'T THIS

PROVIDED BUT AT RETIREE'S OWN COST??;,

o The same medical, dental, and vision plan(s) offcred to active mployeest
o A retiree continuum of care medical plan adopted for retirees and their
Hependents}

. Retiree life and optional fiifg

. A retiree continuum of care plan for early retirees and retirees over 65

years of age not entitled to Medicare and Medicare Supplement Programs for over
635 years of age retirees; and/or
. Medicare supplement plan with prescription benefits.

The City of Johnson City allows retirces to 1) receive medical, dental, and vision plan(s)
at the same contribution as charged to active ecmployees; 2) to select a contribution level
which is 190% of the active employee contribution; or 3) 1o offer over age 65 retirees a
Medical fupplement]

A LIMITATION ON WHO QUALIFIED WAS ALSQO CHANGED YEARS AGO

(EMPLOYEES HIRED BEFORE A CERTAIN DATE).

Scction 20.2  Involuntary Separations +

A. Termination

Nothing contained herein shall ever be construed as limiting the City's “at-will”
cmployment policy, including its ebilitics related to terminations, layoffs, reductions in
force (RIF}, the elimination of municipal departments or positions, or for the benefit of
the municipality.

B. Reduction In Forec (“RIF™)

The City, in its discretion, determines whether a reduction in force is necessary due to+
lack of work, lack of funds, curtailment of operations or programs, or other circumstances

deemed necessary by the City Council. The City Council authorizes all reductions in

force. Ifit is determined that a reduction in force is necessary, employees are laid off in

the following order,

1. Part-time/Temporary employees;

2. Regular, full-time employees who have not completed their original
probationary period;

3 Regular, full-time employees whose performance reviews document poor
or inadequate performance;

4, Regular, full-time employees in geod standing.

If two or more regular, full-time employees have the same performance and attendance
ratings, seniority will be the determining factor.
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C. Recall

Recall rights for an employee who was faid off as a result of a RIF apply to the following
sitvations where the positions become available within the one-year recall period and the
employcec has the ability and qualifications to satisfactorily perform the job.

1. Recall to the employee's former position — such recall occurs in reverse
order of RIF, not including employees who were completing their original
probationary period or temporary employees.

2, Recall to a vacant full-time position within the City in the same
classification.

I'an employee is recalled to a position other than previously occupied, the employee has
the right to refuse the recall, Ifan employee accepts the recall, the employec forfeits all
other recall rights to any other positions,

Regular full-time employces who are cligible for recall arc given 14-calendar dayise
notieedavs’ notice of recall. The recall notice is sent by certified or registered mail. The

employee must notify the CAO or Department Head of their intent to return within three

days of receipt of such notice of recall. It is the employec's responsibility to provide the

City with the most current and correct mailing address.

Tenure or length of service with the City, for purposes of fringe benefit calculation, does
not accrue while an employee is on RIF status. However, upon recall to work, tenure or
length of service resumes without loss of tenure gaincd before the RIF. Amounts of
earned, but unused, PTO leave arc paid out, consistent with current benefit plans, 1o
eligible employees at the time of RIF,

The City docs not make contributions to the retirement plan on behalf of cligible
employees while on RIF status, The clection by employees to leave accrued personal
contributions in the plan while on RIF or to withdraw those funds may be made within
the terms and provisions of the plan itself,
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CHAPTER 21 _ DEFINITIONS s
Srethisr b - Pelimed Fepms -
The following terms, phrases, words, and their derivations shall have the meaning given herein

Definitions not expressly preseribed herein shall be given their plain_and ordinary meaning
consistent with comm 8 c English | e,

APPEAL - A complaint to management relating to a written reprimand, pay increase or
decrease, performance appraisal, suspension, involuntary demotion or dismissal; except
employees serving their original probationary period do not have access to the appeal process for
dismissals.

BENEFITS - Personal, holiday, and sick leaves, health insurance, life insurance, retirements,
and any other financial or economic benefits that are offered to an employee by the City.

