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CITY OF BROWNWOOD

PERSONNEL RULES AND REGULATIONS

SECTION 1. AUTHORITY AND PURPOSE

Under the authority granted to the City by State law and City Charter, the following personnel policies are
established to bring into the service of the City the high degree of understanding, cooperation, efficiency and
unity that comes through systematic application of good procedures in personnel administration, and to provide
a uniform policy for all employees, with all the benefits such a program insures. The fundamental objectives of
good personnel administration soughb&achieved by these policies are declared to be:

A. To promote and increase efficiency and economy in the service of the City.
B. To provide fair and equal opportunity to all qualified citizens to enter City employment on the

basis of demonstrated merit anblility as ascertained through fair and practical methods of
selection, free of personal and political considerations.

C. To develop a program of recruitment, advancement and tahigavill make employment with
the City attractive as a career and encoussgd employee to render their best in service to the
City.

D. To establish and maintain a uniform plan of evaluation and compensation based upon the

relative duties and responsibilities of positions in the service of the City.

E. To establish and promote highorale among City employees by providing good working
relationships, a uniform personnel policy, opportunity for advancement, and consideration of
employee needs and desires.

NOTE: As used herein, masculine gender shall be construed to include thentegpmder, and shall
be applicable as the case may be.

|.  POLICIES / REGULATIONS

SECTION 2. ADMINISTRATION : CITY MANAGER

The City Manager is the chief administrative officer of the City. With the exception of matters and
appointments reserved to thetyCiCouncil by statutory provisions, the authority and responsibility for the
conduct and administration of all functions of the City and of its departments, offices and agencies is vested in
the City Manager Final authority, in the form of review and appal, is reserved to the City Manager with
regard to all personnel matters and subjectem@al by these regulations. Tperson designated by the City
Manager shall assume the duties of the City Manager upon the absence of the City Manager.

A. Director of Human ResourcesThe Director of Human Resources and the Human Resources
Department, acting under his supervision, will represent the City Manager with regard to
routing administration and interpretation of these rules.
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B. Department Heads. DepartmentHeads will be responsible for the proper and effective
administration of these rules within their respective departments.

SECTION 3. EMPLOYMENT AT WILL AND APPLICABILITY OF POLICES

Employment with the City of Brownwood is for no fixed or definite term.| éhployment by the City of
Brownwood has been and continues to beilit except for those positions that may have a written contract
approved by th€ity Council. Both the employee and/or the City have the right to terminate employment at any
time, with or without notice, and with or without cause. These Personnel Rules and Regulations do not
constitute a contract of employment with the City.

Although adherence to these polices is considered a condition of continued employment, nothing in these

polices alters an employeebs status and shall not con
Employees remain free to resign their employment at any time for any or no reason, without notice, and the City

retains the right to terminate angnployee at any time for any or noreas(@ees ect i on on fASepar
Empl oyment 0.

(If an employee wishes to resign and leave the City in good standing, refer to Seddipn 48

The policies contained in this manual apply to all City of Brownwoogleyees. Fire fighters and police

officers arealsogoverned by State of Texas Fire and Police Civivi8erprovisions as contained hapter
143Texas Local Governmer@ode the City of Brownwood Civil Service Rulesd the provisions of the Civil

Senice Meet and Confer AgreementBolicies contained in this manual, which are not in conflict witlStae

Civil Service provisionsthe Fire and Police Civil Servicerulesr A Meet and Confer Agr eece
or Police associationshall be cotrolling and applicable to all fire fighters and polaféicers.

SECTI ON 4. CITY6S GOALS AND EMPLOYEESG OBLI GA®

Every employee of the City must realize their obligations to the citizens of Brownwood. To assist you with that
obligation, it is thepolicy of the City to implement fair and effective personnel poligied to require all

empl oyees to support the Citybés best interest.
A. The Cityds goals for employees include the f
1. To provide equal employment opportunity and treatment regardfeisce, religion,
color, sex, age, national origin, disability, or military status;
2. To provide compensation and benefits equal to the work performed;
3. To establish reasonable hours of wor k b
needs;
4, To monitor and caply with applicable federal, state and local laws and regulations
concerning employee safety;
5. To offer training opportunities for those whose needs and capabilities warrant such
training;
6. To be receptive to constructive suggestions which relate folheorking conditions,
or personnel policies; and
7. To establish appropriate means for employees to discuss matters of interest or concern

with their immediate supervisor or department head.

B. The City expects all employees:
1. To deal with citizes in a professional manner;
2. To perform assigned tasks in an efficient manner;
3. To be punctual;
4 To demonstrate a considerate, friendly and constructive attitude toward fellow

employees and all citizens; and
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5. To adhere to the policies adopted bg City Council.

C. The City retains sole discretion to exercise all managerial functions, including the rights:
1. To dismiss, assign, supervise and discipline employees;
2. To determine and change starting times, quitting times and shifts;
3. To transfe employees within departments or into other departments and other
classifications;
4, To determine and change the size and qualifications of the work force;
5. To determine and change methods by which its operations are to be carried out;
6. Toassigndui es to employees in accordance wit|

and to carry out all administrative and management functions.

D. Nothing in this manual should be considered as altering the emplowpmsitit relationship or
as creating an expresor implied contract or promise concerning the policies or practices that
the City has implemented or will implement in the future. Accordingly, the City retains the
right to establish, change and abolish its policies, practices, rules and regulatichsastitw
sees fit.

E. Personal Continuing EducatiofAmended 0113-00)
An employee may apply for leave time, excluding sick leave, for the purposes of continuing
higher education. All requests will be considered on a case by case basis.

SECTION 5. EFQUAL EMPLOYMENT OPPORTUNITY

It is the policy of the City to provide equal employment opportunity in employment to all employees and
applicants for employment. No person is to be discriminated against in employment because of race, religion,
color, sex, ag, national origin, disabilitymilitary status or on the basis of genetic information of the individual

or family member of the individual Family member is defined as spouse, dependent child, including a child
who is born to or placed for adoption witie individual, or parent, grandparent or grg@ndparent

This policy applies to all terms, conditions and privileges of employment opportunity including hiring,
introductory period, training, orientation, placement and employee development, promistosfer,
compensation, benefits, layoff and recall, employee facilities, termination and retirement.

Any communication from an applicant for employment, an employee, a government agency, or an attorney
concerning any equal employment opportunity mattewuld be referred to the Directorldfiman Resources

While overall authority for implementing this policy is assigned to the Directddwhan Resourcesan
effective equal employment opportunity program cannot be achieved without the support ofsspperv
personnel and employees at all levels. Any employees who feel they are the victim of discrimination have a
responsibility to report this fact to their supervisor and/oHhman Resourcd3epartment.

SECTION 6. AMERICANS WITH DISABILITIES ACT PO LICY STATEMENT

It shall be the policy of the City of Brownwood that qualified individuals with disabilgles! be given the

same consideration for employment given those without disabilities. An indivicualis qualified for an
employment opportunjtshall not be denied that opportunity due to the disability unless providing a reasonable
accommaodation would imposa undue hardship on the Citythe person with a disability would be a danger

to self or others in the job position under consideration.

The following definitions shall apply to this policy:
a. There are three categories of reasonable accommodation. These are:
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accommodations which ensure equal opportunity in the application process;
2. accommodations which enablegaalified individual withdisabilities to perform
the essential functions of the position held or desired; and
3. accommodations which enable a qualified individual with disabilities to enjoy
equal benefits and privileges of employment as are enjoyed by employees without

disabilities.
b. AUndue hardshipd means significant di fficul
reasonable accommodations to an otherwise qualified individual with a disability.
C. A fAqualifiedo individual with a dissentidll ity

functions of the position held or desired with or without reasonable accommodation.

A reasonable accommodation may include making existing facilities used by employees readily accessible to
and usable by individuals with disabilities, job restavictg, modified work schedules, reassignment to vacant
positions, acquisition or modification of equipment or devices, adjustment or modification of examinations or
training materials to enable the individual with a disability to compete for or perforesieatial functions of

the position.

The Director of Human Resources shall meet with any qualified applicant or employee who requests an
accommodation. The following steps shall be taken to determine, on -byeease basis, if a reasonable
accommodatin is possible:

a. determine whether the person is a qualified individual;
b. the particular job will be analyzed to determine its purpose and essential function;
C. the disabled individual will be consulted to ascertain the preciseejated limitations imposed
by the disability and how those limitations might be accommodated;
d. wi t h t he di sabl ed i ndi vi dual 6s assistance,

assessed as to the effectiveness of each in enabling the individual to perform the essential
functions of the job;

e. the disabled individual 6s accommodation pref
implement the accommodation most approprifde both the employee and the City of
Brownwood, but an applicant or employee cannot dictate ¢hgbarticular reasonable
accommodation be used if several are available; and

f. the safety of the individual and others.

The result of the above process shall be used to document if a particular accommodation would create an undue
hardship. The following faors will be considered in determining an undue hardship or any actions requiring
significant difficulty or expense, taking into account:

the nature and cost of the accommodation required;

the financial resources of the City of Brownwood;

the effect of tle reasonable accommodation on expenses and resources;

the impact of the accommodation on the operation of the City; and

theexisting spatial and operating parameters and/or constraints of the affected work site.

coooTp

SECTION 7. CODE OF ETHICS (Added 4/01/224)

DECLARATION OF POLICY
This Code is adopted to establish guidelines for ethical standards of conduct for use by city employees
in the conduct of their work and to prevent potential conflicts of interest.

Revised 4/01/2014
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PERSONAL STANDARDS

City employees shall demstrate and be dedicated to the highest ideals of honor and integrity to merit
the respect, trust and confidence of governing officials, other public officials, employees and of the public.
They shall be sensitive and responsive to the rights and nettsmfblic and shall strive to provide the highest
guality of service in their work. They shall uphold both the letter and the spirit of the constitution, legislation
and regulations governing their actions and report violations of the law to the agigrejpithorities.

USE OF PUBLIC PROPERTY

No city employee shall request or permit the use of city owned vehicles, equipment, materials or
property for personal convenience or profit. Use is restricted to such services as are available to the public
geneally, for the authorized conduct of official business, and for such purposes and under such conditions as are
directed by the City Manager. Refer to the sectior

PROHIBITED ACTS

No city employe may use his or her position to secure special privileges or exemptions for himself,
herself or others; no city employee may, directly or indirectly, give or receive or agree to receive any
compensation, gift, reward, or gratuity from a source excefitigeof Brownwood for a matter connected with
or related to the employeebs services to the City
titl ed: AConflict of Interest, Solicitation & Acc:é

CONFLICT OF INTEREST

No city employee shall engage in any act which is in conflict with, or creates an appearance of conflict
wi t h, the performance of of ficial duti es. Ref er
Acceptance of Gi ft s LCitylChalterr el ated sections of the

POLITICAL ACTIVITIES

No city employee shall use his official authority or influence for the purpose of interfering with or
affecting the result of an election for a position on the Brownwood City Council or Mayor. Refer to the section
titl e d: AGrounds f or D,iSgbsectipnon PobticabActdidy or Ter mi nat i on

REPORTING

City employees may report incidents of unethical behavior anonymously by sending a letter to City of
Brownwood, PO Box 1135, Brownwood, TX 76804. Mail reediin this post office box is taken directly to
an independent citizen member of the Citybds audit

SECTION 8. CONFELICT OF INTEREST, SOLICITATION & ACCEPTANCE OF GIFTS

(Revised 4/01/2014)

No solicitatimms of funds of any character or for any purpose whatsoever shall be permitted among City
employees on the job without the express approval of the City Manager. This restriction applies to all
solicitations, selling, or peddling of every nature, whethe€Cly employees or others not in the employ of the
City. The one exception to this rule will be the annual United Way campaign. All City employees are earnestly
encouraged to give full cooperation and support to this one large community welfare drive.

A. Conflict of Interests:

No employee of the City may:
1. Have any financial or other interest, directly or indirectly, in any proposed or existing contract,
purchase, work, sale or service to, for, with or by the City;

2. Use City employment, authority, orfinence in any manner for personal betterment, financial or
otherwise;

Revised 4/01/2014
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3. Have any financial interest, directly or indirectly, in the sale to the City of any land, materials, supplies
or services;

4. Have discussions or participate in decisions of any @jignay, board, commission or instrumentality if
the employee has any personal economic interest or is employed, directly or indirectly, by the person or
entity that is the subject of the discussion or decision;

5. Accept other employment or engage in owsidttivities incompatible with the performance of duties
and responsibilities as a City employ&etha might impair independent judgent in the performance
of duties to the City , or

6. Accept remuneration or provide services for compensation, directipndimectly, to a person or
organization requesting an approval, investigation, or determination from the City.

B. Solicitation and Acceptance of Gift:

1. Solicitation of funds or anything of value for any purpose whatsoever shall be permitted of or by City
employees on the job only with the express approval of the City Manager. No employee may be
required to make any contribution nor may an employee be penalized in any way concerning
empl oyment according to the employeeds response

2. No enployee shall accept or solicit any money property, service, or other thing of value in excess of
$50.00 from a person, business entity or other organization regulated by, contracting with, or having any
other business relationship with the City departnoémthich the employee is a member.

3. If a person presents a gift to a City employee as a reward for service or as an act of expressing
appreciation, then the employee shall report the gift in writing to the supervisor and the City Manager.

4. No employee shhkccept or solicit any money, property, service or other thing of value in excess of
$50.00 for the benefit of the City, or any employee, or department of the City, unless approved in
advance by the City Manager.

Violations of this policy may result in dsciplinary action. Employees should direct questions regarding
the prohibitions imposed by this policy to your Department Director, the Director of Human Resources,
or the City Managerbés office.

