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SECTION 1 
 

INTRODUCTION 
 
 
 
1.01 MISSION STATEMENT 
 

We, the employees of the City of Dumas, are committed to enhance the quality of life for all citizens by 
providing innovative, superior services in the most professional and cost-effective manner possible. 

 
 
1.02 OBJECTIVES / AUTHORITY 
 

The Personnel Manual provides an overview of the basic personnel policies, practices, and procedures 
affecting employment with the City of Dumas (hereafter known as “City”). It contains general statements 
and guidelines that are not intended to address all possible applications of, or exceptions to, the general 
policies and procedures described. 
 
The City may enact, modify, or discontinue policies in the Personnel Manual from time to time.  The 
Human Resource Director shall be responsible for distribution of copies of this manual to each new 
employee at time of employment as well as copies of policy revisions to all employees when such 
revisions are made. 
 
No supervisor or other representative of the City, except the City Manager, has any authority to enter into 
any agreement for employment for any specified period of time or make any binding representations or 
agreements inconsistent with this manual.  However, any supervisor may recommend a policy change to 
the Human Resource Director.  Likewise, matters of importance not covered by the manual should be 
brought to the attention of the Human Resource Director, in order that new policy may be formulated if 
necessary. 

 
The information contained in this Personnel Manual replaces and supercedes all personnel practices, 
policies and guidelines contained in previous manuals. 

 
 
1.03 EMPLOYMENT RELATIONSHIP 
 

Employment with the City is “at will” for an indefinite period.  Employees may resign from the City at 
any time, for any reason, and with or without notice or may be terminated by the City at any time, for any 
reason, and with or without notice. 
 
Nothing in this manual shall create an express or implied contract of employment for neither a definite 
period nor an express or implied contract concerning any terms or conditions of employment.  
Completion of an introductory period or conferral of regular status shall not change an employee’s status 
as an employee-at-will or in any way restrict the City’s right to terminate such an employee or change 
their terms or conditions of employment. 
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SECTION 2 
 

EMPLOYMENT POLICIES 
 
 
 
2.01 STATEMENT OF NON-DISCRIMINATION 
 

The City is committed to an effective Equal Employment Opportunity program in which all applicants 
will be afforded equal opportunities to be employed and all employees will receive fair and equitable 
consideration in all aspects of personnel administration. 
 
Discrimination, harassment, or retaliation as a result of reporting and/or participating in an investigation 
involving an act of discrimination or harassment against any person with regard to recruitment and hiring, 
placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation, benefits, 
training, discipline, or in any other aspect of personnel administration is prohibited because of race, color, 
sexual orientation, gender identity, national origin, religion, age, disability, genetic information, marital 
status, amnesty, status as a covered veteran, or any other protected characteristic in accordance with 
applicable federal, state, and local laws. 
 
Any employee willfully violating this policy will be subject to disciplinary action, up to and including 
termination. 

 
 
2.02 CODE OF EMPLOYER/EMPLOYEE RELATIONS 

 
It is the policy of the City to implement fair and effective personnel policies and practices. However, 
nothing in this manual should be construed as altering the employment-at-will relationship or as creating 
an express or implied contract or promise concerning the policies or practices that the City has 
implemented or will implement in the future. 

 
The City’s goals include: 

 
• To provide equal employment opportunity and treatment regardless of race, religion, color, sex, age, 

handicap or national origin; 
 

• To provide competitive salaries and employee benefits; 
 

• To establish reasonable hours of work based on the City’s service needs; 
 

• To monitor and comply with applicable federal and state laws and regulations concerning employee 
safety; 
 

• To provide training consistent with the City’s requirements for those whose needs, capabilities, and 
desires warrant such training; 
 

• To accept constructive suggestions which relate to methods, procedures, working conditions, and the 
nature of the work performed; and 
 

• To establish appropriate procedures for employees to discuss matters of interest or concern with their 
immediate supervisors or department managers.
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The City expects all employees: 
 

• To give a productive day’s work; 
 

• To arrive at their departments and begin work on time; 
 

• To demonstrate a considerate, friendly, and constructive attitude toward fellow employees and the 
public; and 
 

• To adhere to the policies adopted by the City. 
 

The City retains the sole right to exercise all managerial functions including, but not limited to, the rights: 
 

• To dismiss, assign, supervise, and discipline employees; 
 

• To determine and change starting times, quitting times, and shifts; 
 

• To transfer employees within departments or into other departments and other classifications; 
 

• To determine and change the size of and qualifications of the work force; 
 

• To establish, change, and abolish policies, practices, rules, and regulations at will and as it sees fit; 
 

• To determine and change methods by which its operations are to be carried out; 
 

• To determine and change the nature, location, goods produced, services rendered, quantity, and 
continued operation of the business; and 
 

• To assign duties to employees in accordance with the City’s needs and requirements, and to carry out all 
ordinary administrative and management functions. 

 
 

2.03 DEFINITIONS OF EMPLOYMENT STATUS 
 

An employee of the City is a person who regularly works for the City on a wage or salary basis and who is 
subject to the control and direction of the City in the performance of their job duties.  All employees, 
regardless of employment category, are classified as follows for overtime and minimum wage purposes: 
 
•  Exempt:  Employees paid on a salary basis regardless of the number of hours worked in a pay period 

for performance of executive, administrative, professional or other qualifying functions; or 
•  Non-exempt:  Employees not classified as exempt who are paid on an hourly basis for the number of 

hours worked and one and one-half (1.5) times their regular hourly rate for hours categorized as 
overtime. 

 
Based upon applicable terms and conditions of employment, an employee of the City will be classified 
according to one of the following categories: 
 
REGULAR FULL-TIME:  Any employee not classified as temporary or seasonal who is regularly 
scheduled to work 32 hours per week.  These employees are generally eligible for all City benefits (subject 
to the terms, conditions, and limitations of each benefit program). 
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REGULAR PART-TIME:  Any employee not classified as temporary or seasonal who is regularly 
scheduled to work less than 32 hours per week.  These employees are generally eligible for specified City 
benefits (subject to the terms, conditions, and limitations of each benefit program). 
 
TEMPORARY:  Any employee hired to work full-time or part-time on an interim basis as a means to 
temporarily supplement the workforce or to assist in the completion of a specified project with limited 
duration.  Employment beyond any initially stated period does not in any way imply a change in 
employment status, and temporary employees are not eligible for any City benefits. 
 
SEASONAL:  Any employee hired to work on a full-time or part-time basis whose employment ends at the 
close of the season and who are not eligible for any City benefits.  Examples of seasonal employees include 
personnel hired to staff the City of Dumas Aquatic Park.  Youths employed for seasonal positions are 
subject to state and federal regulations governing type of work performed and hours of work based upon 
the age of the employee. 

 
 
2.04 INTRODUCTORY PERIOD 
 

All new employees as well as any eligible current employee transferred, promoted, or demoted to a new job 
shall be subject to an introductory period of six (6) months. During this time, the supervisor will observe 
the employee’s job performance and identify opportunities for self-correction regarding performance or 
attitude.  An extension may be granted if additional time is necessary for achieving satisfactory job 
performance. Transferred or promoted employees who are unable to perform satisfactorily in their new 
positions may, at the discretion of management, be returned to their original jobs, if a vacancy exists, or be 
terminated during or at the completion of their introductory period.  

 
 
2.05 EMPLOYMENT OF RELATIVES / PERSONAL RELATIONSHIPS 
 

The employment of relatives or individuals involved in a dating relationship may cause serious conflicts 
and problems with favoritism and employee morale.  A dating relationship is defined as a relationship that 
may be reasonably expected to lead to the formation of a consensual "romantic" or sexual relationship. 
Therefore, no applicant may be employed by the City who is related by marriage or blood or is involved in 
a dating relationship with the following: 

 
•  Any person who appoints, votes for, or confirms the appointment of persons to fill a position being 

applied for; or 
 

• Any person who would directly supervise, or be supervised by, the applicant. 
 

Relatives or those in a dating relationship who report to the same immediate supervisor are also forbidden, 
as is the hiring of any person related to or involved in a dating relationship with the City Manager’s 
immediate staff.  Effective April 18, 2005, relatives of department supervisors are permitted to be 
employed for temporary and/or seasonal positions. 
 
If a relative or dating relationship is established after employment between employees who are in a 
reporting situation described above, it is the responsibility and obligation of the parties involved in the 
relationship to disclose the existence of the relationship to management.  The employees involved will be 
allowed to make the decision, within a reasonable time not to exceed 30 days, as to which employee will 
seek a transfer or terminate employment with the City. 
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The City reserves the right to take prompt action if an actual or potential conflict of interest arises involving 
relatives or individuals involved in a dating relationship who occupy positions at any level (higher or 
lower) even if there is no direct-reporting relationship or authority involved. 
 
State law prohibits the hiring of any relative of the Mayor or City Commissioners. 
 

 
2.06 TRANSFERS, PROMOTIONS, DEMOTIONS 
 

Transfers 
An employee may transfer to the same or similar position in a different department if it is in the best 
interest of the City; the employee meets the requirements of the new position, if the position meets the 
personal needs of the employee, and if a vacancy exists.  A lateral move such as this will not affect an 
employee’s review date for purposes of evaluation and eligibility for pay increases. 
 
Promotions 
Whenever possible, vacancies will be filled from within the organization through promotion of existing 
employees. Such promotions shall be based on the supervisor’s evaluation of the employee’s work 
performance, length of service, the employee’s ability to get along with fellow employees and the general 
public, and the skills and knowledge possessed by the employee as they relate to the new position. The 
appropriate supervisors and the City Manager shall approve all promotions.  A promotion will result in a 
new review date for purposes of evaluation and eligibility for pay increases.   
 
Demotions 
Any employee may be demoted to a lower position for which he/she is qualified if the employee’s present 
position is being abolished for lack of work or funds, if the employee fails to possess the necessary 
qualifications to render adequate service in the present position, or by the employee’s request. Demotion 
may also be utilized for disciplinary purposes. The supervisor and City Manager must approve all 
demotions, and an employee who has been involuntarily demoted has the right to utilize the City’s 
grievance process. 