BIRTH OF A CHILD - For a woman giving birth, an initial leave request, cither before or after
the birth, is usvally treated as a request for disability. Since a “normal” birth may result in six
weeks of leave due to a disability, any additional leave requesied would be due to the birth of a
child as provided for under Family/Medical [Leave)
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CITY COUNCIL - The policy-making body of the City of Johnson City which includes the five
Council Members and the Mayar.

CAO - The CAQ of the City of Johnson City, appointed by the City Council. Buties—and

resporsibilities—inelude—assisting—thetdavor—in—the-admimstraion—oipersarnelpolicies—and
PR EE e,

CLASSIFICATION (Job Title) - Positions tei—may—be—similar in nature_that have
approximately the same level of difficulty and responsibility, require comparable skills,
knowledge, and abilities at the time of recruitment, and that may be fairly compensated by a
general range of pay.

DEMOTION - Moving an employee from one position to another position in a lower pay range.

DEPARTMENT HEAD - An individual or designee who is regslarly-responsible for directing
the overall operation of a major functional unit or activity.

DISCIPLINARY ACTION - A verbal reprimand, written reprimand, pay reduction,
suspension, involuntary demotion, or dismissal.

DISMISSAL - The involuntary separation from employment,
EMPLOYEE - A person on the City of Johnson City's payroll.

EMPLOYMENT DATE - The date an employce begins work and is hired as a regular full-
time/part-time or temporary employee.

ESSENTIAL FUNCTION (ESSENTIAL JOB FUNCTION) - The fundamental duties of a
position that the employee must be able to perform with or without reasonable accommodation
and without undue hardship to the employer. An essential job function is one that is so critical it
cannot be eliminated from the job description without significantly changing the position’s role
and contribution to the City.

EXAMINATION - A written, verbal, physical, skill, performance or other job-retated test or
review specifically used to assist in evaluating an applicant’s ability to perform the cssential
functions and duties of a particular job.

EXEMPT POSITIONS - Employces in exempt positions spend most of their work time
performing administrative, executive, or professional duties. Exempt positions are not cligible
for overtime compensation and meet the Fair Labor Standards Act definitions for exemption.

FAMILY - The definition of family for purposes of bercavement leave includes the employee's
or spouse’s parcnts, brother(s), sister(s), grandparent(s), uncle(s), aunt(s), or child(ren). For
purposes of Family/Medical Leave, see the definition of “immediate family™.




FULL-TIME POSITION - One in which the employee is scheduled to work 40 hours in the
workweek or another approved full-time schedule.

GRIEVANCE - A complaint to management about conditions of work, work relationships or
the interpretation or application of policics, rules, or regulations, other than disciplinary actions,
adopted to cover personnel practices.

IMMEDIATE FAMILY - The employee's (or applicant’s) mother, father, stepmother,
stepfather, foster mother, foster father, mother-in-faw, father-in-law, grandmother, grandfather,
sister(s), brother(s), grandchild(ren), sister(s)-in-law, brother(s)-in-taw, spouse, child(ren), foster
child(ren), aunt(s), uncle(s), nicce(s), nephew(s), first cousins, step-relatives, or any other
relative living in the same houschold. For purposes of bereavement lcave, sec the definition of
“family™.

INTERNAL ALIGNMENT - The intenal ranking of classifications based upon factors such as
level of responsibilities, skills, level of cducation or knowledge and authority.

(JOB) POSITION ANNOUNCEMENT - A posted announcement of a position vacancy that is
to be filled.

JOB DESCRIPTION - A written statement of the essemtial job functions, general
characteristics, dutics, responsibilities, and qualification requirements of a job.

REDUCTION IN FORCE_(RIF) - When the City is compelled to terminate an individual's
employment through no fault of that employce.

LEAVE - An appeaved-absence from work.

LONGEVITY PAY - A bencfit provided for regular full-time employces recognizing
continuous years of service with the City.

MATERNITY - Sce Birth of a Child.
MAYOR—TFhe-Mayeris—the-Chief-Executive-Oificertor—the City—ofJohnson-City—and—is
respensileforensumne—alaws—and- ordinances—are—erarced—alone—with—the—effoctive

MINIMUM QUALIFICATIONS - The qualifications contained in the job description that a
person must possess to qualify or compete for a given classification of positions with the City.