SECTION 9. DRUG AND ALCOHOL FREE WORKPLACE (Revised 4/02014)

The City of Brownwood is committed to providing a difuge and alcohcfreeworking environment for its
employeesThosewho have passed probation and feel they have a drug or alcohol problem shouldinefer to

section orthe EmployedissistancéProgram (EAP) Other sections addressing drug and alcohdbbsseare

i Al al/Drbg Use and Testing Policpfr Al | Empl oyeeso and fAAl cohol / Dr u
E mp | o yTheDirgctor of Human Resources shall be responsible for thegaarent and administration of

t h e @lcoho andSubstance Abuse Program

The Cityds al c spnowides foréestihgf emgloypesimder tha following conditions:
. Preemployment

Post accident

Post injury

Reasonable suspicion

Random(for certain positions

Returnto-duty

Postrehabilitation orFollow-up testing

Noas®NR
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The Cityds drug test i ndeing coasiperedon initabappmintsientaahd abteep p | i ¢
employeesandprovides for testing under the following conditions:

Preemployment.

Post accident.

Post injury.

Reasonable suspicion

Random (for certain positiohs

Returnto-duty

Postrehabilitation or Followup testing

NogosrwdhE

All alcohol anddrug test results will be maintain@d a confidential file in the Human Resourdaspartmat.
Di sclosure of test results by an informed individu
disciplinary action up to and includinmpssibletermination.

SECTION 10. SMOKING & USE OF TOBACCO PRODUCTS PROHIBITED
(Revised 4/01/2004

The City of Brownwood deems that in order to protect and promote the public health, safety and welfare of the
employeesit is necessary to regulate smoking and the use of tobacco products in City faaniliieSity
vehicles Therefore no person amployee shall smoke or use tobacco products in City facilitie€ity
vehiclesor within 25 feet of the entrances to City facilitiesThis also includes the prohibition of the use of
electronic cigarettes (Eigarette} or any othersimilar device or iem that produces vapor, steam or smoke in
City facilities or within 5 feet of the entrances to City facilitied.there is a desighated smoking area near the
City buildings, the employees are required to use this area during approved smoke breaks.

Employees who violate this policy will be subject to disciplinary action, up to and including possible
termination.

. EMPLOYMENT

SECTION 11. RECRUITMENT AND_APPOINTMENT PROCEDURES

Section 1 of these personnel policies states that one of the objectives df gp er sonn el admi ni
provide fair and equal opportunity to all qualified citizens to enter City employment on the basis of
demonstrated merit and ability as ascertained through fair and practical methods of selection, free of personal

andpol t i cal considerations. 0 The procedures and sel
shall use to achieve this objective and establish
A. The Director of Human Resources sfalvertise in a positive manner the employment needs of

the City with a view toward obtaining qualified candidates for each vacancy to be filled by
recruitment from within or outside the City service:

B. The Director of Human Resources shall require eaphcamt for a position to:

1. Completean application form prescribed by him and approved by the City Manager and
requiresthe applicant to submit additional information regarding education, experience
and training, if requested.

Furnish acopy of the applicae 6 s birth certificate, if re
Furnish a copy of his military service record (DD Form 214) if a veteran.

wnN
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4, Before the applicant is hired, complete an oral interview with the appropriate
depart ment al staff, wh i c hficaidng forlthe popitom, ai s e
ability to express his/her self and other job related qualificat{®exised 05/01/07)

The Human Resources Department or Department Head shall conduct background checks on
applicants being considered for hire to verify stanta on the written application and/or in the

oral interview and any other such verification of facts or character of the applicant as deemed
necessary(Revised 05/01/07)

The Human Resources Department or Department Head shall administelajeld test when
applicable.

The fPeelr shenqui si ti on o) dhall berutilicesl byeall depagpneentsito flle s
new positions or personnel vacancies. This enables the City to:

1. Have a standard procedure for initiating requests to fill positions.
2. Permitadministrative review of such requests before appointment is made.
3. Provide the means by which departments in conjunctiontivititHuman Resources

Departmentnayfill vacancies with qualified personnel.

Department Heads and their supervisory personndl ekamine carefully the personnel needs

of each activity for which they are responsible, in terms of the most economical use of work
force to achieve their work programs, while maintaining a high level of service to the public.
Whenever a vacancy occunsastablishment of a new position is contemplated, the Department
Head shall thoroughly investigate the need for the service to be rendered and possible alternate
ways of performing the required tasks. If the Department Head determines that a vacant
posiion should be filled, and before a commitment of any kind has been made in regard to
filling the position, a personnel requisition for shall be submitted to the Human Resources
Department.

The Director of Human Resources shall work with Department Headmding qualified
applicants for all positions. Such assistance shall include regular notification of present City
employees of possible promotional opportunities, as well as recruitment of qualified applicants
not now employed by the City.

The Directo of Human Resources shall make available to Department Heads as many qualified
applicants as necessary or available to interview for each vacancy. The time and place of the
interview shall be coordinated between the Director of Human Resources andptrérigat

Head.

Department Heads shall interview and select for appointment, candidates referred by the
Director of Human Resources. Department Heads may reject any or all applicants if, after
interviews, none of the job applicants are deemed suitabtedoracant position. Department
Heads shall document reason for rejection of applicants to the Director of Human Resources
and request additional applicants for consideration.

Requests for remployment by former employees will be screened by the HuRemources
Department and handled in the same manner as new applicais. Department Head
considering the eemployee for rehire shall review the-exmp| oyee s personne
making a recommendation to hiré.an applicant has two periods afigr employment with the

City, the approval of the City Manager is required before proceeding with the hiring process.
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Persons who have been dismissed from the City will not be considered-dompleyment
except under definitely extenuating circumstaneien vouched for to the Director of Human
Resources by thdead of the Bpartment from which the person was dismissed.

The Human Resources Department shall be notified of anticipated vacancies as far in advance
as is reasonably possible to permit suéinti time for recruitment and selection of qualified
candidates.

SECTION 12. CAUSE FORDISQUALIFICATION OF APPLICANT

Although rejection may be based upon cause other than those specified, the following are declared to be special
cause for rejection or sfjualification of an applicant:

A.

B.

Lack of any qualification requirements specified in the position classification plan.

Inability of the applicant to perform the essential duties of the job due to medical, psychological
or physical impairments even withasonable accommodations.

Conviction, deferred adjudication, or placement on probation for a felony or crime other than
traffic violations where such history represents a risk to the City of Brownwood or where such
history is in conflict with the respondlities and duties of the job.

Falsification of any statement of material fact or any deception or fact in application, interview
or examination.

Dismissal from any military or public service for inefficiency, delinquency or misconduct.
Unsatisfactorycharacter.

Unsatisfactory employment record with previous employers.

Addiction to the use of narcotics or intoxicants.

Antisocial behavior.

Failure to meet the Cityds driving requireme
equipment in th performance of their duties. (See appen8)x #

SECTION 13. AGE REQUIREMENTS

Age limits are indicated in some specifications for various classes or positions upon the basis of a bona fide
occupational qualification or statutory requirement. Whereage limit is specified, the minimum and
maximum age for initial employment will vary in accordance with the duties and responsibilities of the
positions, the conditions under which they are to be performed, and also according to the best interests of the
department as interpreted by the Department Head.

A.

No person under eighteen (18) years of age will be employed in artynfallposition or any
temporary or pastime position requiring the operation of motorized equipment owned by the
City.

No person undesixteen (16) years of age will be employed in anytialle, temporary or pait
time position.

Revised 4/01/2014
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SECTION 14. NEPOTISM (Revised 4/01/2014)

No person related within the second degreem@arriageor third degree by blood, to the Mayor, the City
Manager orany Council Member, shall be appointed to any official position, clerkship or service of the City
(Section 26, Brownwood Charter). With regard to all other City employees, there is no prohibition against the
employment of persons related to other City Exyges, provided that no employee may be diremtiyndirectly
supervised by a relativend provided that no oris hired within the sam department as his or her relative

ARel ativedo is defined as a pemariageor thigldegtee loy bleod toh i n
another persoSeeNepotism Chartn the appendixgs The phrase fidirectly super
those situations which there ame supervisory level employee with direct supervisory responsibility between

two positics on the organizational chart filled by relatives. For example, a relative Bittsgon Director

could not be employed asCepartmentHe ad i n his or her relativeds divi
level employee with direct supervisory respitility between these two positions.he phr ase Ai n.
supervisedd refers to a situation such as a Depart:H
or her departments where there is a supervisory level employee between thesssitiwosplf a relative
relationship is established after employment and the related employees are in ardivdkect supervisory
relationshipor they are related as shown on the Nepotism Chag the responsibilityand obligation of the
employeednvolved to immediately disclasthe relationship to the City &hager and the Director of Human
Resources. Failure to notify the City Manager and the Director of Human Resources of the relative relationship
is cause for disciplinary action. Followingetlestablishment of the prohibited relative relationship described
above, one of the employees must leave the employment of the City or be transferred to another position so that
no director indirect supervisory relationship exists within ninety (90) dafter the establishment of the
prohibited relative relationship. The City of Brownwood is under no obligation to allow the transfer of the
employee to another position or to create atjposfor the employee.

SECTION 15 RESIDENCE REQUIREMENTS (Revised4/01/2014)

The City Manager is required to reside within the city limits of Brownwood during his/her tenure of office (per
City of Brownwood Charter). The Deparnent Heads and Division Directors are required to reside within
Brown County. Energency rgsonse personngéx: Police and Fire)dand all employees in positions requiring
them to be awvallabae andamonof their [ om/aoceslthe i pt i
City of Brownwood asdng as the distance is within Bfiles of the Brownwood city limitsNew employees

with residence requirements and who reside outside the above guidelines must comply as quickly as possible but
in no case to exceed six (6) months from date of employnidmdre are no residence requiremdatsal other

City employees

Employees shall report any change of residence or telephone number to their Department Heads within forty
eight (48) hours of such change. Employees are responsible for reporting this information to the Human
Resources Depementwithin 3 work dayf the address change

SECTION 16. HARASSMENT (Revised 4/01/2014)

It is the policy of the City to promote a productive work environment and not to tolerate verbal or physical
conduct from any employee that harasses, disrupts, @ nt er f er es wi th anotherés
creates an intimidating, offensive, or hostile environment.

A. Employees are expected to act in a positive manner and contribute to a productive work
environment that is free from harassing or disrupéigtvity. No form of harassment will be
tolerated and special attention is called to the prohibition of sexual harassment.

B. Each supervisor has a responsibility to maintain the work place free of any form of sexual
harassment. No supervisor is to threate insinuate, either explicitly or implicitly, that an
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empl oyeebs refusal or willingness to submit
or conditions of employment.

C. Other sexually harassing or offensive conduct in the work place, whetimmitted by
supervisors, nogupervisory employees, or nemployees, is also prohibited. Such conduct
includes:

1. Sexual flirtations, touching, advances, or propositions;

2. Verbal abuse of a sexual nature;

3. Graphic or suggestive sdessonéaly; s about an i

4. Sexually degrading words to describe an individual; and

5. The display in the work place of sexually suggestive objects or pictures, including nude
photographs.

D. Any empl oyee who believes that a-emlipgeeds ol

actions or words constitute unwelcome harassment has a responsibility to report or complain
about the situation as soon as possible. Such report or complaint should be made promptly, in
writing, and to the employierbaccoapeanvesowi DI
grievance ©policy set out in Section 50. I
Department Head is the employee whose actions or words constitute the unwelcome
harassment, themployee may make the report or complainthe next higher level supervisor

or to the City Manager.If the City Manager or another Council appointed position is the
harasser, the employee shall file a complaint with the Mayor and the City Manager (if he/she is
not the harasserThe supervisoepartment Head or City Manager shall notify the Director of
Human Resources ofl grievances that are filed.

E. Compl aints of harassment are to be handl ed,
grievance policy set out in Section 50, unlesscigppegprocedures are deemed appropriate.
Employees are required to cooperate in any investigation. Retaliation against any employee for
filing a complaint or participating in an invegdtion is strictly prohibited.

F. Any employee, supervisor, or managdrans found to have engaged in harassment of another
employee will be subject to appropriate disciplinary action, depending on the circumstances, up
to andincluding possibletermination.

SECTION 17. WEAPONS CONTROL AND VIOLENCE PREVENTION POLICY
(Added4/01/2014)

The City strives to provide a safe and secure working environment for its employees. This policy is designed to
help prevent incidents of violence from occurring in the workplace and to provide for the appropriate response
when and if such kidents do occur.

Zero Tolerance. This policy prohibits harassment, intimidation, threats, and violent behavior by or towards
anyone in the workplace, that is in any way-job City-related, that is or might be carried out on Gitpperty,

orthatisi n any way connected to the employeedbds employnm
duty or oftduty. The City has a zero tolerance policy for this type of misconduct.

Weapons Banned. Employees, other than a City licensed peace officer, areilpred from possessing or
carrying a weapon while on duty or at any time while engaging inré€isged business or while on City
property. Prohibited weapons include firearms, clubs, explosive devices, knives with blades exceeding 5 %2
inches, switchbldes, etc. Employees do not have an expectation of privacy and the City retains the right to
search for firearms or other weapons on City property.
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Employees may have weapons stored in their personal vehicles while parked in City parking lots, if possessio
of the weapon is legally allowed by law and provided that the weapon is concealed and the personal vehicle is
securely locked.