 
 
2.07 SEPARATION OF EMPLOYMENT 
 

An employee’s separation from City employment can occur for several different reasons, as follows: 
 
Resignation:  Term applied when an employee voluntarily leaves employment.  Resigning employees are 
encouraged to provide two (2) weeks’ notice, preferably in writing.  The notice period for resigning 
department supervisors is four (4) weeks.  Failure to comply with this requirement may affect an 
individual’s eligibility for rehire with the City. Pay in lieu of notice may be provided if it is in the best 
interest of the City. 
 
Retirement: Term applied to an employee who voluntarily leaves employment based upon their eligibility 
to receive full benefits from the City’s retirement system.   Where possible, a reception to honor the retiring 
employee is held, at which time a gift is provided in recognition of their service to the organization. 
 
Dismissal/Termination:  Term applied when an employee involuntarily leaves employment.  The City 
retains the right as an at-will employer to dismiss an employee at any time; however, dismissals generally 
result from an employee’s unsatisfactory performance, conduct, or other violation of City policies and 
procedures.  Employees who separate employment in this manner, or who resign in lieu of 
dismissal/termination, are not eligible for rehire. 
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Job Abandonment (No-Call, No-Show):  Term applied when an employee is absent from work for three 
(3) consecutive workdays without prior authorization and without notifying their supervisor. The 
employee’s record will indicate the circumstances of termination and that the employee is not eligible for 
rehire. 
 
Layoff/Reduction-in-Force:  Term applied when it has been deemed necessary to terminate an employee 
as a result of work and/or fund shortage or the abolition of a position. Layoffs may be conducted on a last-
hired-first-laid-off basis or in any other manner determined by the City Manager. 
 
Death:  Term applied when death of an employee occurs.  Separation by death shall be effective on the 
date of death, and all compensation and benefit payments due will be paid to the designated beneficiary or 
estate of the deceased employee. 
 
Incapacity:  Term applied when an employee is no longer able to perform the essential functions of their 
assigned position or those of any other vacant position for which they are qualified.  A finding of 
incapacity for medical reasons may be made following a functional capacity examination performed by a 
competent authority. 
 
Temporary/Seasonal:  Term applied to an employee hired on a temporary or seasonal basis whose 
employment is terminated due to completion of temporary/seasonal job. These employees may be eligible 
for rehire depending upon job performance. 
 
An Exit Interview is usually scheduled with the separating employee prior to their last day of work for 
purposes of finalizing all compensation due, returning City equipment, providing explanation of any 
continuing benefits, discussion of reason(s) for the separation, and obtaining constructive feedback 
regarding the employee’s overall work experience. 

 
 
2.08 REINSTATEMENT 
 

A City employee who resigned in good standing with more than six months of service may be reinstated to 
their former position within 60 days following the separation provided the position is available, the person 
remains qualified to perform the duties of the position, and such reinstatement would be in the best interest 
of the City.  Pay for the reinstated employee would be the amount in place at the time of separation.  
Benefits such as health and life insurance would become effective on the date the employee returned to 
work, and vacation and sick leave would resume at the employee’s previous accrual rate. 
 
A City employee who was laid off, including a temporary employee who separated upon completion of 
duties, may be recalled to work at any time provided the person remains qualified to perform the duties of 
the position.  Other considerations include, but are not limited to demonstrated job performance, ability to 
perform available work, seniority, and classification of previous employment. 
 
A City employee on qualifying FMLA leave shall be eligible for reinstatement in accordance with 
applicable federal and state laws. 
 
A City employee whose military obligations resulted in work separation shall be eligible for reinstatement 
in accordance with applicable federal and state laws. 
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2.09 PERSONNEL RECORDS 
 

The City maintains confidential employee files whose contents are the property of the City.  Access to 
information contained in a personnel file is restricted to employees, supervisors and others with a legitimate 
business to know.  Representatives of government and law enforcement agencies, in the course of their 
duties, may be allowed access to information contained in an employee’s personnel file.  Employee medical 
files are kept separate from personnel files according to applicable Health Insurance Portability and 
Accountability Act requirements. 
 
Current and former employees who wish to review the contents of their own personnel file should schedule 
an appointment and conduct such review in the presence of the Human Resource Director.  Any request for 
copies of a personnel file shall be submitted in writing to the Human Resource Director. 

 
 
2.10 EMPLOYEE INFORMATION CHANGES 
 

It is the responsibility of each employee to promptly notify their supervisor and/or the Human Resource 
Director of any changes to the following: 
 
• Name (accompanied by applicable legal documentation) 
• Mailing address 
• Telephone number 
• Marital status 
• Name and number of eligible dependents 
• Individual(s) to contact in case of emergency 
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SECTION 3 
 

STANDARDS OF CONDUCT 
 
 
 
3.01 ATTENDANCE AND PUNCTUALITY 
 

The City expects employees to be at their assigned workstations at the starting hour and at the prescribed 
time after lunch and breaks. Employees who are unable to report to work or will be delayed more than a 
few minutes in reporting for work or returning from lunch or breaks are required to call their supervisor as 
soon as possible to explain the circumstances.  If the supervisor is unavailable, employees should contact 
the supervisor’s designee or next in command.  Failure to notify the City of any anticipated absence or 
delay in reporting for work may result in loss of compensation during the absence and may be grounds for 
disciplinary action. 
 
Authorized absences, such as sick leave and vacation, may be compensated in accordance with applicable 
policies. Absences in excess of the number of days of paid leave accumulated by an employee that have 
been approved by the employee’s supervisor will not be compensated but will not jeopardize the 
employee’s employment status.  Absences due to illness or injury that qualify under the Family and 
Medical Leave Act (FMLA) will not be counted against an employee’s attendance record. Medical 
documentation within the guidelines of the FMLA may be required in these instances.  Unauthorized 
absences by employees will not be compensated and will be considered grounds for disciplinary action. 
 
Patterns of excessive absenteeism and/or chronic tardiness not associated with qualifying FMLA leave will 
be monitored and documented, and efforts will be made to correct the employee’s behavior through 
counseling or additional disciplinary action as necessary even if the employee has not yet exhausted 
available paid time off. 
 
Employees whose duties do not require them to leave their work location during the day must notify their 
supervisor in order to leave during working hours, except for scheduled lunch and break times.  Employees 
must obtain supervisor approval to work outside of the normal starting or quitting times for the purpose of 
making up time lost due to tardiness or authorized absence for which the employee is not eligible to receive 
compensation. 
 
Employees are expected to make a good faith effort to get to work during inclement weather conditions if 
the City is operating and does not declare an emergency closing. Those employees who intentionally do not 
report to work under these conditions will be granted an authorized absence but must use paid leave if 
available. Employees who are late because of weather conditions will be given a chance to make up their 
missed time if work schedules and conditions permit. 
 
Employees who are absent from work for three (3) consecutive days without good cause and without giving 
proper notice to their supervisor will be considered to have abandoned their position and will not be 
eligible for rehire. 

 
 
3.02 WORK SCHEDULES, LUNCH AND BREAKS 
 

Each department’s work schedule is established to provide for the most effective and efficient use of 
resources.  An employee’s work schedule may be subject to change at any time by the department 
supervisor.  Employees are generally allowed one (1) hour for lunch that is not compensable and not 
included in an employee’s total working hours for the day.  Non-exempt employees are to be completely 
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relieved of all job duties and must clock out for lunch.  Additional time for lunch may be approved by the 
department supervisor or City Manager.  Non-exempt employees are generally allowed, but not guaranteed, 
a 20-minute rest break during each half of the workday that does not require clocking out because the break 
is considered time worked and is therefore compensable.  

 
 

3.03 PERSONAL APPEARANCE 
 

As representatives of the City, employees are expected to present a professional image to the public by 
using good judgment in the choice of work clothes and appearance at all times. Radical departures from 
conventional dress or personal grooming standards are not permitted. 
 
Office workers and any employees who have regular contact with the public are expected to present 
themselves in a manner that is normally acceptable in a similar business environment.  Inappropriate 
dress/appearance includes, but is not limited to, the following: suggestive attire, ripped or disheveled 
clothing, shorts, athletic/workout wear, facial piercings, and extreme hair color/style.  Men are not allowed 
to wear earrings for safety reasons. 
 
Employees of certain departments may be required, for purposes of safety and/or identification, to wear 
uniform shirts with the City label or logo as well as personal protective equipment.  These items, worn as a 
condition of employment, are to be kept clean and neat and are prohibited from use when employees are 
off-duty.  New employees must complete the required six-month introductory period before the City will 
provide work shirts and assist in the purchase of steel-toed boots where applicable. 
 
Police and Fire Department personnel are issued uniforms at time of hire with the expectation that they are 
kept clean, pressed, and orderly.  Specific procedures are maintained by the Police and Fire Departments 
that contain detailed information regarding standards for appearance. 
 
Should it become necessary due to a decline in workplace appearance, rules may be issued that specifically 
identify acceptable/unacceptable articles of clothing and/or grooming standards.  Employees who do not 
adhere to this policy or a separate, department-specific policy will be sent home to encourage compliance.  
Repeated violation of this policy may result in disciplinary action up to and including termination. 

 
 
3.04 ETHICS / CONFLICTS OF INTEREST 
 

City employees must not engage in any activities, transactions, or relationships that are incompatible with 
the impartial, objective, and effective performance of their duties, that are adverse to the City’s interest, or 
adversely affect the City’s reputation.  As a general rule, City employees shall avoid any action, whether or 
not specifically prohibited, which might result in or create the appearance of: 
 
1. Using public office for private gain; 
2. Giving preferential treatment to any organization or person; 
3. Impeding government efficiency or economy; 
4. Losing complete independence or impartiality of action; 
5. Making a government decision outside official channels; 
6. Affecting adversely the confidence of the public in the integrity of the government; or 
7. Connection of the employee’s public employment or position with any policy, practice, standard, 

position, advertisement, product, or service not officially sanctioned by the City.  Public employment 
or position includes the name or logo of the city, the name of its departments, or the use of its offices. 