NON-EXEMPT POSITIONS - Positions that do not meet the definition of Administrative,
Executive or Professional as designated by the Fair Labor Standards Act and eam overtime pay
at the rate of time and one half for actual hours worked more than 40 hours in the work week.

ORIGINAL PROBATIONARY EMPLOYEE - The 3- to 6-month period beginning with the
initial hiring of a person or the rehiring of an employee afier a break in service_of a-lapse of
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working time between the official separation of an emplovee and subsequent rehiring of more
than three months,

OUTSIDE EMPLOYMENT - Any work performed on a recurring basis for monetary=
compensation for an employer other than the City; including self-cmployment.

OVERTIME - Time that the Depaniment Head directs and authorizes an employee to work more
than the standard workweek or work period.

PART-TIME EMPLOYEE - An employec who ssuably-does not work more than nine-hundred
nincty-nine (999} hours during the calendar year in a budgeted position on a continuous basis; a

part-time employee is —Fhese-employees-are-not eligible for employee benefits,

PAY DECREASE - A decrease in pay that may result from reclassification, demotion,
unsatisfactory performance, or similar action.

PAY INCREASE - Movement from onc pay rate in a range to a higher pay rate within the same
range.

PAY PERIOD - The biweekly period for which employces receive their paychecks.

PAY PLAN - The schedule of pay ranges for each job title {or positions) in the classification
plan.

PAY RANGE - The range of pay rates for jobs.
PAY RATE - A specific rate of pay within a pay range.

PERFORMANCE APPRAISAL - An appraisal that is placed in the employce's personnel file,
The appraisal is completed on an approved form and signed by the employee, the employee’s
immediate Supervisor and the Department Head.

PREGANCY - See Birth of a Child.

PROBATION - A specified period during which the City evaluates the employee’s work 1o
determine fitness for their assigned duties and responsibilitics,

PROBATIONARY EMPLOYEE (ORIGINAL APPOINTMENT) - An cmployee in o
budgeted position who has not yet completed the original probationary period and has no appeal
rights for termination.

PROMOTION — The result of an cmployee applying and being selected for a position in a
higher pay range.

PTO — Puid Time Off.
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REASONABLE ACCOMMODATION - Changes that can be made 1o a position 1o create an
opportunity for a qualificd applicant or an employec with a disability that does not cause undue
hardship for the City.

RECLASSIFICATION - The significant change in duties performed by an employee that+
resulls in a change in the employee’s classification. A reclassification can result in a title change
only, the creation of a new classification at the same pay range, or a change in classification with
a different pay range.

REGULAR FULL-TIME EMPLOYEE - An employec who is scheduled to work 40 hours
during the workweek in a budgeted position on a continuous basis and receives benefits.

REPRIMAND - A warning to an employee that the Supervisor believes a deficiency exists and
improvement is needed in the employee’s work performance or conduct.

RESIGNATION - The voluntary separation of an employee from the City.

RETIREMENT BENEFIT - Refer to the Texas Municipal Retirement System (TMRS) for
information regarding retirement benefits,

SEPARATION - The termination of employment by reason of failure to satisfy the probationary
period, disqualification, layof, resignation, retirement, dismissal, or death.

SPOUSE - The definition of spouse expressly includes individuals in lawfully recognized
opposite-sex, same-scx, and commen law marriages and marriages that were validly entered into
outside of the United States if they could have been entered into in at least one ftat

STANDARD WORKWEEK - A 40-hour workwecek,

SUPERVISOR- Person in the first-line management who monitors and regulates employces in
their performance of assigned or delegated tasks. Supervisors are usually authorized to
recommend andfor effect hiring, disciplining, promoting, punishing, rewarding, and other
associated activities regarding the cmployces in their departmenis.

SUSPENSION - An involuntary absence, with or without pay, imposed on an employee as a
disciplinaty action or during civil or criminal proceedings.