Mandatory Reporting. Each City employee must immediately notify his/her supervisor, Department Director,

the Director of Huma Resources and /or the Police Department of any act of violence or of any threat involving

a City employee that the employee has witnessed, received, or has been told that another person has withessec
or received. Even without an actual threat, each é&itployee must also report any behavior that the employee
regards as threatening or violent when that behavior isglalbed or might be carried out on City property, a
City-controlled site or City job site, or when that behavior is in any manner codrtec@ty employment or

activity. Each employee is responsible for making this report regardless of the relationship between the
individual who initiated the threat or threatening behavior and the person or persons threatened or the target of
the threateimg behavior. A supervisor who is made aware of such a threat or other conduct must immediately
notify his/her Department Director and the Director of Human Resources.

Protective Orders. Employees who apply for or obtain a protective or restrainingrondech lists City
locations as being protected areas must immediately provide to their supervisor, their Department Head, the
Director of Human Resources and the Citybés Police
seek the order, a pyg of any temporary protective or restraining order which is granted, and a copy of any
protective or restraining order which is made permane@ity employes must immediately advise their
supervisor, their Department Head and the Director of Human Resoaf any protective or restraining order
issued against them.

Confidentiality. To the extent possible, while accomplishing the purposes of this policy, the City will respect
the privacy of reporting employees and will treat information and reporfigleatially. Such information will

be released or distributed only to appropriate law enforcement personnel, City management, and others on a
needto-know basis and as may otherwise be required by law.

City Property. For purposes of this policy, City gperty includes but is not limited to owned or leased
vehicles, buildings and facilities, entrances, exits, break areas, parking lots and surrounding areas, recreation
centers, swimming pools, and parks.

Documentation. When appropriate, threats anditents of violence will be documented. Documentation will
be maintained by the Director of Human Resources and/or the Police Department.

Policy Violations. Violations of this policy may lead to disciplinary action, up to and including termination of
employment. Policy violations may also result in arrest and prosecution.

SECTION 18. RECORDINGS (Added 4/01/2014)

While on the job, employees shall not record conversations of themselves, other employees, visitors or
customers without their Departméfie ad 6 s per mi ssi on.

SECTION 19. CONFIDENTIALITY OF INFORMATION AND _ WORKPLACE PRIVACY
(Added 1/1/05)

As an employee of the City of Brownwood you may from time to time receive confidential or proprietary
information. Although the City is governed by thexas Open Records Act, such information if shared directly

or indirectly with third parties could be detrimental to persons or businesses who have entrusted the City with
information. Use extreme discretion with information that has not been finatizeeléase to the public. If in

doubt as to what you may discuss, check with your supervisor.
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An employee should havefi n @xpectationsof privacy fi i relation to the use of City computers,
electronic systems, work space, lockers, City veBickquipment, or other items in work areas or on City
Property, There can be no expectation of privacy in the content of individual electronic mail messages sent by
an employee.

1. The workplace belongs to the remplamydaghatis vAcye s
owned, leased, rented, or provided by the City of Brownwood may be inspected, searched,
or reviewed at any time by the City Manager or his designee. This may be done with or
without your presence, knowledge, or consent If you bring your own personal facility,
fixture, devise, or other item into a workplace, then it too becomes subject to this policy.
lock, password, or similar security measure (whether provided by you or the City) does
not create any expectation of privacy frominspection if that item is in a workplace.
Locks, passwords, and the like are intended to afford a degree of privacy only as to your
co-workers and visitors, not the employer.

2. An employeebs personal bel ongi ngls,eta)nd aref f ect
subject to search only by the City Manager or his designee only when all three of the following
conditions exist: (1) in your presence; and, (2) while you and the item to be searched are at the
workplace; and (3) there is a reasbleasuspicion that the thing to be searched may contain
either City property without proper authority or contraband (per law or other city pplicies
example: weapons, drugs, alcohol, etd)our refusal to cooperate with a search under these
limited circumstances will be considered insubordination and is grounds for discipline.

3. Nonwork related communications made to, from, or within a City facility moe assured
privacy. Some City facilities are recorded and any area may be subject to cameitscev
The only privacy assured in the workplace is that which is required either by law or by business
necessity to accomplish the Cityds mission
employment. (Examples: law enforcement investigations, SEkcords, attorneglient
communications, personnel files, etc

4.  The City of Brownwood cooperates with law enforcement. Upon request, the City Manager or
his designee may consent to a law enforcement search of any City workplace, facility, fixture,
or devise and/or any other place or thing over which the City has control or access by law or
contract. The City cannot give consent for the police, or other law enforcement agency, to
search your personal vehicle, purse, briefcase, etc. discussed in Be@)above

SECTION 20. CONFIDENTIALITY OF MEDICAL INFORMATION (Added 4/01/2014)

Federal law requires that the City maintain all employee medical information in separate, confidential files.
Therefore, in addition to personnel files, the City maisaa separate medical file for each employee. The
Human Resourcd3epartmenmaintains these confidential medical files.

Exampl es of i nformation that may be provided to t
provider, and maintained incanfidential medical file, include:

anote to justify an absence;

a note to request a leave;

a note to verify the employeebs ability to ret:H
medical records to support a claim for sick pay or disability benefits;

personalnsurance records; and

wor kersé compensation records.

Too o Joo T I I

It is important that employees understand that the records are confidential but that the confidentiality may be
waived when the employee provides medical information to the supervigw Director of Human Resources.

When an employee provides information to the supervisor, the supeshibshare the information only on an

fas neededod basis with other members of management.
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In addition to protecting their own confidential medig#fiormation, employees must also respect the privacy

and confidentiality of their clalserdikcestion @nd jodgrdenteviaeh i n f
dealing with such information and are to refrain from passing along information, gossips manything else

t hat may constitute an invasion of a coworkerds pri

Employees sHhnot send the health information of others via computers emails or other electronic transmissions
unless they have acquired written pi&sion from the indiidual with the health issgeor unless the
transmission is properly secureshdor encryptedin a manner that makes the information unreadable or
indecipherable.

SECTION 21. DIRECT DEPOSIT (Revised 7/01/2009)

City employees are eligie to participate in direct deposit of their paycheck to the financial institution of their
choice. For information, the employee should contact the Human Resources Department and their financial
institution. It I s t h e thatthp tooectedeettsdeposk infprratian ihds ibéen t y
provided to the Human Resources Department. When an employee resigns, retires or is terminated from
employment, the Direct Deposit will be deactivated and the final check must be picked up in the Huma
Resources department. If any uniforms or City equipment has not been turned in, or any agreed upon unpaid
expenses have not been paid, the cost of these items may be deducted from the final check.

SECTION 22. CLASSIFICATION AND SALARY PLANS

A. The podiion classification plan shall group all positions in the service of the City into classes
based on duties, authority and responsibilities, and shiaflogh for each position written
specifications showing job title, statement of duties, authority asponsibilities thereof and
gualifications necessary or desirable for satisfactory performance of duties of the position.

B. Entry Pay & Qualified Pay - The salary plan shall list all job titles covered in the classification
plan by gradewith fientry pay ard fiqualified payo for each position AEntry pay is the pay
level established for a position and to be paid the employee upon starting employment in that
position. AQualified pay is the pay level established for a position after the employee has
satisfactorily completed 6 months probatiomthatposition. The passing of 6 months probation
shall be supported by aamployee performancevaluation form as explained Bection 15.
These salaries shall be based on requisite qualifications, general rag fof comparable
work in other public and private employment in the area and at large, cost of living data,
maintenance of other benefits received by employees, financial policy of the City and other
economic considerations.

C. The City Manager shall beegponsible for continuous maintenance and administration of the
classification and salary plans.

D. Department Heads shall make requests to the City Manager to establish new positions or modify
existing ones.

E. The Director of Human Resources shall make miciceviews of City positions. As a result of
these studies, a recommendation teeveluate individual positions may be submitted to the
City Manager.

F. All positions shall be designated by official classification titles, as established by the City
Manage, on all official records, payrolls and communications.
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Pay Rates & Salary Plan- The Director of Human Resources shall periodically prepare an
analysis of prevailing rates of pay for similar public and private employment in the area and at
large, cost D living factors, and such other factors as may be assistance to the City of
Brownwood in recommending changes in the plan. On the basis of this information, the
Director of Human Resources shall recommend to the City Manager changes in the salary plan
or salary ranges for individual positions as necessary to keep the salary plan current, uniform,
equitable and competitive with other employees of the same class of personnel. Recommended
changes in the salary plan shall become effective upon the City Klanédgs appr oval ,
City Council 6s appropriation of funds.

Transfers - Any new fulktime employeé s ¢ o mp e n s at theestablshed éntrybrageg i n
of pay for theassigned grade for that positiom cases of transfers of current employees from

one position or department mn ot her , see t he s ectheisecton ann A P 1
ATransferso

Employees startingat the established entry rate of pay for their positrait be given
consideration foan increase to the qualified rate of pay that positionat the end of six (6)

months if performance, abilityattitude, attendance and productivity record have been
satisfactoryl f an empl oyeeds 6 month anniversary f
than the first day of the pay pediothe pay increase will begin with the start of the next pay
period. An employee,who receives an unsatisfactory evaluation at any time during such
probationary periodnay be subject textension oprobation ompossibletermination

When an employee tsansferred or promoted to another positionl theircurrent rate of pay is
less tharthe entry levepay for the new positiont h e e mp | shalkbe ihareasedttie
entry level payor the new position.

In case of transfer or promotion, when thenp | o gueremtGage of pay is at the same level as
theentry level payor the new positior, h e e mp | shalleemais thepsame.

When an employee is demoted to another posdiond t h e eument raty & pay &
more than thentry levelpay for the new positiont he e mp | shalebe feduceg g
entry level of pay for that position.

When an employee is transferred to another position because of better utilization of skills or
where it will result in improvement of morale, afidit s e mpl oyeeds pay i s
level of pay for the new position, the employee may transfer at the qualified level of pay if
approved by the Department Head, Division Director (if applicable), Director of Human
Resources and City Manager. Instltase, there will be no pay increase after 6 months
probation is completed.

Salary Increases/ Merit_Increases - will be granted only upon the recommendation of the
Department Head, who shall give careful consideration to the ability, attitude, atterataih
production record of employees before making pay increase recommendations. Length of
service alone is not considered a valid reason for requesting salary increases.

Pay Changes All changes in compensation, with the exception of longevity inessahall be
submitted on a fiPersonnel Actiono form (Ap
Per f or man c dorntE(dppendixa®) to thenHiman Resources Department.

Longevity Pay - In addition to the base pay for each position,-fiale employeeseceive
longevty payas listed belowfor each year of continuous service rendered to theupito and
including twenty five (25) years. Fire fighters and police officers receive longevity pay (as
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listed belowy so as to refer to the longevity pay schiedNo longevity is transferable from
another City. Réired persons are not eligible for previous longevity gagvised 4/01/2014)

In additontoa fult i me empl oyeeds regul ar salary, hel :
per month as follows basegboncontinuousyears of service with the CityThe monthly

amount is calculated by the applicable rate listed below multiplied by the number of years

of service as of September30f the prior year(ex: for an employee with 5 years of

service, $4.00 )6 = $20 /month)The years of serviceill include prior years of service in

a parttime position, if there was no break in servie#ween the patime employment and

full-time employment. Longevity Pay shall be based on the following

$4.00 per montfor years one through nine-@);
$5.00 per month for years ten through nineteerl@)Q
$6.00 per month for years twenty (20) or more.

No employee shalfeceive more than $150.00per month in Longevity Pay.
(Revised 4/01/2014)

The Longevity Pay will bgin with the first full payroll of the new fiscal year after the-full

ti me e mpl-gegraenitversano of dire and will be increased in the appropriate
increments each October thereafter. Civil Service employees begin receiving their
Longevity Pay orthe first payroll following their ongear anniversary of hireLongevity

Pay forCivil Service employeds based on the most reteCity ardinance addressing Civil
Service pay.

Biweekly Payroll - The City of Brownwood is on a{weekly payroll ped for all employees.

Pay periods end on Wednesday of every other week. Payroll checks will be prepared and
distributed to employees on Friday of the same week. Should Friday be a City holiday, all
employees will be paid on the last working day precedimgh City holiday. Salary advances
shall not be madelf an employee discovers an error on his / her paycheck, it is their
responsibility to contact the Human Resources Department immedigtelyDirect Deposit
information, see Section 4@Revised 05/0/07)

Part-time and Temporary Employees- are paid on a biveekly basis at a ratteterminedn
the budget appropriation, and shall not be entitled to benattitsr than Holiday pay as
specified in Section 2&, and workers compensation for job ingsrias specified in Section 43
and 43A.

With prior approval of the City Managand the Department Headn employee temporarily
working in a positiorwith a higher pay grad®r more than two (2) continuowgeeks, may be
paid theentry pay rateof the higher levelposition, plus their own longevity and certification
pay. Pay will not start until after two (2) weeks of working in the temporary position.

Classifications(Revised 4/01/2014)
Employees will be classified as one of the following:

1. Full-time hourlye mp | oy ment : Empl oyed 0 atweekvofl | 0 v
thirty two (32) hours or more;
2. Full-t i me sal aried / overtime exempt empl oyn

for any week in which the employee performs work, unless otteeagriteria is met in
Section 16 R listed below.

3. Partt i me empl oyment : Empl oyed dat will o o
work less thar80 hours per week ambt to exceed 998ours in a fiscal year;
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4. Temporary or seasonal employment: Employed t will o for eithe
unspecified period of time, and scheduled to wess tharB0 hairs per weeknot to
exceed 11@ays per year ar@@9hours in a fiscal year.