 
Although it is not possible to specify every action that might create a conflict of interest, this policy sets 
forth those occurrences which most frequently present problems. 
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Outside Employment 
Any employee who participates in outside employment must not let it create a conflict of interest or 
adversely affect the employee’s job performance and ability to fulfill all responsibilities to the City.  
 
Financial Interest in Other Business 
An employee or member of their immediate family may not own or hold any significant interest in a 
supplier, customer or competitor of the City, except where such ownership or interest consists of securities 
in a publicly owned company that are regularly traded on the open market. 
 
Acceptance of Gifts 
No employee shall solicit, accept, or give any gift, gratuity, favor, entertainment, reward, or any other item 
of monetary value in excess of $25.00 that might influence, or appear to influence, the judgment or conduct 
of the employee in job performance. 
 
Political Activity 
The City encourages its employees to fully exercise their constitutional rights as citizens to vote and 
participate in political activities, but City employees are subject to certain restrictions relating to use of 
work time, City property, or use of their official status in political activity. 
 
Use of Position or Information 
An employee shall not use or authorize use of their name, photograph, position, or official identification 
badge or business card identifying them as a City employee nor shall an employee use or authorize the use 
of the name or logo of the City of Dumas or any of its departments or offices or property of the City for 
personal or financial gain, for obtaining privileges not otherwise available to the employee, for testimonials 
or advertisements of any commodity or commercial enterprise, or for soliciting donation/contributions 
except in the performance of assigned duties or where authorized by the City Manager. An employee may 
not lend City identification badge or City business card to another person or permit it to be photographed or 
reproduced without approval. 
 
No employee shall make known any information concerning an investigation, a known or reported law 
violation, a condition against which action is to be taken at a future time, or any proposed law enforcement 
action to any person not authorized to receive it. An employee shall treat the official business of the city as 
confidential and shall disseminate information regarding official business only to those for whom it is 
intended in accordance with established city procedures and consistent with the Texas Public Information 
Act. An employee may remove or copy official records or reports from a city office only in accordance 
with established procedures. An employee shall not promise confidentiality or divulge the identity of a 
person giving confidential information, except where authorized and deemed necessary in the performance 
of their work. 
 

 
3.05 CONFIDENTIALITY 
 

Customers and other parties who do business with the City entrust us with important information relating to 
their business. It is our policy that all information considered confidential will not be disclosed to external 
parties or to employees without a “need to know.” If an employee questions whether certain information is 
considered confidential, they should first check with their immediate supervisor. 
  
This policy is intended to alert employees to the need for discretion at all times and is not intended to 
inhibit normal business communications. 

  
3.06 ANTI-HARASSMENT 
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It is the City’s policy to ensure equal employment opportunity without discrimination or harassment on the 
basis of race, color, religion, gender, sexual orientation, gender identity, national origin, age, disability, 
genetic information, marital status, amnesty or status as a covered veteran.  This anti-harassment policy 
applies to all City applicants and employees, elected officials, and contract personnel (e.g., outside vendors, 
consultants, or customers). 
 
Definitions of Harassment 
For the purposes of this policy, sexual harassment is defined as unwelcome sexual advances, requests for 
sexual favors and other verbal or physical conduct of a sexual nature when, for example a) submission to 
such conduct is made either explicitly or implicitly a term or condition of an individual's employment; b) 
submission to or rejection of such conduct by an individual is used as the basis for employment decisions 
affecting such individual; or c) such conduct has the purpose or effect of unreasonably interfering with an 
individual's work performance or creating an intimidating, hostile or offensive working environment. 
Sexual harassment may include a range of subtle and not-so-subtle behaviors and may involve individuals 
of the same or different gender. Depending on the circumstances, these behaviors may include unwanted 
sexual advances or requests for sexual favors; sexual jokes and innuendo; verbal abuse of a sexual nature; 
commentary about an individual's body, sexual prowess or sexual deficiencies; leering, whistling or 
touching; insulting or obscene comments or gestures; display in the workplace of sexually suggestive 
objects or pictures; and other physical, verbal or visual conduct of a sexual nature.  
 
Harassment on the basis of any other protected characteristic under this policy is defined as verbal, written 
or physical conduct that denigrates or shows hostility or aversion toward an individual because of his/her 
race, color, religion, gender, sexual orientation, national origin, age, disability, marital status, citizenship, 
genetic information or any other characteristic protected by law or that of his/her relatives, friends or 
associates, and that a) has the purpose or effect of creating an intimidating, hostile or offensive work 
environment; b) has the purpose or effect of unreasonably interfering with an individual's work 
performance; or c) otherwise adversely affects an individual's employment opportunities.  Harassing 
conduct includes epithets, slurs or negative stereotyping; threatening, intimidating or hostile acts; 
denigrating jokes; and written or graphic material that denigrates or shows hostility or aversion toward an 
individual or group and that is placed on walls or elsewhere on City property or circulated in the 
workplace, during working hours, or using City equipment including desktop/laptop computers, Internet, e-
mail, telephone and/or cell phone (including voice/text messages), or other means. 
 
Filing a Harassment Complaint 
Any employee who feels they are the victim of any type of harassment or believe they have witnessed such 
conduct should promptly notify their immediate supervisor.  If the complaint involves the employee’s 
immediate supervisor, the Human Resource Director or City Manager should be contacted.  Confidentiality 
will be maintained throughout the complaint and investigatory process to the highest extent possible 
consistent with adequate complaint, investigation, and disciplinary procedures. 
 
Investigation of a Harassment Complaint 
Any reported allegations of harassment, discrimination or retaliation will be investigated promptly. The 
investigation may include individual interviews with the parties involved and, where necessary, with 
individuals who may have observed the alleged conduct or may have other relevant knowledge.  If the 
incident is found to constitute harassment, immediate and appropriate disciplinary action, up to and 
including termination, shall be taken against the employee committing the offense. 
 
 
 
Retaliation 
An employee who is disciplined for committing an act of harassment/discrimination will be subject to 
immediate dismissal, and others to whom this policy applies will be subject to disciplinary action, up to and 
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including termination, if retaliation of any manner occurs against an individual for reporting harassment or 
discrimination or for participating in an investigation of a claim of harassment or discrimination. 
 
False Accusations of Harassment 
False and malicious complaints of harassment, discrimination or retaliation may be the subject of 
appropriate disciplinary action. 

 
 
3.07 DRUG-FREE WORKPLACE 
 

Illegal drug use and alcohol misuse have a number of adverse health and safety consequences. Employees 
should report to work fit for duty and free of any adverse effects of illegal drugs or alcohol. This policy 
does not prohibit employees from the lawful use and possession of prescribed medications. Employees 
must, however, consult with their doctors about the medications’ effect on their fitness for duty and ability 
to work safely and promptly disclose any work restrictions to their supervisor. Employees should not, 
however, disclose underlying medical conditions unless directed to do so. 
 
Work Rules 
All City employees when working, operating City vehicles or equipment, present on City property, or 
participating in City-related work off-site are prohibited from: 
 
• Using, possessing, soliciting, buying, selling, manufacturing or dispensing alcohol or illegal drugs (to 

include possession of drug paraphernalia). 
 
• Being under the influence of alcohol or illegal drugs or illegal controlled substances (the presence of a 

blood alcohol concentration (BAC) of .05% or more (or its equivalent) or any detectable amount of an 
illegal drug or illegal controlled substance). 

  
A City employee will not be allowed to perform their duties while taking prescribed drugs that are 
adversely affecting the employee’s ability to safely and effectively perform their job duties. Employees 
taking a prescribed medication must carry it in the container labeled by a licensed pharmacist or be 
prepared to produce it if asked. 
 
Employees are also obligated to notify their supervisor or the Human Resource Director of any criminal 
drug conviction the employee incurs no later than five (5) calendar days after such conviction. 
 
Required Testing  
The City retains the right to require the following tests: 
 
• Pre-Employment: All applicants must pass a drug test before beginning work.  
 
• Post-Accident: Employees are subject to testing when they cause or contribute to accidents that 

seriously damage a City vehicle, machinery, equipment or property and/or result in an injury to 
themselves or another person requiring off-site medical attention. 

 
• Random:  All regular employees are subject to testing, generally on a quarterly basis, which takes 

place at a designated collection site.  Employees who are selected but unavailable for testing are sent to 
a local collection facility when practicable but not later than the end of the month in which the original 
tests were conducted. 
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• Reasonable Suspicion: Employees are subject to testing based on observations by a supervisor of 
apparent workplace use, possession or impairment. Human Resources must be consulted before 
sending an employee for reasonable suspicion testing.  

 
Consequences  
Applicants who refuse to consent to a drug test or who test positive will not be hired.  Employees who 
refuse to consent and/or submit to required tests after fair warning, without explanation satisfactory to the 
City, or who use, possess, solicit, buy, sell, manufacture or dispense alcohol or illegal drugs in violation of 
this policy will be terminated for work-related misconduct.  An employee’s positive, confirmed drug test 
will result in immediate termination, even for a first offense. 
 
Confidentiality  
Information and records relating to positive test results, drug and alcohol dependencies and legitimate 
medical explanations provided to the medical review officer (MRO) shall be kept confidential to the extent 
required by law and maintained in secure files separate from normal personnel files.  
 
Inspections 
The City reserves the right to inspect all portions of its premises for illegal drugs, alcohol or other 
contraband.  Employees may therefore be asked to cooperate in an inspection of their person, work area 
(e.g., locker, desk, toolbox), or vehicle on City property to monitor compliance with this policy.  Such 
searches may be initiated without prior notice and conducted at times and in locations as deemed 
appropriate by the City.  An employee who is found to possess alcohol or illegal drugs or who refuses to 
submit to a search after fair warning will be subject to disciplinary action up to and including termination. 
Any illegal substance or material discovered during an inspection will be turned over to the appropriate law 
enforcement agency and may result in criminal prosecution. 
 