TEMPORARY EMPLOYEE - An employce who gencrally works on a limited assignment or
is employed for a specific period, g.g., Intemns or Lifeguards who work part-time and have a
maximum number of allowed work hours per year without benefits in non-budgeted positions. A
temporary employee may work full-time or part-time.

TRANSFER - The movement of an employce from one position to another position of the same
classification or pay range in the same or different department.
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UNDUE HARDSHIP - An act requiring a significant expense or difficulty for the City.
VACANCY - An authorized budgeted position that is not occupied.

VERBAL REPRIMAND - A verbal statement telling an employee about a violation or failure
to perform and advising the employee of the consequences of repeated acts or omissions. A
verbal wamning does not become a written reprimand merely because the Supervisor makes a
note of the event.

WORKDAYS - The established or scheduled days an employec works,

WORK PERIOD - The work period for most non-exempt employees is seven (7) days, with a
maximum of forty (40) hours worked at their regular pay,

WORKWEEK - The total scheduled workdays in a seven-day period,
WORKERS' COMPENSATION - Benefits recetved by an employee who is injured while

carrying out assigned duties, as determined by the Workers' Compensation Act of the State of
Texas.

WRITTEN REPRIMAND - A written statement of specific eharges of violations or failures to
perform, or the acts on which such charges are based and a waming of the consequences of
repetition,
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APPENDIX A ACKNOWLEDGEMENT FORM + ——— | Formatted: Heading 1, Left

EMPLOYEE ACKNOWLEDGEMENT - { Formatted: Font; Botd

{ Formattad: Centered

The Personnel Policies and Procedures Manual contains important information about the City,
and | understand that [ should consult the Chief Administrative Officer_or_mv Supervisor
regarding any questions not answered in the Manual.

| have entered into my employment relationship with the City voluntarily and understand that
there is no specified length of employment. Accordingly, either the City or ! can terminate the
relationship at will, at any time, with or without cause, and with or without advance notice.

| also understand and agree that no person, other than for a contractua] position authorized by the
City Council. the-Chief-Administrative-Ofieermay enter into an cmployment agreement for any
specified period or make any agreement contrary to the City’s stated employment-at-will policy.
Further, | understand that this Manual is neither a contract of employment nor a legally binding

agreement.

Since the information, policies, and benefits described herein are subject to change at any time, |
acknowledge that revisions to the Manual may oceur, except to the City's policy of employment-
at-will, All such changes will gencrally be communicated through official notices, and |
understand that revised information may supersede, modify, or climinate existing policics. Only
the City Council can adopt any revisions to the policies in this Manual,

bindingseresment
By_my signature below, | acknowledge that | have received a copy of the Manugl and have §
have-had-an-oppertunity—te-read the Manual,_and-aad-Fundersiend-that-l-may-ask—my-superviser
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MﬂRHEH accepl 1ts !hetenns -ai-thoﬂ-anuﬂi— I nlso m:kn Qg nu.-_undcrstand ing thal itis my
responsibility to comply with the policies contained in this Manual, and any revisions made to it.
| further agree that if | remain with the City following any modifications to the Manualkandbesk,
I thereby accept and agree to such changes.

md—%me‘mm%l WI" 5|gn the two cop:cs of Ihls Acknowledgmcmua-f

Reeeipt, retain one copy for myself, and return one copy to the City’s representative listed below
on the date specified. 1 understand that this form will be retained in my personnel file.

Signature of Employee Date

Employee's Name - Printed

City Representative Date

APPENDIX B PERSONAL INFORMATION ELECTION »

To the City of Johnson City Personnel Officer / Human Resources Department:

I, (printed name), hereby make the following
election with respect to allowing public access to information in the custody of the City of
Johnson City that rclates to my home address, home telephone number, emergency contact
information, social sccurity number, or family members,_or that may reveal whether 1 have
family members.

I do not want the City to disclose or allow public access to the following (check all that apply):

my home address
my home telephone number

my emergency contact information
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my social security number

my family members or information that reveals whether | have family members

Signature of Employec Date

Employee's Name - Printed

City Representative Date
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