Parttime employees otemporary or seasonal employees may not work incdingr position
within the same fiscal year, unlegge combined hourand days worked in both positions are
less tharB0 hours per week, not to exceed 119 days per year and 999rhadiscal year.

Overtime Pay - All employees except those in an exs status, shall be paid for overtime

work as described below:

1. All employeeswho are not police officers or fire fighteshall be paid for overtime
work at time and onbalf (1 ¥2) for hours worked over forty (40) hours in a work week.
Any leave time suc as holidays, sick leave, vacations, etdl| not considered as
working hours for purposes of calculating overtime pay.

2. Overtime for police officers will be paiggert he f Meet and d&onf er
between the Brownwood Municipal Police Association gedCity of Brownwood.
3. Overtime for fire fighters will be paid at time and emaf (1 %) for hours worked over

one hundred six (106) hours in avbéekly schedule. Any leave time such as holidays,
sick leave, vacation, etowill not be considered workig hours. Fire fighters work
twenty-four (24) hours on and forgight (48) hours off, according to the following
schedule: Shift 1 102 %2 hours; Shift 2 120 hours; and Shift 8113 ¥~ hours.

4, No overtime shall be authorized unless the work has beéfieckby the Department
Head as necessary and prior approval has been received from the Department Head or
City Manager. In any arrangement for rotating shifts or overtime, the Department Head
shall make the final deci schedule. concerning

Salaried / Overtime Exempt Employees
It is the decision of the City Manager if a salaried / overtime exempt employee will or will not
be paid their full salary for any week in which:

1. the employee is absent from work for one or more full daypéosonal reasons, other
than sickness or disability, and the employee has no qualifying paid leave available;
2. the employee is absent for one or more full days because of sickness or disability

(including workrelated accidents), and the employee doesiaat paid leave available
in his / her leave balance;

3. the employer imposes a penalty in good faith for infractions of safety rules of major
significance;

4, the employer imposes, in good faith, an unpaid disciplinary suspension of one or more
full days for hfractions of certain workplace conduct rules of general applicability;

5. the employee takes leave under the Family and Medical Leave Act, and has exhausted
all available paid vacation leaveick leave, holiday leave afod catastrophic leave;

6. the employer makes a deduction to offset jury fees, witness fees or military pay

received by the exempt employee.

Note that for any workweek in which an employee performs no work, there is no compensation
required. This is not consideredjaalification for removabfan exempt emprl oyee
overtime exempt status

On-Call Pay (Added 4/01/2014} The City provides for aftehour service needs by alng

some departmestto designate certain nexempt employees to be -gall. Employees
designated to be ecdl are expected to respond to departmental dftenr service needs as
required by procedures established by their Department. Thempans-call timeis egablished

by recommendations from the Department Head and Director of Human Resources and must
hawe the approval of the City Manager and City ubcil. Only employees in positions
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designated by the Department Heeudl approved by the City Manager and City Coundilbe
assigned owall duties.

During the period an employee is-call, the employee ost be able to respond to emergencies.
If the employee is under the influence of drugs or alcohol or otherwise incapacitated wh
he/she responds to a c¢éalhe employee will be sent home and will be subject to disciplinary
action.

SECTION 23. PROBATION PERIOD

Every person appointed to a position in the service of the City shall be required to successfully complete a
probation period of six (6) months on the job. Approved leave without pay beyond 5 workdays during the
probation period may be reasonetdend the probation periodRevised 4/01/2014)

A. The Department Head shall use the probation period to closely observe and evaluate the work of
all newly appointed employees and to encourage their effective adjustment to the job and
service of the City. Department Heads shall retain only those employees who meet an
acceptable standard of work, attitude and character during the probation period.

B. A new employee may be dismissed at any time during the probation period when, in the
judgment of the Departmehiead or supervisor, the quality of his work, attendance, or attitude
is not such as to merit continuance in the service.

C. When a probationary employee is found to be addicted to the use of narcotics or to the habitual
use of intoxicating beverages, hassatisfactory character, unsatisfactory previous employment
records, has failed to submit pertinent information requested by the Director of Human
Resources, has practiced fraud or deception or made false statements in his application, or
shows the inabily or unwillingness to work the required work schedule, the Department Head
may terminate employment, unless such conditions or irregularities are waived by both the
Department Head and the City Manager.

D. All City employees receiving transfers, promotiasrsdemotions shall serve a six (6) month
probationary period in any new position. Ssdztions A, B, C, D and E shall apply. Retreat
rights to a vacant or previously held position are not provided. (See Section 16 and Section 26)

E. Employees shall notebdeemed to have completed the probationary period until so certified by
the department on an AEmMpl oyee Performance I
Human Resources Department. Probationary employees shall be appraised on the Employee
Perfomance Evaluation form after approximately three (3) months of employment, at the
conclusion of the probationary period, and when a recommendation to terminate is made.

F. The empl oyeeds probation period may kandext en
approval of the City Manager.

SECTION 24. EMPLOYEE PERFORMANCE EVALUATIONS (Revised 7/01/2009)

The purpose of evaluating an empl oyeeds perfor mar
supervisory expectations and to provide a time fiouctured feedback to the employee. Performance
evaluations are a continuous communication process between the employee and supervisor. Formal periods
involving written performance evaluation forms allow the employee and supervisor to fully reviepealisasf

the employeeds performance and establish expectatic
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The Director of Human Resources shall be responsible for development of forms and procedures and the
administration of the Cityobsalempbpyese etValawdt ifoEnmp
Evaluation forms (Appendix #2) shal/l be sent to th
personnel file.

The following outlines the routine frequency of occurrence for employee evaluations.ndNiottihis section
shall prohibit the City from taking disciplinary actidn¢luding possible termination, against an unsatisfactorily
performing employee at any time.

A. Probationary PeriodRating Frequency:

1. Mid-Probationary Evaluation: Probationary emywes shall be evaluated at
approximately three (3) calendar months of performance. The intent of the mid
probationary evaluation is to furnish the probationary employee at least one (1) formal
assessment of performance prior to the final evaluation whimmally occurs
immediately prior to completion of the six (6) calendar months of performance.

2. Prior to Completion of Probation (6 months): Probationary employees shall be
evaluated at approximately five and one half (5 ¥2) months. The results of this
evaluation wi || contribute t o t he depar
probationary employee.

3. Promotional Probation: Promotional probationary employees will be evaluated in the

same manner as regular probationary employees.

B. Annual Performace Evaluations: All full time employees shall have their performance
appraised not less than annually by their immediate supervisor.

C. Discretionary Merit Increases: All merit increases, if approved, require a completed Employee
Evaluation form be subitted to the Human Resources Department with the Personnel Action
Form (Appendix #3) prior to the effective date of increase. Merit increases received without the
required employee evaluation form and City M

D. The required list of evaluations above does not limit the Department Head from conducting
additional evaluations. An employee may be evaluated at any time the Department Head feels it
is necessary.

Department Heads will furnish the employee a copy of fhexiformance evaluation form.

SECTION 25. OUTSIDE EMPLOYMENT (Revised 7/01/2009)

An employee of the City of Brownwood may be permitted to engage in outside employment provided:
1. Such employment does not conflict or interfere with the performance of diitiiethe City; and
2. Employee receives prior written approval from their Department Head before any outside
employment or other work activity is undertaken.

Failure to meet these requirements may be cause for disciplinary action. Written approval exakée by

t he Department Head at any ti me. The written apj
personnel file in the Human Resources Department.

SECTION 26. PROMOTIONS

It is the policy of the City of Brownwood to provide promotionapogunities whenever possible to qualified
employees. Employees are encouraged to take advantage of these opportunities by qualifying themselves for
advancement and by maintaining a high level of job performance, service, interest and loyalty. Employees
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interested in promotional job openings must make applications through the Human Resources Department on a

AJob Application for Transfer or Promotiono form (

SECTION 27. TRANSFERS

Employees may be transferred between Departments prawidéallowing conditions are met:

A. The transfer of employees between Departments shall be coordinated by the Human Resources
Department.
B. Transfers resulting in promotion are conducive to good employee morale and are in keeping

with the objectives of theify.

C. Transfers not resulting in promotion are generally discouraged and considered only in instances
where better utilization of skills may be accomplished or where improved morale might result.

D. The employee must be qualified to fill the job that is oped the transfer must not create
undue hardship in the department being vacated.

E. Transfer between departments shall be affected without loss of vacation, sick leave or other
benefits to the employee. Scheduled vacations must-&etherized by the Depanent Head
of the employeeds new department .

F. Employees receiving transfers shall serve a six (6) month probationary period in the new
position. Retreat rights to a vacant or previously held position are not provided.

G. Probationary employees are not #ilg for transfer to another department.

SECTION 28. PERSONAL APPEARANCE/CITY UNIFORMS (Revised 4/01/2014)

It is the policy of the City that each employeeds
the workstation. Favorable persbnappearance is an ongoing requirement. Radical departures from
conventional dress or personal grooming and hygiene standards are not permitted.

The personal appearance of office workers is governed by the following standards:

A. Employees are expected doess in a manner that is normally acceptable in similar business
establishments.

B. Hair should be clean, combed and neatly trimmed or arratffg@mpthair is not permissible
regardless of length. If the length of the hair is a safety issue, thartbent Head has the
right to restrict the length of hair.

C. Sideburns, mustaches and beards should be neatly trimmed.

D. Tattoos must be appropriate in content and in keeping with a professional image. Any tattoos of
inappropriate content must beveoed while at work.

E. Headwear: The City of Brownwood has issued to all uniformed personnel (except Fire and
Police) an official uniform baseball styled cap. The use of other caps is not allowed except in
the following situations:

1. When using persongkotective equipment for the head;
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2. Performing work duties that will knowingly damage the cap, such as spraying asphalt;

or
3. Alternate caps and hats may be approved by the Department Head, provided that such
cap or hat has no logo on it or has only the apgntcCity Logo or Feels Like Home
brand on it.

The City of Brownwood will reasonably accommodate religibased requests if the safety of the employee
and ceworkers is not at risk. However FirecaRolice uniform requirements shb enforced and corssently
applied.

The personal appearanceemployees who do not work inside is governed by the requirements of safety and
comfort, but should still be as neat and busifiéesas working conditions permit. City uniforms, where
appropriate, should beiliged.

At his / her discretion, on certain occasions, the Department Head or City Manager may allow employees to
dress in a more casual fashion than is normally required. On such occasions, employees are still expected to
present a neat appearance arelret permitted to wear ripped or disheveled clothing, athletic wear, or other
similarly inappropriate clothing.

Any employee who does not meet the standards of this policy will be required to take corrective action, which
may include leave without payiolations of this policy will result in disciplinary action.

Upon completion of thirty (30) days of satisfactory employment, where reg@idedime employees will be
furnished uniforms. If the uniforms are providkt an employee, he/she is reqdrto wear the uniforms,
unless given an exemption byeir Department Head'he wearing and use of City issued uniforms shiad
for City related purposes only.

When an employee terminates employmethie Supervisor is responsible for notifying therdPasing

Department to stop the uniform service. The final payroll check will be held in the Human Resources
Department until all uniforms have been turned in to the Purchasing Department.

SECTION 29. PUBLIC RELATIONS

It is the policy of the City of Bywnwood that the relationship existing between City government and the general
public it serves should be improved at every opportunity. Municipal public relations involve the performance of
duties by evenCity employee with patience, saibntrol, sincety, dignity and tact. Pursuant to this policy,

every City employee is hereby urged to exhibit at all times a willingness to listen and a desire to understand
completely the viewpoint of any citizen addressing him; to display at all times an attithdpfoiness; and to

make every possible effort consistent with good taste and good judgment to channel matters of citizen interest to
the proper department within whose jurisdiction such matters fall. In case of the slightest doubt in the mind of
any empbyee as to which department a citizen should be referred, they are requested to refer such matters to the
City Managerodés office.

SECTION 30. FINANCIAL OBLIGATIONS

All City employees are expected to do everything possible to maintain good credit payng;ity taxes
promptly and satisfy all just debts. Failure to do so not only jeopardizes the credit standing of fellow
employees, but also reflects against the City government.

SECTION 31. HOURS OF WORK /INCLEMENT WEATHER _ (Revised 7/01/09)
A. Hours of Work
The hours during which City offices and departments shall be open for business shall be determined by the
City Manager.
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B. Inclement Weather.
Because of the essential and direct impact on public safety and health, City services must continue
regardles of the weather. Given this obligation to the citizens of Brownwood, the following policy will
apply in the event of severe inclement weather.

1. If City Hall is open for business, all employees are expected to be at work.

2. If an employeedoes not come to avk or misses any portion of a workday due to road
conditions, day care center closings or other extenuating circumstameesmployeemust
notify their supervisor according to various departmental notification rules (i.e., by a certain
time, calling theappropriate person, etc.). The employee may use vacation time, accrued
holiday time,or leave without pay.

3. The Department Head will make the dgon as to whethean empl oyeeds requ
report to workwill be delayedf dangepus weather condins exist. Bothhte needs of the City
and the safety of the employee will be taken into consideration.

SECTION 32 TIME CLOCK RULES (Revised 4/01/2014)

The Kronos time c¢clock punch is an employeeds o
regonsibility of the employee. The time clock punches for the beginning and ending punches of a shift
use the fAgU&Tr menutheur 6 rul e. For exampl e: a p

down to the quarter hour, and punch that is 8 minotemore is rounded up to the quarter hour.
Lunches and other unpaid leaves during the shift are measured by the interval. Kronos measures the
amount of time the employee takes off rounded to the nearest quarter hour (52 minutes rounds to % of
an hour, 53ninutes rounds to a full hour) and deducts that from the total hours in the shift. The Kronos
entries generate the hours for the paychecks; therefore, the time clock punches must be accurate.