Employee Assistance Program (EAP) 
The City will assist and support employees who voluntarily seek assistance for a drug or alcohol problem.  
However, if the City is unaware of the problem and the employee is randomly selected for drug or alcohol 
testing and the test result is positive, the employee will be subject to immediate dismissal.  The Human 
Resource Director or a designated representative from a qualified treatment facility or agency is available 
for confidential referral assistance, and such treatment shall be at the employee’s expense. During the 
period of treatment the employee may be allowed to use accrued paid leave, request and be granted a leave 
of absence, or otherwise be accommodated as required by law. Such employees will be required to 
document that they are successfully following prescribed treatment as well as submit to and pass follow-up 
tests as a condition of their return to work. 
 
Participation in an assistance program or other treatment for an alcohol or drug problem will in no way 
jeopardize an employee’s job.  However, participation will not:  1) Prevent normal disciplinary action for a 
violation that may already have occurred or subsequently occurs; or 2) Relieve an employee of the 
responsibility to perform assigned duties safely and efficiently. 
 
If an employee receives a DUI, the employee may be required to attend drug/alcohol counseling (generally 
three sessions) at the employee’s expense which must be completed in 60 days. The employee will revert to 
probationary status until the counseling sessions have been completed, at which time the employee will 
return to regular employment status.  Volunteer Fire Department members also must meet this requirement. 
 
 

3.08 ELECTRONIC COMMUNICATIONS / SOCIAL MEDIA 
 

The City provides desktop computers, laptop computers, iPads, Internet access, email, cell phones, pagers, 
digital cameras, voice mail, fax machines, and other resources to eligible employees that are designed to 
enhance the communication process among employees, citizens, and others doing business with the City.  
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For purposes of this policy, it is the responsibility of each employee to use City-provided resources as well 
as personal communication devices, referred to collectively as “electronic communications systems,” in a 
professional, efficient, ethical, and lawful manner.  Users must understand that access to City resources 
such as these is a privilege that may be revoked at any time. 
 
Computer, Software, Network and Internet Use 
Employees may be provided access to the City’s computer system in order to assist them in the 
performance of legitimate job-related duties.  In order to use the City’s computer network, a password or 
code is assigned which must not be disclosed to others without appropriate authorization.  Employees are 
responsible for complying with copyright law and applicable licenses that may apply to software, files, 
graphics, documents, messages, and other material that is loaded on City computers.  Unauthorized 
software should not be loaded onto the City’s computer system. 
 
Computers and other electronic communication system resources are the property of the City; as such, there 
shall be no expectation of privacy in anything that users create, store, send, or receive on them.  
Communications of a defamatory, discriminatory, harassing or pornographic nature are prohibited; and the 
following actions are forbidden: using abusive, profane or offensive language; and engaging in any illegal 
activities (e.g., piracy, cracking, extortion, blackmail).  The City has the right to monitor computer activity 
of all employees, including email and Internet, the results of which will be disclosed to the appropriate 
levels of management.  The City also has the authority to utilize software to identify and block access to 
Internet sites containing sexually explicit, political, or other material deemed inappropriate in the 
workplace. 
 
Employees should not open suspicious e-mails, pop-ups or downloads and are encouraged to contact the 
City’s Information Technology (IT) Department with any questions or concerns to reduce the release of 
viruses or to contain viruses immediately.  Internal and external e-mails are considered business records 
and may be subject to discovery in the event of litigation. Employees must be aware of this possibility 
when sending e-mail within and outside the City. 
 
An employee’s occasional, limited, and appropriate personal use of the computer system is permitted if 
such use does not:  (a) interfere with the employee’s or any other employee’s job performance; (b) have an 
undue effect on the computer or network performance or on employee productivity; or (c) violate any other 
policies, provisions, guidelines, or standards of this policy or any other policies of the City.  Employees 
must not create unnecessary loads on network traffic associated with non-business-related uses of the 
computer system including but not limited to playing games; spending excessive amounts of time on the 
Internet; uploading or downloading files; and accessing streaming audio and/or video files that waste 
computer resources or unfairly monopolize resources to the exclusion of others. 
 
Abuse of any portion of this policy by an employee may result in disciplinary action, including but not 
limited to loss of privileges, termination, and civil and/or criminal penalties. 
 
Cell Phone Policy 
The use of cell phones for personal reasons such as texting, placing/receiving calls, accessing social media 
websites, or emailing during working hours shall be limited and not interfere with the employee’s duties 
and responsibilities.  If abuse is identified, the employee will be subject to disciplinary action up to and 
including termination. Employees are prohibited from using a cell phone or other mobile communications 
device while operating City vehicles or equipment.  Exceptions are allowed for public safety personnel and 
other City employees actively involved in emergency operations. 
 
Social Media Policy 
Social media can be a fun and rewarding way to share life events and opinions with family, friends and co-
workers. However, use of social media also presents certain risks and carries with it certain responsibilities. 
To assist each person in making responsible decisions about their use of social media, this policy has been 
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established and applies to all City personnel, including volunteer staff, regardless of work status or position 
classification. 
 
Social media includes all means of communicating or posting information or content of any sort on the 
Internet, including to a person’s own or someone else’s web log or blog, journal or diary, personal web site, 
social networking or affinity web site, web bulletin board or a chat room, whether or not associated or 
affiliated with the City, as well as any other form of electronic communication. Ultimately, each person is 
solely responsible for what they post online.  Inappropriate postings that include discriminatory or 
harassing remarks, threats of violence, or similar inappropriate or unlawful conduct will not be tolerated 
and may subject the employee to disciplinary action up to and including termination. 
 
It is important that postings be fair and courteous to co-workers, customers, suppliers or people who work 
on behalf of the City. An employee who posts complaints or criticism should avoid using statements, 
photographs, video or audio that reasonably could be viewed as malicious, obscene, threatening, 
intimidating, or that might constitute harassment or bullying.  Each person should also ensure that honest 
and accurate information or news is posted. Never post any information or rumors that are known to be 
false about the City, co-workers, customers, suppliers, or people working on behalf of the City. 
 
The confidentiality of City information obtained by an employee in the course of their employment must be 
maintained.  Internal reports, account information, policies, procedures or other internal business-related 
confidential communications must not be posted.  Furthermore, employees must not create a link from their 
blog, website or other social networking site to a City website without identifying themselves as a City 
employee.  Additionally, employees must express only their personal opinions in posts and, with limited 
exceptions, never represent themselves as a spokesperson for the City, using the following disclaimer when 
discussing job-related matters: “The opinions expressed on this site are my own and do not necessarily 
represent the views of the City of Dumas.” 
 
Employees should refrain from using social media while on work time or on equipment provided by the 
City unless it is work-related or authorized by their supervisor.  City email addresses are not to be used to 
register on social networks, blogs or other online tools utilized for personal use. 
 
Any employee who retaliates against another employee for reporting a possible deviation from this policy 
or for cooperating in an investigation related to this policy will be subject to disciplinary action, up to and 
including termination. 

 
 
3.09 VEHICLE / EQUIPMENT USE AND OPERATION 
 

City-owned vehicles and equipment are to be used for official business only by authorized City employees.  
An employee may be instructed by their supervisor to drive a City vehicle home when the nature of the 
employee’s job requires them to make use of the City vehicle after normal operating hours.  Any employee 
driving a City vehicle may use the vehicle on a limited personal basis to transport their children to 
school/child care or to run a personal errand on the way to or from work; otherwise an employee may not 
use a City vehicle for any other personal reasons without express written prior authorization from their 
supervisor. 
All employees who operate City-owned vehicles and equipment shall hold a current driver’s license or 
commercial driver’s license (CDL) as required by state law.  City vehicles shall be operated at all times in 
conformity with state and local laws affecting their usage unless on legitimate emergency business. 
 
The use of cell phones to talk, text, send or receive pictures, or otherwise communicate while operating 
City-owned vehicles and equipment raises safety and liability issues. Therefore, any employee who 
operates City vehicles and equipment must avoid using a cell phone unless they are engaged in an 
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emergency situation or have removed the vehicle or equipment from the flow of traffic and parked off the 
roadway. 
 
 

3.10 WORKPLACE VIOLENCE 
 

Conduct that threatens, intimidates or coerces another employee, customer, vendor or business associate 
will not be tolerated. City resources may not be used to threaten, stalk or harass anyone at the workplace or 
outside the workplace. Threats associated with an abusive personal relationship will be treated as other 
forms of violence. 
Indirect or direct threats of violence, incidents of actual violence and suspicious individuals or activities 
should be reported as soon as possible to an employee’s supervisor or the Human Resource Director. When 
reporting a threat or incident of violence, the employee should be as specific and detailed as possible. 
Employees should not place themselves in peril, nor should they attempt to intercede during an incident. 

Employees should promptly inform their supervisor or the Human Resource Director of any protective or 
restraining order that they have obtained that lists the workplace as a protected area. Employees are 
encouraged to report safety concerns with regard to intimate partner violence. 

All reports of threats of violence or incidents of actual violence and of suspicious individuals or activities 
will be promptly and thoroughly investigated. The identity of the individual making a report will be 
protected as much as possible.  In order to maintain workplace safety and the integrity of its investigation, 
the City may suspend employees suspected of workplace violence or threats of violence, either with or 
without pay, pending investigation. 

Anyone found to be responsible for threats of or actual violence or other conduct that is in violation of 
these guidelines will be subject to prompt disciplinary action up to and including termination of 
employment. 