This section is intended to provide information on the 7/8uteirrounding rule for purposes of
calculating pay. It is not intended to replace #ime and shift policies for when employees are
supposed to punch in and otn employee should work his or her entire shiftthe shift is 7:00 am

to 3:00 pm, the entpyee should report to work and punch as close to 7:00 am as practiéatle
end of the shift, the employee should work up to and punch as close to 3:00 pm as pradilable.
rounding rule should not be used to justify coming in late or leaving brideven minutes on a regular
basissimply to get paid for the quarter hour.

1. Any falsification of a time record is reason for discipline and/or possible termination.

2. All employees mat clockin for themselves Anyone found locking in for another empi@e

is subject to disciplinary action, up to and including dischaiige employee, receivingredit

for the clockin by another employee, may be subject to disciplinary actlbas employee

finds his/her time already punched, it should be broughhaoirnmediate attentionf their

supervisor or be subject to disciplinary action, up to and including discharge.

There will be no ACompgamtedat i on Ti meo (Comp T

All overtime must be approved by your supervisor prior to working the time.

Anypundesb e f or e or af tregularwork sshedulmwill be yeeesvédsoy his/her

supervisor.

6. Off-theclock work is prohibited and failure to accurately record working time is grounds for
discipline and/opossibleterminationof employment

arw

SECTION 33. REST PERIODS

If authorized by their immediate supervisor, employees may take two (2) fifteen (15) minute rest periods each
workday. Such rest periods shall be considered a privilege and not a right, and shall never interfere with proper
performance othe work responsibilities and work schedules of each department.
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SECTION 34. EMPLOYEE SUGGESTIONS

The City Manager, Department Heads and supervisors encourage employees to make suggestions which might
improve municipal service, safety, maintenance s;osbmmunication, methods, public relations or anything
that will enable the City of Brownwood to do a better job.

Ill. TYPES OF LEAVE

SECTION 35. HOLIDAYS (Revised 4/01/2014)

Official holidays with pay for all fulitime City employees are

New Y®ayr 0s

Martin Luther King, Jr. Day

Good Friday

MemorialDay

Independence Day

Labor Day

Thanksgiving Dayand the day aftegnd

Christmas Day andither the day before aifter asdesignated by the City Manager
(Revised 9/23/08)

E R N

Full-time employees redarly scheduled to work 40 hours per work week (2080 hourygm) will be paid 8
hours of loliday leave on each of the approved holidays. -tiulk employees whaose regular schedule is less
than 40 hours per work week will be paid the amount propotedoaheiregular work schedule (ex: 3durs

per week 064 hours biweekly = 6.hours loliday leave with pay). Police and Fire Civil Service employees are
governed by their local agreements and local Civil Service Rules.

Observance of the designatealidays shall be subject to the following conditions:

A. Department Heads may revoke or restrict observance of any holiday in order to provide
necessary functions and services by their DepartméasCity departments or offices shall be
closed on days nalesignated as an official City holiday unless they have received permission
of the City Manager.

B. If one of the abowelesignated holidays occurs on a weekend, it shall be observed on the
preceding Friday, or thellowing Monday, depending oGity Manage alssignation.

o Any employee who is required by his/her supervisor to workroofficial City holiday shall
receivea subsequent day offithin the current pay periodr the employee may bank the
holidays without limitor receive payment for the hodigl hours at their current rate of pay on
the next regular pay checlHowever, the eployee may not take more than A@idays within
a rolling 12 month period.

Additional pay for a holiday worked, in lieu of time off, shall be granted with the appodval
the Department Head.

D. Employees wishing to observe religious or ethnic holidays not listed herein shall, at their option,
be given time off without pay or have the time off charged to their vacation.
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Seasonal and temporary employees shall be paidrégilar rates on a holiday only if required

to work. Partime employees who are employed in a position that is not temporary or seasonal
shall be paid regular rates for the usual hours they would normally work on a holiday if it is one

of t h effic@liholigagsgRewvised 9/12/00)

Employees absent without leave on the day immediately preceding or following a holiday,

unless mutually agreed upon with supervisor, shall lose pay for the holiday as well as pay for

the workdays absent.

furni sh

a

doctor 6s

Employeesquesting sick leave after a holiday may be required to
statement .

Employees absent from regular duty on vacation, sick or funeral leave when a holiday occurs
shall be accorded the holiday on the appropriate day, except in case oivexsasisleaveor

leave with out payaken in excess of thirty (30) consecutive calendar days, in which case no
holidays shall accrue.

Employees absent from regular duty on authorized leave with or without pay, other than
vacation, funeral leave and sitdave, shall forfeit all rights to holidays, or benefits accrued

which occur during such absences.

An employee whose services are terminating shall not be paid holidaythayhiblidayfollows
the last day of actual work.

Special holidays declared kthe City Council or the City Manager shall be observed in

accordance with the provisions of this section.

Upon termination of employment, employees who are allowed to bank holiday leave shall be

paid for holiday leave in their bank at their current rdtpay provided the payment is not for
more than 10 holidays. An employee who resigns, retires or is terminated shall not take more

than 2 days of holiday leave within the 2 weeks prior to their last day of employment unless

directed by their Department Hka

SECTION 36. VACATION LEAVE (Revised 4/01/2014)

Employeesn full-time positions will be eligible for vacation leave with full pagn eligible employee earns
vacation leave from the date of fultime employment and shall accumulate vacation leaaecruas in
accordance with the following schedule:

Employee Years of Service

*The

6 months

17 4 years
57 9 years
107 14 years
157 19 years
2071 24 years
25+ years

faccr ual

rate

Accrual Rate

Per Work Hout

0.0385 hours
0.0385 hours
0.0423 hours
0.0462hours
0.0500 hours
0.0538hours
0.0577hours

per

Accrual Rate
Per Work Day*

Vacation Days
Based on 8 Hour Day

.308 hours
.308 hours
.338 hours
.369 hours
.400 hours
.431 hours
462 hours

wor k howuro

n

5

10
11
12
13
14
15

Romhesampleh aan t

employee will have 5 days of vacation leave available after 6 months-tifallemployment, and will have an

additional 5 days accrued for the secénahonths ofull-time employment for a total of 10 days vacation leave
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accrued after 1 yearlf a full-time employee is normally scheduled to work less than 2080 hours per year, the
emp !l oy e e oOrsals Wik ke adiustetl proportionte

*QOvertime haurs shall not be included as pay status hours when computing the amount of vacation earned.

*Vacation earned shall be credited to the employee ofatiteday ofthe biweekly payroll period, excefn
employee who is separating from the City shall gaoportionate vacation through the last dagmiployment.

Vacation leave accrual rates are different for fire fighters and police officers who are governed by State and
Local Civil Service rules regarding the accrual of vacation ledRevised 9/23/08

Vacation leave with pay is subject to the following conditions:

A. Vacation leave shall be allowed to accumulatihout limit. However, the employee may not
take more than 25 day200 hours)of vacation within a rolling 12 month periodRevised
9/23/08) Police and Fire Civil Service employees are governe@ilay Service laws andheir
local agreementshich may amend Civil Service laws

B. Vacation leave is not to be taken nor will it be paid until six (6) months of continuous service
has beerrompleted. Employees terminated for any reason prior to completing six (6) months
of continuous service shall not receive vacation pay.

C. In the event that an employ&saves employment with the Cigfter completing six (6) months
of continuous seiwe, except for police officers and fire fighters who must have (12) months of
continuous servicehesheshall receive payment for the vacation leave accrued, provided that
such payment shall not be based upon more than twiemty (23)working days at he
empl oyeebs rate of pay at terminati on. Pay
(Revised 9/23/08)

D. Employees who retire under provisions of a City of Brownwood sponsored retirement program,
or the estate of an employee who didsle employel by the City, shall receiva lump sum
payment for their accumulated vacation leave at their current regular hourly rate of pay,
provided thathe payment does not exceed folowing limitations

1. One yeali 9 years of continuous service with the CifyBsownwoodshall be paidot
more than twentyhree (23) working days of accumulated vacation lpave

2. Ten years 19 years of continuouservice with the City of Brownwood shall be paid
not more than twentfive (25) working days of accumulated vacatioave;

3. Twenty and more yearsf continuous service with the City of Brownwood shall be paid

not more than twentgeven (27) working days of accumulated vacation leave
Payment will be made on a regular payroll period.

E. Official holidays occurring durigp a vacation period shall be accorded the employee, thus
replacing the charge of vacation leave.

F. An employee shall not receive vacation leave acsruiring period of unpaid leaveor
Catastrophic Leave This ncludes leave due tojuries that occured while on the job as an
employee of the City (workers compatisn injuries). Fire and Police&Civil Service employees
shall accrue leave in accordance with Civil Service lawstlagidlocal agreementehich have
amened Civil Service laws.
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G. Depatment Heads shall schedule and approve all vacation leave within their departments,
giving particular consideration to the needs of the City and due regard for the wishes of the
employees.

H. Employees transferring between departments shall carry with tiheir accrued vacation leave
credits.

I Employees changing from fuime to partime or temporary status shall be required to take
their accumulated vacation leave prior to giame or temporary status.

J. Employees under suspension forfeit allimia to vacation leave for the duration of such
suspension.
K. Employees who become ill during their vacation leave may request their vacation to be

temporarily terminated and their time off during the illness charged to sick leave. Sick leave
during suchtime must be substantiated by furnishing a statement from their physician. Unused
vacation time may then be taken at a time designated by the Department Head.

L. Official records of vacation leave shall be maintained by the Human Resources Department.

SECTION 37. SICK LEAVE  (Revised 4/01/2014)

Employeesn full-time positions will accrue fifteen (15) working days of sick leave per year. No sick leave is
payable until the employee has satisfactorily passed his/her six (6) month probationary /e gtigible
employee earns sick leave from thdate of full-time employmentand shall accumulate sick leaaecrualsn
accordance with the following schedule:

Accrual Rate Accrual Rate Sick Days
Employee Years of Service Per Work Hout Per WorkDay * Based on 8 Hour Day
6 months 0.0577 hours 462 hours 7.5
1+ years 0.0577hours 462 hours 15
*The HAaccrual rate per wor k h df @&rfub-time employaesie mbrmallyy 2 0 8

scheduled to work lessthan 208t r s per year , troadswidbe@djustydpreprionlitee av e ¢
*Qvertime hours shall not be included as pay status hours when computing the amount of sick leave earned.

*Sick leave earned shall be credited to the employee otashevaking day ofthe biweekly payroll period,
except that an employee who is separating from the City due to a qualified retirement (see Section 31. B.) shall
earn proportionate sick leave through the last danudloyment.

*This policy does not apply to futime employees who are employed as fire fighters and/or police officers.
Fire fighters and police officers are governed by State and Local Civil Service Rules and sick leave is
accumulated and paid as prescribed therein.

A. Sick leave shall be grantéar the following reasons only:

1. When an employee is incapacitated for performance of productive City work due to
illness or an offob injury, (provided off ob i njury i s not cov
Compensation or employeroés liability).

2. Sickleavemayats be granted for illness in the e
Al mmedi ate family membero shall be def i

e mp | oy e-ehiids stepparenp stefrother, stegsister and any member of the
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empl oyeebs hoiusedhoil dd. defiiRmddtas a person
degree by marriage or third degree by blood as shown on Nepotism Chart located in the
appendixes. The employee may be required to provide proof of relationship to
Department Head.

3. When an employeeds been exposed to a contagious disease and his/her presence on
the job would jeopardize the health of others. (Contagious disease in this instance
would imply one that would warrant quarantine by the Health Department).

4, When medical, dental or opticakamination or treatment is necessary (prior approval
from the Department Head is required).

Sick |l eave may be accumulated without | imit.
in which employees may deposit unused sick leave to assistdineng an illness or offob

injury until they can return to work. Sick leave may serve only for this purpose and has no cash
surrender value upon termination of service, whether by discharge, layoff or resignation.
Employees shall not be paid for sidave during the last two (2) weeks ofifgloyment unless
documentedbpg p hysi ci ands statement indicating emyg

Employees who retire under provisions of a City of Brownwood sponsored retirement program,
or the estate of aurrent employee who dies while employed by the City, shall receive, in a
lump sum payment, for the period of their accumulated sick leave at their regular hourly rate of
pay, providedthe employee has at least five (5) continuous years of service witbitthef
Brownwood

Such payment shall not be based on a total of nioae fortyfive (45) working days of such
accumulated sick leave under present and/or previous sick leave policies; and provided further
that in no case shall payment be made for dedtich is caused, directly or indirectly, by
injuries received while in the commission of a crime or by intentionalirsédicted injury.
(Revised 1/01/05)

When an employeeds accumul ated sick | eave he
employeeshallbe used as sick leave. When absence due to illness exceeds the amount of paid
leave earned and authorized, the pay of an employee shall be discontinued and the employee
may either beategorized aflLeave Without Pay orii F ML Aaveh i f  qoufBdrsonfali e d
Leaved or terminated, as determined by the Department Head and the City Man(&gper.
appropriate leave sectiohs.

In the interest of efficient operation, it is the responsibility of the Department Head to control
the use of sick leave with their department. Frequent claims of sick leave benefits may
constitute just grounds for the assumption by the Department Head that the physical condition
of the employee is below the standard necessary for proper performance of duties, and the
Departnent Head may dismiss, demote, suspend or deny promotion or salary increases to any
employee whose attendance is unsatisfactory, with approval of Director of Human Resources.

Employeeswho are absent from work due to illness or injury may be required &y th
Depart ment Head or supervisor to submit a p
injury.

The City Manager or Director of Human Resources may require an employee to submit to a full
and compl ete examinati on b yncase g togfictingmedical o f
opinions between the employeebs physician ar
the physical fithess and recommended duty status of the employee, a third medical opinion from

a physician selected by the City ynbae obtained, which will be binding on both the City and

the employee. Any required second or third opinions will be paid for by the City.
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Notice of absence due to illness or-pfob i nj ury must be convey
Department Head or supervigarior to the scheduled time for reporting on duty on the first day

of such absence and each workday thereafter, unless otherwise authorized by the Department
Head or supervisor. Failure to do so may result in the employee being carried absent without

pay.

An employee shall not receive sick leave accruals during periods of ultgemié or
Catastrophic Leave This includes leave due injuries that occurred while on the job as an
employee of the City (workers compensation injurie€)ivil Service Fireand Police shall
accrue leave in accordance with Civil Servicedaamd local agreements which haraened
Civil Service laws.

Sickness, disease or disability caused by intemperate habits, immoral conduct, or intentional
selfinflicted injury, shall notbe chargeable to sick leave except under provisions cfetttéon
o n tEmployed Assistance Program

Official holidays occurring during a period of iliness shall be accotddatie employee, thus
replacing the charge of sick leave.

Pregnancy and leavefor the motherafter the birth of a childunder this policy, shall be
considered the same as illness, and employees shall be eligible for sick leave when
incapacitated for performance of productive City work due to pregnancy, childbirth or
complcations thereof. Employees are requireddtfy their Department Head or supervisor of

their pregnhancy as soon as it is confirmed, and failure to do so shall be considered a breach of

t he empl oyeeos r es p ¢tleadsi dv isupéntisore ah.be furrizkeed ar t me 1
Sstatement from the employeeds doctor, gi vil
employee should cease work, and stating that continued employment in her present condition
will not be detrimental to her health or that of her @&hilThis statement shall be filed in the

Human Resources Department. Two (2) weeks after delivery, the employee will be required to
furnish a statement to the Department Head or supervisor giving the date she will return to
work. This statement will alsbe filed in the Human Resources Departmedhce paid leave

has been exhaustaéfer tothe £ctionon fiFamily Medical Leave (FMLA leave)

If an employee of the City ithe father of anewborn child and the employee wishes to take

leave because of¢gh bi rt h of the child or seripads il |
leaveis available hemay useholiday leaveandvacation leaveand/or sick leave if applicable

as described in these leave sectidimdlowing the exhaustion of paid leave, theptoyee may

use FMLA leave (which is unpaid leave) if the leave meets the requiremethis gttionon

FMLA leave

Sick leave shall not be extended to temporary employees appointed to positions of limited
duration, temporary employees appointed teifmns required by seasonal activities, or
employees appointed to positions on a{iare basis. Employees transferring from iimhe to
parttime or temporary status shall not be due any sick leave accrual.

Employees transferring between departteeshall carry with them their accrued sick leave
credits.

Employees shall not be permitted to engage in any employment or business outside of their
regular City duties from the time they give notice of absence due to illness or injury until such
time as they have returned to work in their respective City department.

Revised 4/01/2014
34



N. An employee undesuspensionforfeits all claim to sick leave for the duration of such
suspension.

O. Official records of sick leave shall be maintained in the Human Resources Daptartm

SECTION 38.FUNERAL LEAVE (Revised 4/01/2014)

An allowance of up to five (5) working days in a twelve (12) month period with pay may be extendehaefull
employee who experiences the death of an immediate family member. For Fire Fighteedinthendof a

Awor king dayo for this section shal/l be 12.0 hours
for this section shall be 8.4 hours. For otherfull me Ci ty empl oyees, the defini
1/5 of treir regular weekly schedule (ex: 32 hours X 1/5 = 6.4 hours, or 40 hours X 1/5 = 8 hours).

A. il mmedi ate family member 6 shall be defined :
stepchild, stepparent, stefbrother, stegsister and any member of teemp | oyeeds hous
ARel atived is defined as a person related wi

by blood as shown on Nepotism Chart located in the appendixes. The employee may be
required to provide proof of relationship to Depaniridead.

B. Department Heads may grant an employee vacation leave or leave without pay, to attend a
funeral of other than an immediate family member or to serve as a pallbearer.

C. Funeral leave is not dependent upon the length of service of an employee.

SECTION 39. CATASTROPHIC LEAVE POOL PROGRAM (Revised 4/01/2014)

l. Purpose
To help reduce the hardship due to a prolonged or catastropitieegdb illness or injury that forces an eligible

employee to exhaust all accrued paid leave for medically relaaedre due to a serious health condition of self
or immediate family covered under Section Il of this policy.

Il. Definitions

1. AProlonged or-theg atbastld opltisdefired 46 mgdicallyynecessary surgery,
iliness, injury or disallity which requires hospitalizatioand/ or convalescence or recuperation in an
extended care facility or at home while under the care of a licensed physician.

2. AEI i gi bl el irtondpritocegevead@ di t i onal sick | eave Poomot he
eligible employee must meet all the criteria set forth below:
a. Has experienced a prolonged or catastrophitheffob illness or injury.
b. Has exhausted all accrued paid leave (including sick, vacatiohholiday leave).
c. Has met job performanand work rules prior to application.
d. Is a current member of the catastrophic leave pool.
e. Is not off of work due to an g@hejob injury or receivingworkerés compensation
benefits.
f. Has at least one year of serviegth the City of Brownwood aa full-time
employee.
g. At the timethe employee requesBatastrophic Leave, the employmeay not beoff
of work due tadisciplinaryreasons
h. An employee with written discipary action(s) regarding tha@buse of leave within
the last 12months willbe reviewed by thé@ Cat ast r ophi ¢ Leave Poo
may not ke eligiblefor donations from the catastrophic leave pool.
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3. Al mmedi ate family membero shall be def i nchild, as a
stepparent, steforother, stegsi st er and any member of the empl oyeedod
person related within the second degree by marriage or third degree by blood as shown on Nepotism Chart
located in the appendixes. The employee may be requiredvial@ proof of relationship to Department Head.

4, fi Me mbien a@igible city employee who has donated a minimum number of hours to the catastrophic
leave pool.
5. fi D a y adjustment of donations to equate one day orhahieday wil be made wherFire Civil

Service employees are donating to or receiving donations from the pool (examplefot Eiag Civil
Service employees = 12 houtsday for Police Patrol Division = 8.4 houtsgday forotheremployees =
8 hours.

6. APl anitiel2mah hs t hat run concurrent with the City

Il Eligibility (Revised 7/01/2009)
Participation in the catastrophic leave pool is on a voluntary basis. In order to be a member of the catastrophic
leave pool, the city employee must be:

(1) A full-time regular employee who accrues sick leave in accordance with the RéRudes and
Regulations manual; and

(2) Have completed twelve calendar monthsfaif-time employment with the city; and

(3) Have a minimum accrued sick leave balancesefentytwo (72)hours (108 hours for Fire Civil
Service employeesgmainingafter donating hours during tla@nual enrollment period.

V. Enrollment Period

The annual enrol |l ment period wil/l be held the mon
member shalbe considered enrolled on the first day ofethe t y 6 s followingahke eny ef the enroliment

period.

V. Membership Requirement

A. Enrollment:

To become a member of the catastrophic leave pool, an employee must contribute a minimum of fous (4) hou
of their individual accrued sick leave each plan year during the open enroliment period (minimum of six (6)
hours for Fire Civil Service employees). An employee may elect to donate more accrued sick leave hours as
long as a minimum required balanceseiventytwo (72) hours is maintained in their individual accrued sick
leave at the time of membership, provided that an employee may not donate more than forty (40) hours in any
plan yearFire Civil Service Employees may not donate more than 60 houny iplan year.

A member may not donate additional hours to the catastrophic leave pool after the employee has given notice of
retirement or resignation or after he has been given notice of termination. After the member leaves the

employment of the Citythe hours that the member has previously donated, less any hours that have been used
for catastrophic leave by the pool, shall be removed from the catastrophipéedvéRevised 05/01/07)

Members can contribute sick leave hours at any time, but mehipas open only during the open enrollment
period. The Catastrophic Leave Pool balance will be reviewed periodically by Human Resources and the
Catastrophic Leave Pool Administrator to ensure the balance in the Catastrophic Leave Pool is suffieient. Th
employee shall complete a Catastrophic Leave Pool Donation Form available in the Human Resources office.
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Members may cancel their participation at any time by giving written notice to the Catastrophic Leave Pool
Committee; however, sick leave hours cintted to the sick leave pool will not be restored to the member
upon cancellation.

B. Members on Approved Catastrophic Leave
Members of the catastrophic leave pool who are on approved catastrophic leave assistance time during an annual
enrollment periodtsall not be required to donate to the pool for that enroliment period. However, the member
shall be required to donateur (4) hours(6 hours for Fire Civil Service employeeasf)accrued sick leave for all
future enrollment periods if he/she wishes tatone as an active member of the catastrophic leave pool.
I f an employee is on approved catastrophic | eave p
| eave continues past t he s, the datasophic leakeevith®aytfrgndtise pdoi s c a |
will continue as approved by the Catastrophic Leave Pool Committee.

If the member on approved catastrophic leave has been approved for Family Medical Leave Act / FMLA leave,
the FMLA leave will run concurrently with theatastrophic leave.

C. Contributions are non-refundable.

Sick leave hours contributed to the catastrophic leave pool will not be refunded to a contributing member for
any reason.

VI. Administration of Catastrophic Leave Pool

A. Catastrophic Leave Pool Adninistrator

The City Manager shall designate the Catastrophic Leave Pool AdministiEter.Catastrophic Leave Pool
Administrator shall adopt forms, procedures, and regulations for the administration of this policy. The
Catastrophic Leave Pool Administoa has the authority to request an unscheduled meeting of all committee
members if the need arises. After review the Committee will make recommendations to the Catastrophic Leave
Pool Administrator for approval or denial of applications for catastrdehie pool hours in accordance with

the provisions of this policy. The decision of the Catastrophic Leave Pool Administrator to approve or deny
request for catastrophic leave assistance will be final and binding.

B. Catastrophic Leave Pool Committee Membrship

A Catastrophic Leave Pool Committee will be established to review requests for leave and recommend awards
of catastrophic leave hours to the Pool Administrator. The members of the Catastrophic Leave Pool Committee
shall be appointed by the City Mager and shall serve for staggered terms. The Catastrophic Leave Pool
Committee shall consist of at least three (3) members made up of the City Manager, one Department Head and
one participating member of ti@atastrophic bavePool. Such members willdorequired to protect the privacy

of employee requests in accordance with HIPPA regulations. The Catastrophic Leave Pool Committee will
meet as needed to review requests submitted to the Human Resources Office.

VII. Processing Requests for Catastrophic Leavieool Time

The following procedures shall be used to request catastrophic leave pool time:

1. A member shall complete a Catastrophic Leave Pool Application Form available in the
Human Resources office. A participating member meguest catastrophileave assistance when
he/she has experienced a catastrophic illoeggjury off the joband has exhausted all their paid leave
entitlement. The member 6s catalsyrapphgsitiaerés
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tha certifies t heworkyprovides a @ragnosisfa keé¢overy tingl providles a projected

time for return towork if applicable The City OoifAtBremvdn waogo dPbhsy sof c i an €
the approved FMLA for mht iCtalred Pt Oe 1 tdiefr ioc anaiyo rb eo fi
The member must agree to provide any relevant information in the event verification is required by the
Catastrophic LeavBool Committee.

2. The completed request form should be returned to the Catastrophie B®ol Administrator or the
Human Resources office. The Catastrophic Leave Pool Administrator or the designee shall verify the
eligibility of the requestoandforward all requests to the Catastrophic Leave Pool Committee.

3. The Catastrophic Leave PoGBlo mmi t t ee shal l make a recommendat.i
Catastrophic Leave Pool Administrator. Thecommendation to the Catastrophic Leave Pool
Administrator shall be made and delivered within three (3) working days from the date the Cemmitte
meets and reviews the request(s).

4. The Catastrophic Leave Pool Administrator will notify the employee of his/her decision to approve or to
deny the request within three (3) additional working days from the date the recommendation is received.
5. Amemer 6s request for catastrophic | eaveexistimgsi st a

conditions or repplication as long as the eligibiligriteriaaremet at the date of each applicatidine
Catastrophic Leave Pool Committee may request iiéication of the medical condition by a licensed
physician as required by this procedure.

A member who applies for catastrophic | eave assi st
third of the total amoundf hoursin the pool or thirty 8)workdays o i n any twelve (12)
twelve (12) month period is measured forward from the date on which the empkxias use ofatastrophic

leave. Subject to the yearly maximum, catastrophic leave assistance, if approved, maysbedredjus one

time or it may be requested intermittently, if medically necessary. If requested intermittently, a separate request
must be made each time catastrophic leave is withdrawn from the catastrophic leave pool and each separate
request must meethe eligibility requirements specified including medical certification. The maximum
Catastrophic Leave than employee may receive during his / her employment with the City of Brownwood is
ninety (90)work days. (Work day for the purpose of this polispall equal 12 hours for Fire Fighters, 8.4 hours

for Police Patrol Division, and 8 hours for all otherinthe employees.)

If a member withdraws catastrophic leave hours fromQagstrophicLeavePool and is certified by his/her
physician to returnio work before all the catastrophic leave hours have been used, the remaining balance of
awarded and unused catastrophic leave hours will be returned @atdstrophid_eavePool. If a member is

not able to return to work following utilization of histhmlling year maximum catastrophic leave assistance

time, the member may request an unpaid leave of absence in accordance wpitlicthenii Per s o n a | L e:
andlori Leave Without Pay (LWOP)O. The empl oye&a may ¢
Leave Act (FMLA)O.