 
 
3.11 PROGRESSIVE DISCIPLINE 
 

In addition to the performance of normal job duties, all employees should maintain high standards of 
conduct, morals, cooperation, efficiency and attitude. Whenever performance in these areas falls below 
accepted standards, corrective action will be implemented.  The City reserves the right to combine or 
bypass step(s) in the corrective action process depending upon the seriousness of the infraction, 
circumstances surrounding the incident, and the employee’s previous record.  The following progressive 
methods of corrective action may be utilized: 

 
• Counseling:  Used to address minor performance problems or as a reminder of a rule.  This informal 

discussion is documented and placed in the employee’s personnel file. 
 
• Written Warning:  Used for violations of a more serious nature or in situations when counseling has 

not proven successful.  The written warning shall include a detailed discussion of the infraction, 
previous disciplinary action(s) taken, consequence for repeated offense, comments by the employee, 
and signatures of all parties present.  The completed document is placed in the employee’s personnel 
file. 

 
• Performance Improvement Plan: Whenever an employee has been involved in a disciplinary 

situation that has not been readily resolved or when they have demonstrated an inability to perform 
assigned work responsibilities efficiently, the employee may be given a final warning and/or placed on 
a performance improvement plan (PIP). Within a specified time period, generally not to exceed 90 
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days, the employee must demonstrate a willingness and ability to meet and maintain the conduct and/or 
work requirements as specified by the supervisor and the City. At the end of the established time 
period, the performance improvement plan may be closed or, if established goals are not met, dismissal 
may occur.  

 
• Suspension Without Pay:  Used in cases where the seriousness or repeated occurrence of a violation 

results in notice to the employee that their job is in jeopardy and termination of employment will result 
if behavior/performance is not improved.  This document will include a detailed discussion of the 
infraction, previous disciplinary action(s) taken, comments by the employee, and signatures of all 
parties present and will be placed in the employee’s personnel file. 

 
• Dismissal:   Used when it is in the best interest of the City to terminate an employee due to the 

seriousness of a single violation or consequence of repeated offenses.  It is important to note that every 
City employee has the status of “employee-at-will,” meaning that no one has a contractual right, 
express or implied, to remain employed by the City.  As such, the City may terminate an employee or 
an employee may resign, with or without cause and with or without notice, at any time.  The right to 
continuation of health coverage through COBRA may not be available to anyone dismissed from the 
City for gross misconduct. 

 
The following list includes, but is not limited to, violations subject to progressive disciplinary action: 
  

• Harassment based on sex, age, disability, religion, color, or other protected characteristic. 
• Substandard work, incompetence, inefficiency, or negligence in the performance of duty. 
• Insubordination constituting a serious breach of discipline. 
• Neglect or carelessness that may or may not result in damage to City property. Employees may be 

responsible for all or part of the expense to repair/replace the City property. 
• Conviction of a criminal offense. 
• Unauthorized absences or abuse of leave privileges. 
• Falsification of records or use of official position for personal advantage. 
• Unwillingness to meet financial obligations. 
• Fighting, agitating, offensive conduct or language with fellow employees or the general public in 

the line of duty. 
• Unauthorized use/possession of City equipment and/or materials. 
• Sleeping while on duty. 
• Violation of the City’s Drug-Free Workplace policy. 
• Violation of the City’s Electronic Communications Systems / Social Media policy. 

 
 
 
 
 
3.12 GRIEVANCE PROCESS 
 

Any employee desiring to file a grievance must adhere to the following procedure: 
 

Step 1 - Immediate Supervisor - Employees alleging a grievance must first attempt to resolve the matter 
with their immediate supervisor. If unable to reach a resolution, the employee may appeal by filing a 
written statement with the immediate supervisor outlining the nature of the grievance within two (2) 
working days following first attempt to resolve the matter. 
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Step 2 - Department Manager - Grievances not settled during Step 1 may be appealed by filing a written 
statement with the appropriate department manager within two (2) working days. Written statements should 
include the nature of grievance and a notation of the action or decision rendered by the immediate 
supervisor during Step 1. Upon receipt of the written appeal, the department manager will have two (2) 
working days to notify the affected employee in writing of their decision. 

 
Step 3 - City Manager - Within three (3) working days of the department manager's notice, an employee 
who is not satisfied with the decision reached during Step 2 may file a written request to have their case 
reviewed by the City Manager. The City Manager shall render a written decision within ten (10) working 
days from receipt of the written request.  The City Manager's decision shall be final, except in the case of 
an employee who is appealing a termination of employment.  In that case, the employee dissatisfied with 
the decision of the City Manager may provide written notification to the City Manager that they wish to 
present their appeal to the City Commission, who may choose to hear the appeal at their next regularly-
scheduled meeting. 
 
Failure of the employee to initiate an appeal within the specified time frame(s) at any level of the grievance 
process constitutes waiver of the appeal. 
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SECTION 4 
 

COMPENSATION 
 
 
 
4.01 STATEMENT OF POLICY 
 

It is the policy of the City to pay wages and salaries that are based upon the nature of the job performed 
and that are competitive with rates being paid for similar work by other area employers.  Periodic salary 
and benefit surveys will be conducted to ensure City employees are fairly compensated.  Cost-of-living 
adjustments for regular employees are not guaranteed, but instead are approved by the City Commission 
based upon the City’s financial position each fiscal year. 
 
New employees generally are hired at the minimum rate assigned to their job.  However, supervisors 
may submit a recommendation to the City Manager requesting a higher starting rate for a new hire based 
on experience, education, or a combination of both. 
 

 
4.02 PAYMENT OF WAGES 
 

Employees are paid every other Friday for the 14-day period ending at midnight the preceding Tuesday. 
Employees are paid for hours worked unless “Absence Without Pay” provisions described in other 
sections of this manual cover the absence. 
 
All employees are paid through direct deposit to a checking or savings account established at the 
banking institution of their choice.  An employee who completes a direct deposit authorization form due 
to new enrollment or change in banking institution/account will receive a manual check until 
verification of the new or revised account information is completed. 
 
On each payday, employees will receive a document showing gross pay, deductions and net pay, as well 
as accumulated sick leave, vacation, and other accrued/earned leave totals for the year. Automatic 
deductions include federal withholding tax, Medicare tax, Social Security tax (for applicable 
employees), and those required by law. Voluntary deductions for dependent health coverage, gym 
membership, and similar benefits will be made if the employee has completed the appropriate 
authorization forms. 

 
 
4.03 TIME REPORTING 
 

Each employee is responsible for maintaining an accurate daily record of their hours worked, and all 
exceptions to the work record (e.g., absences, overtime explanations, step-up classifications) should be 
appropriately noted. Employees must review and sign their time record prior to submitting it to their 
supervisor at the end of each pay period.  After review and approval of departmental time records by the 
supervisor, they are submitted to the Human Resource Director for processing. 

 
 
4.04 OVERTIME 
 

Overtime compensation is paid to non-exempt employees in accordance with federal and state wage and 
hour restrictions and is payable for all hours worked over 40 per week at a rate of one and one-half (1½) 
times the non-exempt employee’s regular hourly rate. Firefighters and sworn police department 
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personnel covered by the 7(k) exemption of the FLSA are excluded from the 40-hour rule, as they are 
afforded one and one-half (1½) times their regular hourly rate after 212 and 86 hours respectfully. Time 
off for holidays, employee birthday, bereavement, sick day earned, and vacation is considered hours 
worked for purposes of overtime calculation; however, sick time and leave without pay are not. 

 
 
4.05 CALL-OUT, CERTIFICATION, AND LONGEVITY PAY 
 

Non-exempt, non-Fire Department employees who are on-call and are called outside of their normal 
work schedule from their residence to the workplace or job site will be paid the greater of one (1) hour 
or the actual time worked on each call-back.  Fire Department employees who are called back within 24 
hours of leaving shift or within 24 hours of beginning their next shift will be paid the greater of two (2) 
hours or the actual time worked on the first call-back, then actual time for subsequent callbacks until the 
next opportunity for 2-hour callback is reached. 

 
Certification or skill pay is made available by the City to employees who have earned certifications or 
licenses that enhance their ability to perform their job.  These certifications must be issued by the 
appropriate Texas agency.  Failure to maintain current, valid certification will result in cessation of 
certification pay. 

 
The City provides regular, full-time employees with longevity pay at the rate of $4.00 per month for 
each year of service.  The amount of longevity pay each qualifying employee may receive begins or 
increases on the first day of October after each year of continuous service with the City and is in 
addition to all other wage and salary amounts received by the employee. 

 
 
4.06 PERFORMANCE REVIEWS 
 

A performance evaluation system is in place to assist supervisors in communicating job expectations, 
measuring an employee’s level of past performance, recognizing strong/weak performance, and 
strengthening the supervisor/employee relationship.  This provides necessary information for 
management decisions including career development and training, job assignments, advancement 
opportunities, transfers, disciplinary actions, retention, and compensation. 

 
Evaluations will be conducted after the six-month introductory period for new employees as well as 
employees affected by transfer, promotion, or demotion. Evaluations will be conducted on an annual 
basis to correspond with the anniversary of an employee’s hire date with the City unless impacted by 
transfer, promotion, or demotion.  All evaluation forms are signed by the employee and supervisor and 
are placed in the employee’s personnel file. 

 
An employee not receiving a favorable performance review will be placed on probation for a designated 
period of time as a means to correct the problem(s) affecting the employee, at the end of which they will 
be eligible for the initial increase if performance has improved.  However, if the employee’s 
performance has not improved, they will be subject to additional disciplinary action, up to and including 
termination. 

 
 
4.07 EMPLOYEE TRAVEL / REIMBURSEMENT OF TRAVEL EXPENSES 
 

A City employee may attend a meeting or training on behalf of the City upon obtaining the approval of 
their supervisor.  Exempt employees will be paid their regular salary for weeks in which they travel. 
Non-exempt employees will be paid for travel time in accordance with federal and state wage payment 
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laws.  In addition, the employee may be reimbursed for reasonable expenses not pre-paid in connection 
with the approved travel in accordance with the following guidelines: 

 
• When economical and advantageous to the City, personal cars may be used and reimbursement for 

mileage will be at the IRS standard; however, all efforts must be made to travel in a City vehicle.  
An alternative option may be designated, whereby an employee will use his personal vehicle but use 
City credit cards for vehicle expenses (i.e., gas, oil).  When an employee chooses to use their 
personal car for long trips, the reimbursement (including meals and lodging en route) shall not 
exceed the cost of tourist class airfare for the employee. 