VIIl.  Processing Approved Requests

The Catastrophic Leave Pool Administrator shall provide written notification to the employee informing him/her
of their approved request and the amount of catastrophic leave hours to be awardetthne@h(®) work days

from receipt of the recommendation submitted by the Catastrophic Leave Pool Committee. The notice will
inform the employee with a schedule of when their first and last payment of the awarded hours will be issued. A
copy of thisnotif cat i on wi | | al so be provided to the Human
catastrophic leave balance will be updated to reflect the number of hours being awarded.

The employeebs pay wil/l be cal ualeaft paydtimas she nughbet df e e 1
awarded catastrophic leave hours. Disbursements of approved requests for catastrophic leave hours will be

made at the end of each payroll reporting period to cover absences for that period until the approved amount of

catastrophic leave hours has been exhausted or until such time as the employee returns to work. If an employee
returns to work before the approved catastrophic leave hours have been exhausted, the unused hours will be
returned to th€atastrophid.eavePool.
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IX. Employee Terminations

Terminating employees with unused catastrophic leave hours will have their balance reduced to zero.

X. Change of Employment Status

If a member of theCatastrophic kavePool experiences a change in employment from atifulk reguar

position to a nomualifying position, he/she will be treated as an employee termination with the unused
catastrophic leave hours reduced to zero and donated t@atastrophicLeavePo o | . The empl
membership in theCatastrophicLeave Pool will be terminated effective as of the date of the change in
employment status and the employee forfeits any benefits under the catastrophic leave pool.

XI. Exclusions

The CatastrophicLeave Pool is not intended to be used for shiemm leave due to routinend non
extraordinary illnesses, nor is it for time off covered by-fjob| at ed i njuries (Worker
illnesses. Rather, it is intended to be used for prolonged catastrophic illnesses or injuries such as medically
necessary surgery, illnessdisability which requires hospitalization and/or convalescence or recuperation in an
extended care facility or at home while under the care of a licensed physician.

In order to request catastrophic leave assistance fronCdtestrophicLeave Pool, the nember must have
exhausted all of his/her own individual sick leave, vacation leave and holiday leave (if applicable). Catastrophic

|l eave assistance may only be used for a memberdés o
memberasdefned i n fADefinitionsd, which includes a son,

XII. Revisions to Procedure

The Catastrophic Leave Pool Administrator reserves the right to make changes to the procedures if approved by
the Catastrophic Leave Pool Coitbee when a situation or event not addressed in the procedures proves
necessary. Any revisions will be communicated to all existing members Ghathetrophid_eavePool in the

month that the revision is made. The revision will also be communicatddeiaible employees on or before

the next scheduled enrollment period.

SECTION 40.MILITARY LEAVE  (Revised 4/01/2014

To the extent that there is a conflict with the provisions of USERRA (Uniformed Services Employment
Reemployment Rights Act) artldis policy, USERRA shall control.

Paid Military Leave:

Any full time or regularparttime employee of the City who is a member of frexas Army/AirNational Guard

or a member obtherreserve omponents of thé&lational Armed Forcesand the Texas Statuard or other

active militia or military force organized under state I&entitled to a leave of absence from assigned duties

with the Citywithout loss of time, seniority, or benefits on all days during which they are engaged in authorized
training orduty ordered by proper authority. Employees will be paid for Military absences up to a maximum of
15 work days per calendar year. The paid leave days may be consecutive or intermittent throughout the year.
(Work day for the purpose of this policy sheljual 12 hours for Fire Fighters, 8.4 hours for Police Patrol
Division, and 8 hours for all other fime employees.)

In granting such leave of absence whether paid or unpaid, the Department Head shall require the employee to
furnish certification thathe employee was ordered or authorized to duty by proper authority. Such certification
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or copy thereof, showing inclusive dates, shall be furnished to the Human Resources Office by the Department
Head.

Unpaid Military Leave :

Employees absent for more tha he fmaxi mum p ahall be comsidered om leava ob absdence
without pay for all days in excess bfh e A max i mum p.aAndemdlogea may uge eccumolaten
vacation leaver holiday leaveif eligible, for leave in excess dfiei m amuiin paid leave period

Any full-time employee of the City who is drafted or serves in the regular military service shall, upon written
application of the employee, be granted military leave of absence without pay. Such leave of absence shall
continue dung the period of active military service of such employee, not to exceedsiwears plus any
involuntary extension.

The City must maintain medical coveraged benefits coverager the employeavhen he/sheis called for
military duty, with the sme coverage as was in effect when the employee was called to active duty, unless the
employee indicates in writing his/her desire to discontinue the City covefdgeemployee must continue to

pay any share of his/her employe&id health benefits premriuand any cost of dependent coverage and other
elected coverage if applicable if he wishes to contimadicalcoverage.

Re-employment Rights Eligibility Criteria :

Any employee returning from military leave shall be reinstated in the same position positian of equal
status,and at the pay levehey would have attained if they had remained continuously emplpyadded the

employee is qualified to perform the duties of his previous positian produce evidence of an honorable
discharge from hisnilitary service, and reports back to work within the time frames set forth béltw.City

wi || reinstate the employeebs personal and family |
employees in the same or equal positions.

Anemppbyee who has a disability that was incurred dur
reinstatement to his/her previous position or a position of equal status, and pay that they would have attained if
they had remained continuously doyed, provided the employee is qualified to perform the duties of his/her
previous position The City wild/l make reasonabl e efforts to
ability to perform the job.

Foll owi ng a p e ritarpstrvicdfa sérvicel membef must depom backig/hercivilian job in a
timely manner or make timely application foremploymentbased on the following deadlines

Length of Period of Service Reapply No Later Than
Service of 1 to 30 days Next regular work day after completion of service
and time to travel from place of service to residence.

Service of 31 to 180 days Fourteen (14) days after completion of service.
Service of 181 or more days Ninety (90) days after completion of service

If the employee was discharged from the military for one of the following reasons, he/she may no longer have
USERRA rights:
a. Dishonorable or bad conduct;
b. Under other than Ahonorabled or fAgen
c. Dismissal by sentencé general courtnartial;
d. Commissioned officer dropped from rolls due to absence without authority for at least
three months.
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If an employee returns from military leaue accordance with this policghe employee shall begin accruing
vacation, sickand holidayleaves at the raseestablished by the City for the number of years of service with the
City plus the time of active military service. T
established by the City for the number of yedrsapvice with the City plus the time of active military service.

SECTION 41. FMLA L EAVE (Revised 4/01/2014)

The City of Brownwood must provide eligible employgesid or unpaid FMLA leave for certain family
reasons; continue health coverage for thwleyee during the FMLA leave; and return the employee to the
same or equivalent position and employment benefits if the employee returns to work after the FMLA leave.

Definitions:

fiChilddo d&on ofiDaughtér i s def i ned as a aodincludés alb®logigad adoted orr  y o
foster child, stepchild or legal ward or a child of a person standing In loco parentis (i.e. in place of a parent). A
child 18 years of age or older is included only if he or she is incapable -cbselbecause of me or physical
disabilities. To define a mental or physical disability, refer to the Social Security Act Regulations.

fiContinuing Treatmens ar e t hose t hat may be met with a per
consecutive calendar days combinveith at least 2 visits to a health care provider, or 1 visit to a health care
provider and a regimen of continuous treatments such as prescription medication or therapy, incapacity due to
pregnancy or to a chronic condition.

fAExigencyy i s d e f ituatiendcalliagsfor anmesliate attention; a state of affairs that makes urgent
demands. A covered employer must grant an eligible employee FMLA leave for qualifying exigencies arising
out of the fact that t he e mp bragtigeedity or fgs beersnetified sf@am |, d
impending call or order to active duty, in support of a contingency operation as defined in the FMLA statute.

AFMLAYeard0 i s defined as a twel ve (frdn2be first datetohFMEAolaveva r d |
usage.

fiHealth Care Provider/Physic@an i ncl udes doctors of medicine or ost:
which they practice, or any other person determined by the Family Medical Leave Act to be capable of
providing health care services.

fikey Employeé i s defined as a salaried employee who s
employees. If reinstatement of a key employee at the conclusion of the leave period would result in substantial
and grievous economic injury to the Gitginstatement to the key employee can be denied.

fiLeave of Absenade f or el i gi bl e employees is defined as an
leave per FMLA year, under particular circumstances.

fiMedical Certificatio® i s d e f iicatiendronasheatttecare prdvider to support the claim for leave to
care for a seriously il]l chil d, spouse or parent, (

fiNeeded to Carefor pr ovi des physi cal and/ or p sneedhodok theganlg a | c
individual or family member available to provide care, nor is the employee required to provide actual care (e.g.,
someone else is providing inpatient or home care) as long as the employee is providing at least psychological
comfort andreassurance.

fiParendb i s defined as a biological, adoptive, step or
loco parentis to the employee when the employee was a son or daughter as defined.

Revised 4/01/2014
41



fiSerious Health Conditian i s dseaf iilness,dnjurg, impairment, or physical or mental condition that
involves either an overnight stay in a medical care facility, or continuing treatment by a health care provider for
a condition that either prevents the employee from performing thaidns of his/her job, or prevents the
gualified member from participating in school or daily activities. Common colds, earaches, headaches, other
than migraines, etc. are not usually considered serious health conditions.

fiSpousé i s def i nea difeassdefihed srirexaguizedoby State law for purposes of marriage, or a
common law spouse as recognized by the State of Texas.

Qualifications of Employee

Regular employees who have completed one (1) year of employment with the City and have wie&sd at
1,250 hours during the previous 12 months are enti:
L e a v e 0 ymomntmforneard petiod for one or more of the reasons listed below:

1. Birth of a child of the employee in order to cace $uch child (leave must be taken within a
twelve (12) month period after birth
2. Upon the placement of a child with the employee for adoption or foster care (leave must be
taken within a twelve (12) month period after placement);
3. Tocareforthe mpl oyeebs spouse, child or parent who
4, When the employee is unable to perform the essential functions of his or her position because of
a serious health condition;
5. Any qualifying exigency arising out of the facth at t he empl oyeeds spou
parent is a covered military meinvakveeksmf Acov

leave during a single d2onth period to care for a covered service member with a serious
injury or illness who is thepouse, son, daughter, parent or next of kin to the employee (military
caregiver leave).

The Human Resources Director may require the employee to provide reasonable documentation or statement of
a family relationship prior to approval of FMLA leateecarefor a spouse, son, daughter or parent

Requests for FMLA Leave should be made at least 30 days prior to the leave start date.

A frobthf or war do period i s daratar med cfire dad arednpldyeedakest h e
FMLA leave.

Allowable Time for FMLA (non -Military Leave)

An eligible employee is entitled to take up to 12 weeks of paid or unpaid FMLA Leave in-angriR period.

The 12month period shall be a 4Bonth forward period measured from the first date an employee takes FMLA
leave. At the time FMLA leave is requested by the employee, vacation, holiday and sick leave shall be used if
available anBHALL RUN CONCURRENTLY with FMLA leave.

(THE POLICY CHANGE ON LEAVE RUNNING CONCURRENTLY WITH FMLA LEAVE IS
EFFECTIVE 6/01/2014

Sick leave may be used only as prescribed by the City of Brownwood Personnel Rules and Regulations. The
provisions for using FMLA Leave for items 1 through 3, listed above, are as follows:

1. An employee who has accrued paid leave shall first usacatbed paid leave toward the 12
weeks of FMLA leave;
2. An employee who has no accrued paid leave will receive unpaid family and medical leave up to

a maximum of twelve (12) weeks;
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3. An employee who has less than twelve (12) weeks of accrued pail heast first use all
accrued paid leave toward the twelve (12) weeks; thereafter, the remaining balance of the
twelve (12) weeks shall be unpaid FMLA leave; and

4, An employee who has more than twelve (12) weeks of accrued paid leave may use the accrued
paid leave over and beyond the twelve (12) weeks, if necessary, for family and medical leave
causes, only upon review by the Human Resources Department and approval by the City
Manager.

An employee who takes FMLA leave under these provisions is ertitled restored to the position held when
the leave commenced or to an equivalent position with equivalent employment benefits, pay, and other terms
and conditions of employment.

A husband and wife who are eligible for FMLA leave and are both employdeelgyity of Brownwood may be
limited, by law, to a combined total of 12 weeks of leave during aayndrth period if the leave is taken for
any of the following reasons:

1. For the birth of a son or daughter or to care for the child after birth.

2. Forthe placement of a son or daughter for adoption or foster care, or to care for the child after
placement.

3. To care for a parent with a serious health condition.

When the husband and wife both use a portion of the totaleEk entitlement for one dhe purposes noted
above, each spouse shall be entitled to the difference between the amount of time he or she has taken
individually and 12 weeks of FMLA leave for a purpose other than those listed above.

The male employee/father may be entitled to emmed paid Sick Leave for this purpose, comsurwith his
unpaid FMLA leave (sese e c t | Diak Leav@). i

Supervisords Responsibility

The employeeds supervisor shall noti fy theplofkeman F
under his diection witha fAser i ous h eixdntinbing treatmestdt i loyn 0a omeal t h car
described in the definitions of this section. If an employee has been dealing with an illness or incapacity for
three (3) consecutévcalendar dayghe superisor shall notify the Human Resources Director no later than the
morning of the # dayif the employee has not returned to work

Status of Service and Benefits

No loss of service with the City will occur as a resultFdMLA leave No benefit creditsincluding TMRS
contributions, will accrue during an unpaid status of the leave. Employees on unpaid leave will be notified by
Hu man Resources of contribution options wi th TMR
arrangements with TMRS for ceiftution payments.