 
• If a commercial airline is used for business-related travel, the most economical airfare must be 

selected if available. First class fare will be allowed only when more economical fares are not 
available. 

 
• An employee attending a one-day training or meeting not requiring an overnight stay must submit 

qualifying expense receipts to be reimbursed according to IRS regulations.  For overnight trips, a 
per diem will be given to the employee to be used for meals with no refund or receipts due to the 
City. If a spouse accompanies the employee on the trip, the employee shall pay for the spouse’s 
expenses. 

 
• Conference registration fees, toll road charges, parking garage fees, emergency repairs, and similar 

items are eligible for reimbursement when accompanied by a receipt. 
 
Expenses not provided for herein should be discussed with the employee’s supervisor in advance of the 
planned trip.
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SECTION 5 
 

EMPLOYEE BENEFITS 
 
 
5.01 STATEMENT OF POLICY 
 

This section contains a very general description of the benefits available to eligible employees of the 
City and as such does not change or otherwise interpret the terms of the official plan documents.  To the 
extent that any of the information contained in this section is inconsistent with the official plan 
documents, the provisions of the official documents will govern in all cases.  Nothing in the benefit 
plans described herein shall be held or construed to create a promise of employment or future benefits or 
a binding contract between the City and its employees, retirees or their dependents for benefits or for 
any other purpose.  The City reserves the right in its sole and absolute discretion to amend, modify or 
terminate, in whole or in part, any and all of the provisions of the benefit plans described herein.  For 
more complete information regarding any City benefit programs, employees are encouraged to contact 
the program provider or the Human Resource Director. 

 
 
5.02 MEDICAL AND DENTAL INSURANCE 
 

Group medical and dental coverage is provided for regular full-time employees on the first of the month 
following 60 days of continuous employment. The City pays the employee’s portion of the insurance 
premium.  Eligible employees have the option of adding medical and/or dental coverage for family 
members at their own expense through payroll deduction. 
 
A plan document, explaining the requirements and benefits of the medical and dental coverage, is issued 
with the employee’s insurance card(s) on or before the employee’s effective date of coverage.  Once an 
employee’s coverage options are chosen, they generally cannot be changed until the City’s open 
enrollment period unless a change in family status as defined by the plan document and IRS regulations 
occurs.  However, special enrollment rules exist that will allow an employee to make changes due to 
termination of a dependent’s health coverage. 
 
The Consolidated Budget Reconciliation Act (COBRA) gives employees and their qualified 
beneficiaries the opportunity to continue medical and/or dental coverage under the City’s health plan 
when a “qualifying event” results in loss of coverage eligibility.  Some common qualifying events are 
resignation/retirement, a reduction in an employee’s hours or leave of absence, divorce or legal 
separation, and a dependent child no longer meeting eligibility requirements. 

 
 
5.03 GROUP LIFE INSURANCE 
 

The City provides an employer-paid group term life insurance policy in the amount of $10,000 to all 
regular full-time employees that is effective on the first of the month following 60 days of continuous 
employment.  The City’s retirement system also provides a benefit of one year’s salary to the 
beneficiary of a current employee who passes away.  If the deceased employee had not completed one 
year of employment, the benefit would be based upon averaged deposits into the retirement system. 
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5.04 LONG-TERM DISABILITY 
 

A City-paid long-term disability policy is provided to all regular full-time employees effective on the 
first day of the month following 90 days of continuous employment.  The benefit commences after the 
employee has been unable to work for 90 days and pays the employee 60% of their reported gross 
monthly salary. 

 
 
5.05 RETIREMENT 
 

The City participates in the Texas Municipal Retirement System (TMRS).  Membership in the 
retirement program is mandatory effective at time of hire for all regular full-time employees as well as 
regular part-time employees in positions scheduled to work at least 1,000 hours in a year.  A booklet 
explaining the requirements and benefits of the plan is mailed to participating employees upon 
enrollment. 

 
Each employee eligible to participate in the retirement program contributes a fixed percentage, 
determined by the City, of their gross wages as a pre-tax deduction.  Employer contributions are made 
to participating employees’ accounts based upon a payment ratio determined by the City.  Annual 
reports showing the total amount of the employee’s contribution plus interest are mailed to participating 
employees.  City contributions are not indicated on the annual statement. 

 
To be eligible for service retirement and ability to receive City contributions, an employee must be 60 
years of age and have at least five (5) years of credited service with TMRS or have 20 years of credited 
service, regardless of age. An employee who leaves employment with the City and does not meet the 
requirements for service retirement shall be eligible to receive only the accumulated employee 
contributions in their TMRS account. 

 
Military Service Credit is available to TMRS employee-participants who qualify.  Eligible members 
with five (5) years of TMRS service can apply for either 1) time credit or 2) time and monetary credit.  
The military time will count toward length-of-service requirements for vesting and retirement purposes 
and can have monetary value if the appropriate option is elected and funded. 

 
Restricted Prior Service Credit is available to TMRS participants who have worked full-time for a 
qualifying public authority or agency.  Service time only is credited under this option; no monetary 
credit is available.  The previous service will count toward length-of-service requirements for vesting 
and retirement purposes. 

 
 
5.06 SOCIAL SECURITY / MEDICARE 
 

The City participates in Social Security withholding and matching programs on earnings of all full-time 
employees as well as part-time, seasonal, and temporary employees who do not participate in the City’s 
deferred compensation program.  Medicare withholding and matching programs are in effect for full-
time employees as well as part-time, seasonal and temporary employees. 

 
 
5.07 WORKERS’ COMPENSATION 
 

The provisions of the Texas Workers’ Compensation Act cover all eligible employees of the City during 
the performance of their duties, unless the employee has elected to retain their common law right of 
action, via written notice no later than five (5) days after beginning employment, in which case the 
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employee could not obtain workers’ compensation income or medical benefits if an on-the-job injury 
occurred. 

 
Injuries must be reported immediately to the employee’s supervisor, who in turn shall notify the Human 
Resource Director. It is the responsibility of the injured employee (or employee’s supervisor, if 
employee unavailable) to contact the Human Resource Director and provide the details of the accident. 

 
Workers’ Compensation will normally not provide payment to an injured employee who is unable to 
work until he/she has been off work for eight (8) days.  However, the injured employee may use 
available sick and/or vacation time during the eight-day period, as well as during receipt of Workers’ 
Compensation benefit payments.  If the employee chooses to use accrued sick and/or vacation time to 
supplement Workers’ Compensation benefits, an authorization form must be completed stating that the 
duration of supplemental benefits will be the earlier of the following:  1) the utilization of all accrued 
sick leave and vacation time; or 2) ninety (90) calendar days.  If the employee has no unused sick leave 
or vacation, the employee will not be entitled to receive any pay, either initial or supplemental, from the 
City. 

 
If an employee is discovered to have filed a false claim for workers’ compensation, the employee will 
be dismissed and criminal charges may be filed. 

 
 
5.08 EDUCATIONAL ASSISTANCE 
 

The City will provide educational assistance for courses of study which are directly related to the 
employee’s present job or which will enhance the employee’s potential for advancement to a position 
within the City.  Requirements for educational assistance include the following: 

 
• The courses or programs must be offered by accredited higher education facilities and cannot 

exceed seven (7) hours per semester. 
• Employee must be permanent full-time and have completed one year of service with the City. 
• Educational assistance provided by the City will be secondary to other sources, such as Veteran’s 

Administration benefits. 
 
Written requests for educational assistance shall be submitted to the employee’s supervisor and must be 
approved prior to enrollment. In determining whether to approve a request for educational assistance, 
the following factors will be considered: 

 
• The nature and purpose of the course of study. 
• The benefits to be derived by the employee and the City. 
• The level of responsibility and length of service of the employee; and 
• Total estimated cost. 
 
Class attendance and completion of study assignments shall be accomplished outside of the employee’s 
regular working hours unless approved by the City Manager. It is expected that educational activities 
will not interfere with the employee’s work, and unsatisfactory job performance during enrollment may 
result in forfeiture of educational assistance and disciplinary action, up to and including termination. 

 
Upon successful completion of coursework, the employee shall submit to their supervisor a certified 
transcript of grades received and receipts for expenses incurred. The City will reimburse the employee 
the cost of tuition, textbooks, and registration, as well as laboratory and library fees. However, 
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employees who take courses at the specific request or direction of management may be reimbursed for 
all costs in advance. 

 
An employee who is terminated while completing coursework because of a reduction in force, job 
elimination, or inability to complete the coursework due to transfer within the City shall be reimbursed 
for the full amount of the costs incurred up to the date of termination or transfer. An employee who 
voluntarily leaves the City or is terminated for cause prior to completing a course of study shall not be 
reimbursed for the expenses associated with the coursework. 

 
Repayment of educational assistance is required when an employee terminates under one of the 
following circumstances: 

 
• If the employee leaves the City voluntarily or is terminated for cause within six (6) months of 

completion of the coursework, the employee must repay the full amount reimbursed by the City for 
educational assistance. 

 
• If the employee leaves the City voluntarily or is terminated for cause between six months and one 

year after completing the coursework, one-half of the amount reimbursed by the City will be 
repayable. 

 
 
5.09 SERVICE AWARDS 
 

The City recognizes an employee’s length of service by presenting service awards to all regular full-
time employees upon completion of five (5) years of continuous service and at the end of every five 
years of continuous service thereafter.  The presentation of service awards occurs at the annual City 
Christmas Party. 

 
 
5.10 MISCELLANEOUS BENEFITS 
 

• Deferred Compensation – A supplemental retirement program offering various investment options 
that is deducted from gross wages before income tax.  Contributions are voluntary with exception 
for temporary, part-time and seasonal employees that do not participate in Social Security. 
 

• Traditional/Roth IRA – Additional retirement income program with numerous investment options 
available through pre-tax or after-tax payroll deduction. 

 
• Section 529 College Savings Account – Offers parents (and grandparents) an alternative method for 

meeting the financial responsibility a college education requires. 
 
• Gym Membership – The City offers a variety of membership plans through payroll deduction for 

employees interested in the benefits of joining a health and fitness center. 
 
• AFLAC – Employees may choose from several plans designed to supplement their existing health 

insurance.  Policies available include cancer, intensive care, accident, and long-term care. 
 
• Optional Life Insurance – Term life and universal life policies available through payroll deduction. 
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SECTION 6 
 

LEAVE POLICIES 
 
 
6.01 VACATION 
 

Regular full-time employees of the City shall begin earning paid vacation leave on the first day of 
employment; however, vacation time may not be taken until the employee has completed six (6) months 
of continuous employment.  Only in extenuating circumstances, such as retirement or resignation, will an 
employee receive vacation pay in lieu of time off. 

 
Vacation leave will accrue at the following rates, depending on position: 

 
 

REGULAR FULL-TIME EMPLOYEE ACCRUAL RATES 
 

YEARS OF EMPLOYMENT ACCRUAL PER MONTH AMOUNT OF PAID VACATION 

0 - 4 6.67 HOURS 80 HOURS PER YEAR 

5 - 9 10.00 HOURS 120 HOURS PER YEAR 

10 - 14 13.33 HOURS 160 HOURS PER YEAR 

15+ 16.67 HOURS 200 HOURS PER YEAR 

 
REGULAR FULL-TIME FIREFIGHTER ACCRUAL RATES 

 

YEARS OF EMPLOYMENT ACCRUAL PER MONTH AMOUNT OF PAID VACATION 

0 - 4 10.00 HOURS 120 HOURS PER YEAR 

5 - 9 15.00 HOURS 180 HOURS PER YEAR 

10 - 14 20.00 HOURS 240 HOURS PER YEAR 

15+ 25.00 HOURS 300 HOURS PER YEAR 

 
An employee in a part-time, temporary, or seasonal classification who becomes a full-time employee will 
accrue vacation leave from the date of full-time appointment. 
 
Employees on an approved leave of absence covered by FMLA, USERRA or other state/federal 
regulation shall continue to be eligible for accumulation of vacation leave. 

 
If a paid holiday falls within an employee’s vacation period, an additional day of vacation will be granted.  
This additional day may be taken at the beginning or end of the employee’s vacation period or at another 
time during the year upon approval of the employee’s supervisor. 
 
All employee vacation requests shall be reviewed by the department supervisor, who will ensure that the 
department workload is not adversely affected by inadequate staffing levels.  In the event of conflicting 
vacation plans within a department, priority may be established on the basis of seniority. 
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An employee may carry forward 80 hours (120 hours for firefighters) of unused vacation time into the 
next calendar year.  In the event that an employee’s vacation balance exceeds the carryover amount at the 
end of the year due to City demands, the City Manager may allow the time to be taken during the first 
month of the next year. 
 
Upon termination of employment, an employee shall receive any accrued but unused vacation hours; 
however, no vacation hours will be paid to new employees who have worked less than six (6) months.  If 
a current employee passes away, the unused vacation will be paid in a lump sum to the employee’s listed 
beneficiary on file at time of death. 

 
 
6.02 SICK LEAVE 
 

Regular full-time employees of the City shall begin earning paid sick leave on the first day of 
employment; however, accrued sick leave may not be taken until the employee has completed three (3) 
months of continuous employment.  Sick leave may be used for an employee's personal illness, well-care, 
and scheduled medical and/or dental appointments. Sick leave may also be used for illness and well-care 
within an employee's immediate family (defined as spouse, children, parents, sibling, grandparent, 
grandchildren or equivalent in-law or “step” relation or any relative living in the same household). 
 
Eligible employees accumulate sick leave at the monthly rate of eight (8) hours for all regular employees, 
including sworn police personnel, and 12 hours for firefighters.  A maximum of 90 days of sick leave is 
allowed to accrue, which equals 720 hours for regular employees and 1080 hours for firefighters. 
 
If an employee is unable to report to work due to illness, they must contact their supervisor directly, each 
day of their absence, as far in advance as possible of the employee’s scheduled arrival time. In the event 
of an emergency which causes an employee to be absent without advance notice, the employee is required 
to notify their supervisor or the supervisor’s designee of the situation as soon as possible. Failure to make 
the required notification of absence is grounds for disciplinary action.  If an employee becomes absent 
without notifying their supervisor, or is absent for three (3) consecutive working days, a certification from 
a physician or licensed healthcare professional attesting to the illness or injury shall be required.  Any 
employee discovered misusing the sick leave privilege will be subject to disciplinary action, up to and 
including termination. 
 
An employee in a part-time, temporary, or seasonal classification who becomes a full-time employee will 
accrue sick leave from the date of full-time appointment.  Employees are not paid for unused sick leave 
upon termination, except for those who have earned the Retirement or Resigning Incentive described 
below. 
 

 SICK LEAVE INCENTIVES 
 
Sick Day Earned 
If during either six-month qualifying period an employee’s total amount of sick leave taken is less than 
the amount of hours in their regular scheduled workday/shift, they earn one personal day. The six-month 
qualifying periods shall be January–June and July–December.    The personal day must be taken within 
the next six-month period after it is earned.  A new employee must be able to use sick leave during the 
entire six-month qualifying period to be eligible for this benefit. 
 
Retirement or Resigning Incentive 
If an employee retires and has a balance of 720 hours of accumulated sick time, the employee will be paid 
for 30 days of that accumulated balance.  If an employee resigns with a balance of 720 hours of 
accumulated sick time, the employee will be paid for 15 days of that accumulated balance. 
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6.03 HOLIDAYS 
 

Regular full-time employees are immediately eligible for paid holidays observed by the City, as follows: 
 

NEW YEAR’S DAY JANUARY 1 

PRESIDENT’S DAY 3RD MONDAY IN FEBRUARY 

GOOD FRIDAY FRIDAY BEFORE EASTER SUNDAY 

MEMORIAL DAY LAST MONDAY IN MAY 

INDEPENDENCE DAY JULY 4 

LABOR DAY 1ST MONDAY IN SEPTEMBER 

THANKSGIVING 4TH THURSDAY IN NOVEMBER 

FRIDAY FOLLOWING THANKSGIVING  

CHRISTMAS EVE DECEMBER 24 

CHRISTMAS DAY DECEMBER 25 

EMPLOYEE BIRTHDAY DATE APPLICABLE THROUGH DECEMBER 31 

 
A holiday that occurs on a Saturday will generally be observed on the preceding Friday, and a holiday 
occurring on a Sunday will generally be observed on the following Monday. 
 
Eligible employees who do not work on an observed holiday will receive regularly scheduled hours for 
that particular day.  If a holiday occurs during an employee’s vacation period, the employee will have an 
additional day of vacation. This additional day may be taken at the beginning or end of the employee’s 
vacation period or at another time during the year upon approval by the employee’s supervisor. 
 
The City reserves the right to schedule work on an observed holiday. Work on a holiday will be paid 
according to the number of hours worked plus holiday hours according to the employee’s regular daily 
work schedule.  If the employee is scheduled to work on a holiday, but is unable to do so due to an 
approved absence, the employee will be paid normal scheduled hours. 
  
Firefighters are given ten (10) days of Fire Holiday at the beginning of the year to be taken at the 
discretion of the employee with authorization from the supervisor prior to the use of unused vacation time 
or employee birthday hours.  If the firefighter terminates employment, the Fire Holiday hours will be 
calculated as to the holiday they would actually have earned under the regular system, resulting in an 
unused amount payable to the employee or a repayment/deduction if the amount of Fire Holiday taken 
exceeds the amount actually earned. 

 
 
6.04 JURY DUTY 
 

Employees will receive regular pay while serving on a jury (via summons) or testifying as a witness (via 
subpoena) in a judicial proceeding. 
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6.05 BEREAVEMENT (FUNERAL) LEAVE 
 

In the event of a death of any member of an employee’s immediate family (defined as spouse, children, 
parents, grandparents, grandchildren, sibling, or equivalent in-law or “step” relation or any relative living 
in the same household), the employee will be granted up to three (3) days/shifts of bereavement leave 
with pay. 

 
 
6.06 UNPAID LEAVE 
 

An employee who, regardless of exempt or non-exempt status, may request one or more days off  without 
pay for an absence related to sickness or personal reasons when the employee has not met the required 
timeframe to use paid leave or if paid leave has been exhausted. 

 
 
6.07 FAMILY AND MEDICAL LEAVE (FMLA) 
 

A full-time employee who has worked for the City for 12 months and at least 1250 hours immediately 
preceding the start of a leave of absence covered by the Family and Medical Leave Act may be eligible 
for unpaid, job-protected leave to be taken during a 12-month period that is calculated from January 1 
through December 31. 
 
Birth or adoption of a child:  An eligible employee may take up to 12 workweeks of leave following the 
birth of a child or the placement of a child with the employee for adoption or foster care.  In the case of a 
new child, the leave must be concluded within 12 months of the birth, adoption or placement. 
 
• “Child” is defined as a stepchild, a legal ward or a child whom the employee has day-to-day 

responsibility to care for and financially support. 
 
• Leave for childbirth or adoption applies equally to men or women. 

 
• Leave for the birth or placement of a child may begin before the birth or placement, if necessary. 

 
• If a husband and wife both work for the City and the leave is taken for the birth or placement of a 

child, the City may limit the combined total leave to 12 weeks. 
 
Serious health condition of the employee or family member:   An employee may take up to 12 
workweeks of leave to care for their own serious health condition that makes the employee unable to 
perform essential job functions or to care for the employee’s spouse, child or parent with a serious health 
condition. 
 
• A “serious health condition” is a condition that requires in-patient care at a hospital, hospice or 

residential medical care facility or continuing treatment by a health care provider. 
 
• “Continuing treatment by a health care provider” means treatment two or more times by a health care 

provider for a serious chronic condition, such as Alzheimer’s, regardless of whether any treatment is 
given. 

 
• “Health care provider” includes doctors, clinical psychologists, chiropractors, nurse practitioners, 

nurse midwives, and Christian Science practitioners.  It does not include social workers or non-
clinical psychologists. 
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Military Family Leave:  Applies to an employee whose spouse, son, daughter, or parent who is a 
covered servicemember.  Types of leave are as follows: 
 
• Qualifying exigency leave arising out of the fact that the employee’s spouse, son, daughter, or parent 

is a covered military member on “covered active duty.” Qualifying exigencies may include attending 
certain military events, arranging for alternative childcare, addressing certain financial and legal 
arrangements, attending certain counseling sessions, and attending post-deployment reintegration 
briefings. 

 
• Military caregiver leave to provide care for a covered service member with a serious injury or illness 

if the eligible employee is the service member’s spouse, son, daughter, parent, or next of kin.   This 
type of FMLA includes a special leave entitlement that permits eligible employees to take up to 26 
weeks of leave individually (combined 26 weeks if husband and wife both work for the City) to care 
for a covered service member during a single 12-month period. A covered service member is: (1) a 
current member of the Armed Forces, including a member of the National Guard or Reserves, who is 
undergoing medical treatment, recuperation or therapy, is otherwise in outpatient status, or is 
otherwise on the temporary disability retired list, for a serious injury or illness; or (2) a veteran who 
was discharged or released under conditions other than dishonorable at any time during the five-year 
period prior to the first date the eligible employee takes FMLA leave to care for the covered veteran, 
and who is undergoing medical treatment, recuperation, or therapy for a serious injury or illness. 

 
Intermittent or reduced work schedule leave 
Employees may take leave intermittently or on a reduced work schedule basis for the employee’s own or 
a family member’s serious health condition or for leave related to a qualifying exigency, but not for the 
birth or placement of a child.  The condition prompting the leave must be medically necessary, and the 
employee must attempt to schedule the leave so as not to disrupt the City’s operations. 
 
Requesting FMLA Leave 
All employees requesting FMLA leave must provide the Human Resource Director with verbal or written 
notice. When the need for the leave is foreseeable, the employee must provide the City with at least 30 
days' notice. Otherwise, the employee must provide notice the same day the employee learns of the need 
for leave or the next business day. 
 
Use of Accrued Sick and Vacation Time 
An employee on qualifying FMLA leave is required to use all available sick and vacation time for any or 
all parts of the qualifying period to which the employee is entitled under the Act before unpaid leave is 
granted.  However, both paid and unpaid portions of the leave will be counted towards the qualifying 
period encompassed by the leave of absence. 
 
Maintenance of Health Benefits 
The City will maintain coverage under any group health plan for an employee on qualifying FMLA leave 
as if the employee had continued to work.  The City’s obligation to maintain health insurance ceases if an 
employee’s premium payment (for unpaid leave) is more that 30 days late.  It also ceases if an employee 
fails to return from leave or states that he/she doesn’t intend to return, at which time the City is entitled to 
recover health insurance premium payments which it made during the leave through deductions from final 
wages or other form of payment that would be payable to the employee.  Alternatively, the City may 
initiate legal action against the employee. 
 
Medical/Exigency Certification 
The City requires certification of the serious health condition of an employee or an eligible family 
member if leave is for such reason as well as certification of a covered service member’s illness or injury 
for military caregiver leave.  Certification of an employee’s reason for military exigency leave is also 
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required.  The employee must respond to the City’s certification request within 15 days of the request or 
provide a reasonable explanation for the delay.  Failure to provide certification may result in a denial of 
continuation of leave. 
 
Reinstatement 
An employee returning from qualifying FMLA leave within the timeframe specified for the applicable leave 
shall be restored to their former position or to an equivalent position with equivalent benefits, pay and other 
terms and conditions of employment.  However, if the employee is salaried and ranks among the highest paid 
10% of the City’s employees, reinstatement may be denied to prevent substantial and grievous economic 
injury to the City’s operations.  A reinstated employee is not entitled to any accrued seniority or employment 
benefits occurring during the leave.  A reinstated employee is entitled to a job at the same or nearby worksite 
(unless the site has been closed), the same or equivalent work schedule, opportunity of bonuses and profit 
sharing, and any unconditional pay increase which may have occurred during the leave, such as cost-of-
living increases.  The employee is not entitled to restoration of intangible benefits, such as job stability or 
perceived future promotional opportunities.  The City may deny reinstatement if the employee would not 
otherwise have been employed due to layoff, reduction in force, or other reason, at the time reinstatement is 
requested.  The leave period will be treated as continuing service for purposes of vesting and eligibility to 
participate in the City’s retirement plan. 

 
An employee who does not return from qualifying FMLA leave within the timeframe specified for the 
applicable leave may be subject to termination unless reasonable accommodation under the Americans with 
Disabilities Act (ADA) is requested in the form of extending the leave of absence beyond the time permitted 
by FMLA.  The employee must contact the Human Resource Director to file a request for additional leave 
time.  Documentation from a health care provider or other qualifying professional will be required to 
determine approval of the request for leave extension. 

 
 
6.08 LEAVE OF ABSENCE (NON-QUALIFYING) 
 

For circumstances other than those that qualify under the Family and Medical Leave Act (FMLA) and/or the 
Americans with Disabilities Act (ADA), a regular full-time employee may be granted a leave of absence 
without pay for a period not to exceed 30 days.  Group health benefits are not maintained during a non-
qualifying leave of absence, and unconditional pay increases afforded with a qualifying leave of absence do 
not apply.  At the expiration of the non-qualifying leave of absence, the employee may 1) be reinstated to the 
position they vacated if the position still exists; 2) be transferred to any other vacant position that the 
employee is qualified to fill; or 3) be terminated.  Any request to extend a non-qualifying leave of absence 
will be considered on a case-by-case basis. 

 
 
6.09 MILITARY LEAVE 

 
Under Section 431.005 of the Texas Government Code, an employee in a reserve component of the armed 
forces or other qualifying agency who is ordered to report for authorized training or duty is eligible for 
military leave consisting of full pay for up to 15 work days/shifts per calendar year, which need not be 
consecutive. The employee must provide the military orders to their supervisor as soon as possible in 
advance of the military leave.  Unused accumulated military leave may be carried forward into the next year 
such that the balance does not exceed 45 work days/shifts.  When all accumulated military leave is 
exhausted, the employee may use accumulated vacation leave, to the extent available, or leave without pay. 
 
The Uniformed Services Employment and Reemployment Rights Act (USERRA) applies to persons serving 
in the Armed Forces as provided by state and federal law, the commissioned corps of the Public 
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Health Service, National Guard and reserve military personnel, and any other category of persons 
designated by the President in time of war or national emergency.  All categories of military training and 
service are covered by USERRA, including activities performed on a voluntary or involuntary basis 
during active or inactive duty in time of peace or war. It also covers a period of time when an employee is 
absent from work for an initial or recurring military fitness examination or to perform authorized funeral 
honors duty. 
 
An employee called to active military duty or an appropriate military official must provide notice, written 
or verbal, as far in advance as is reasonable to the City that the employee intends to leave employment to 
perform service.  An employee is excused from providing notice if they are prevented from doing so by 
military necessity, or if it is impossible or unreasonable under all circumstances to do so.  Any employee 
appointed to a vacancy created by an employee on military leave shall be designated as a military 
replacement and the length of such appointment shall be limited to the length of leave granted the 
incumbent.  An employee does not need to provide notice of intent to return to work after completing 
uniformed service.  An employee’s re-employment rights are still protected, even if they indicate before 
entering or completing uniformed service that they do not intend to seek re-employment after completing 
service.  An employee performing active duty military service is entitled to continued health care 
coverage (COBRA) for themselves and qualifying dependents for up to 24 months after the absence 
begins or for the period of military service, whichever is shorter. 
 
Returning employee service members have a set period of time in which to report back to work to 
preserve their USERRA re-employment rights. Employees who were in service for more than 180 days 
must submit an application for re-employment (written or verbal) within 90 days after completing service.  
If the employee’s service was for more than 30 days but less than 181 days, they are required to submit an 
application for re-employment within 14 days after completing service, unless it is impossible or 
unreasonable to do so, in which case the employee must submit the application not later than the next full 
calendar day after it becomes possible to do so.  Employees serving less than 30 days must submit an 
application not later than the beginning of the first full, regularly scheduled work period after a period of 
eight hours for safe transportation.  These reporting timelines are extended for employees who are 
hospitalized for, or convalescing from, an illness or injury incurred or aggravated during military service.  
Those individuals have an additional two years from the date of completion of service to apply for re-
employment.  This time can be extended to accommodate circumstances beyond the employee’s control 
that make reporting impossible or unreasonable. 
 
A returning employee service member, including an employee with a disability that was incurred in or 
aggravated during the period of service, is entitled to re-employment in the position that the employee 
would have attained with reasonable certainty if not for the uniformed service, including the seniority, 
status, and rate of pay that the employee would have ordinarily attained in that position (known as an 
“escalator position”).  The employee must be qualified for the re-employment position, and the City will 
make reasonable efforts to help the employee (including accommodation of a disability) become qualified 
to perform the duties of the position.  If the employee is unable to perform the duties of the position after 
reasonable accommodation efforts, the employee will be re-employed in a position that the employee is 
able to perform and that is equivalent in seniority, status, and pay to the “escalator position.” 
Upon re-employment, coverage is reinstated without a waiting period or pre-existing condition 
exclusions.  The employee may also receive military service credit for purposes of restoring benefits in 
the City’s retirement system. 