1. Employees will be required to provide documentation from the health care provider certifying a
medical necessity for FMLA leave, and the time and length of the leave requested. The City of
Brownwood may require asecond oratmré di cal opinion at the Cit

2. During FMLA leave employee health, dental, vision and life benefits will continue. Therefore

the employee must continue to pay any share of his/her emgbajedealth benefits premium
and any cost of dependesoverage and other elected coverage if applicable.

3. The employee shall make payments to the City on a monthly schedule. If the employee desires
to continue other types of benefits such as AFLAC or the Cafeteria Plan, he/she must make
specific arrangments with the Human Resources Department for continuation and payment of
the required cosiThe employee shall reimburse the City on a monthly basis, and if not paid by
the 20" of the current montha notice ofpossibleterminationof the benefitshallbe sento the
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employee If no payments are made for their dependent covesagigese other benefitsy the
end of the current montithe coveage willbe cancelled.

4, Employees are responsible for repayment of any benefit costs paid by the City dotiney
return to work, unless failure to return to work was for a verifiable reason beyond the
empl oyeebs contr ol

Intermittent or Reduced Leave

1. Leave may be taken on an intermittent or reduced leave schedule if necessary for approved
reasons undehis policy. The employee must attempt to schedule the leave so as not to disrupt
the Cityds operations.

2. Employees will be required to provide documentation from the health care provider certifying a
medical necessity for intermittent leave, and theetand length of the leave requested. The
City of Brownwood may require a second or a

3. The City may require the employee to transfer temporarily to an alternative position (equivalent
in pay and benefits) mich accommodates recurring periods of absence or to dirpart
schedule provided the position has the equivalent rate of pay and benefits.

EMLA -MILITARY FAMILY LEAVE _ (Revised 4/01/2014)

Military Caregiver Leave (also known as Covered Servicemember legawWnder the first of these new

military family leave entitlements, eligible employees who are family members of covered servicemembers will
be able to take up to 26-monthiorwardpek s oafdo It @wawerien farh
member with a serious illness or injury incurred ir
injury or illnessodo also includes an injury or il
active duty that was aggravateddsrvice in the line of duty on active duty. Based on a recommendation of the
President s Commi ssi on <halalGammids®mm), thi/@a workweek £ntitletnemtés D o |
a special provision that extends FMLA jpbotected leave beyond the m@l 12 weeks of FMLA leave. This
provision also extends FMLA protection to additional family members (i.e., next of kin) beyond those who may
take FMLA leave for other qualifying reasons.

Covered servicemember is: (1) a current member of the Armed Farckgling 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 (2pa wite

was discharged or released under conditions other than dishonorable at any time duringyter fpexiod

prior to the first date the eligible employee takes FMLA leave to care for the covered veteran, and who is
undergoing medical treatment, uperation, or therapy for a serious injury or iliness.

Qualifying Exigency Leave
Any qualifying exigency arising due to the spouse, son, daughter or parent of the employee being on active duty
(or having been notified of an impending call or order tavactiuty) in the Armed Forces in support of a
contingency operation. An eligible employee who is the spouse, son, daughter, parent, or next of kin of a
covered service member is entitled to a total of 26 workweeks of leave duringanti2 forward periodo care
for the service member. The leave described in this paragraph shall only be available during one-single 12
month forward period. Qualifying exigency refers to a number of broad categories for which employees can use
FMLA leave:

(2) Shortnotice dgloyment;

(2) Military events and related activities;

3) Childcare and school activities;

(4) Financial and legal arrangements;

(5) Counseling;

(6) Rest and recuperation;

(7 Postdeployment activities; and
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(8) Additional activities not encopassed in the other categories, but agreed to by the employer and
employee.

Allowable Time for FMLA -Military Leave

An eligible employee qualifies fortac o mb i n e d 26 workweekdof FEILEA military caregiver leaver
this leave may beombined withary other FMLA-qualified leave during the same singlerh@nth period but
for no more than a combined total of 26 workweekehe eligible employee mudtke no more than 12
wor kweeks of | eave fooanyFMLA fegvactherithbny-MIbAgriitaeyxcaragieen leayeo

If both you and your spouse are employed by the City of Brownytbe@#MLA leave is limited to a combined
total of 12 weeks(or combined total of 26 weeks if leave is to care for a covered service member with a
qualifiedseriousinjury or illness)

Employees scheduled to work 40 hours work weeks will be eligible for 480 hours (@@40fdr the care of a
covered service mereb) of FMLA leave eacli2-month period.For Fire fighters whose schedules vary from
week to week, a wédy average of the hours worked over the 12 weeks prior to the beginning of the leave
period will be used to calculate the hours eligible for FMLA leave during the 12 month pgeoiant Officers

who are scheduled to work an average of 84 hours biweeaklpaveligible for 504 hours (1092 hours for the
care of a covered service member) of FMLA leave each 12 month petigible full-time employeesvho

work less than 40 hours per work weel receive the 12 week entitlement calculated on a propoftioasis.

For exampleif an employee normally works 3furs per week, the employee is entitle@2dours per week

for 12 weeks 384 hours)of FMLA leave eaci2-month period.

Outside Activities

While an employee is on FMLA leayvthe City prohibitsan employee from engaging in activities that could

hi nder an employeebs recovery during that ti me pe
disciplinary action up to and includinmpssibletermination.

Under no circumstances may an emplogaeFMLA, sick leaveor wor ker sd0 compensati or
employmentor work at a second obnl ess expressly authorized in wri
Department Head arttie City Manager.

Physiciandss Certification

To be eligible for FMLALeave, proof of a serious health condition must be certified by a health care provider,

as defined by the FMLAThe employeeshall make every effort to obtainhe A Cer ti fi cati on

P r o v ifrdne thedappropriate physician and deliterthe Drector of Human Resources by the deadline
specified in the FMLA notice. A minimum of fifteen (15) calendar days shall be allowed from the date of
delivery of notice to the employeé. f the health <care provi tbeHudas cer |
Resairces within a reasonable amount of time after a second written notice has been sent to the employee,
FMLA leave may be denied.

An employee may be required to submit periodic written status refvorts their physicianto the Human
Resources Departmenthe Ci ty may require second or third med
periodic recertificatiorof a serious health condition.

Employees returning from FMLA leave for their own serious health condition will be required to submit a
certificationfrom their treating physician indicating that they are able to resume work and perform the required
duties of their job.

Paid or Unpaid FMLA Leave
While on paid FMLAleave holiday, vacation and sick leave will continue to accrue. If the FMLA Leave is
unpaid, holiday,vacation and sick leave will not accrue.
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Employee Benefits
An employee shall continue to receive health insurance benefits during FMLA Leave. The City shall continue
paying its portion and the employee shall continue to pay his porticgatihtinsurance benefits.

Termination of FMLA Leave and/or Employment

FMLA Leave may be delayed or denied due to the failure of an employee to adhere to these Regulations. An
employee may be terminated if the FMLA Leave exceeds 12 weeks withimariih period of time. Further
information regarding the federal regulations concerning the Family and Medical Leave Act is available in the
Human Resources Department.

If an employee does not return to work on the date indicated arldted FMLAforms or onthe date released
by attending health care provideghe employeemay be consideredbsent without leave and his or her
employment may be subject to terminatigRevised 6/24/2003)

Appropriate forns for applying for FMLA leave aravailable in the Homan Resources officeTaking of leave
may be denied if requirements are not met.

The employeewilbe required to submit a Afitness for dutybo
work following FMLA leave for your own serious health conafiti

SECTION 42. PERSONAL LEAVE (Revised 4/01/2014)

Except those employees on job injury leave, all regulaitia employees who have exhausted theiwg2k

FMLA leave (if applicable)and all paid leave accruals and are unable to return to workodilneit serious
health conditi on s uertfication, endy rdgyest Rersgnal L esavec ilf ahe énsployee is
granted Personal Leave, employee health insurance coverage, will no longer be paid for by the City of
Brownwood. The employee will &m be eligible for continued medical coverage pursuant to applicable COBRA
federal regulations. All other benefits accruals (including, without limitation, sick leave, vacation, longevity pay
and holiday pay) will be suspended immediately upon the graottiRgrsonal Leave. (Revised 1/01/05)

In accordance with the guidelines set forth in this policy, the City of Brownwood may provide unpaid personal
leave to regular fultime and regular patime employees who wish to take time off from work duties tfillfu
personal needs or obligations. The need for time off must exceed two consecutive calendar weeks and all
vacation accruals, sick leave accruals (if applicable) and FMLA leave (if applicable) must be exhausted prior to
beginning a personal leave.

An employee must submit a written request for personal leave, which contains the start date and length of leave,
not to excee®O0 calendar days, to the department haad City Manager If the Personal Leave is approved, it

shall be reviewed every 30 calendays. Any request for aextensiorbeyond 9@alendar daymust go before

the APersonal Leave Review Boardo. This Review Bo
Heads. Th®epartment Heads who serve on Review Board will be appointieby the City Manager and shall

not include the Department Head who supervises (directly or indirectly) the employee requesting an extension
of leave. The Review Boarshall meet within 10 calendar days of the request for extension of leave. The
employeerequesting the leave shall give the Review Board access to his/her medical information related to the
specific injury or illness requiring this employee to take leave.

Requests for personal leave will be evaluated based on a number of factors, gnohithiout limitation,
operational requirements and staffing considerations during the proposed period of absence.

When possible, employees will be returned to their former position. If their former position is not available,
their employment may be sdgjt to termination.
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Employees returning to work after an absence of more thgd®nonsecutive work daysf A Per sonal L
due to an illness or ofbb injury of the employee may be required to undergo a drug screen and a physical
assessment, if appable, to ensure that the employee has fully recovered or that reasonable working restrictions
are set out to prevent an injury.

Employees failing to make necessary arrangements to return to work on an agreed upon date prior to the
expiration of theiréave will be deemed to have resigned.

SECTION 43. LEAVE WITHOUT PAY (LWOP) (Revised 4/01/2014)

Leave without pay may be granted as a matter of administrative discretion and must be authorized by the
Department Head. Leave without pay is an approbsérace from duty ia nonpay status fono more than 3

work daysin a rolling 12 months periodNo employee may demand leave without pay as a matter of right, but

it may be granted to any regular ftitne employeeat the discretion of the DepartmentddeAll appropriate
accrued leaves shédde required to be exhausted prioréquesing leave without pay.

No employee may be absent from duty for a single day or any part of a day without permission of their
Department Head or otheesponsible supersor. Any such absence will be without pay (LWOR.eave
Without Pay) and will be subject to disciplinary action. An unauthorized absence for a period of two (2)
working days will automatically be considered by the Department Head as a voluntary r@signati

SECTION 44. LEAVE FOR JURY DUTY / COURT DUTY (Revised 4/01/2014)

Pay Continued Regular fulltime employees required by law to render jury dutgerve as a witness in court

by order of a subpoershall receive their regular pégr normallyscheduled work hours which ocaluring the

period of juryserviceor while attendingcourt proceedingas required by the subpoepvided the employee

is not under treat of prosecution or part of plea bargaining or been subpoenaedlds@wm invesgation by

a Grand Jury. Payment of wages shall be limited to a reasonable period of time subject to the approval of the
City Manager.

Documentation Required Employees summoned to jury duty to witness in court by order of a subpoena
must provide anOfficial Certificate of Atendanceor order from the court to appe&s their immediate
supervisor who shall submit a copy to the Human Resources Department.

Return to Work: Upon release from jury dutgr duties related to the subpoerthe employee must
immediatelyreturn to their assigned workplac#.the employees is keased after the end of the regular work
day, the employee shall report to their assigned workplace at the start of the next work day.

Personal Legal Business Employees absent foegsonal legal business must use accrued vacatiboliciay
|l eave. Leave without pay may be used with the Depe

City Witness: Employees directed to appear as a witness for the City of Brownwood will be compensated for
the timetheyare required to be present at the court proceedings

SECTION 45 LEAVE FOR T RAINING / TRAVEL REIMBURSEMENT _ (Revised 7/01/2009)

Depart ment Heads may grant empl oyees fAtraining | ec
when the employee attds training classes, professional conferences, or short courses, or to visit other cities in
the interest of the City, as authorized by the City Manager. The reimbursement of expenses will be based on the
City of Brownwood travel policy.
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Non-exempt emplgees will be compensated for travel time, to and from training seminars in the amount of
their current hourly rate of pay for each hour spent for travel time.

Note that normal travel time from home to work is not working time, no matter how long the temmu
Generally, an employee is not at work until he or she reaches the work site. However, if an employee is
required to report to a location / meeting place where he/she is to pick up materials, equipment or other
employees, or to receive instructionddre traveling to the work site, compensable time starts at the location /
meeting place.

V. AWARDS & BENEFITS

SECTION 46. SERVICE AWARDS (Revised 4/01/2014)

The City of Brownwood sincerely appreciates the faithful service rendered by its employaeslaes the

value of skill, knowledge andqudgment thatcomes from longyearsof experience In recognition service
awardsarepresentedo employees to commemorate certain milestones in their career with the City. The service
awardspresentationwill beh el d annual | y . ontinibus gears of gdrvimag ef Sépsember 30
calculated in five (5) year incremenisll determine the annual awards to be presenfBde Mayor and City
Council may present the serviaeards.

SECTION 47. RETIREM ENT PLANS

All full -time City employees are required, as a condition of their employment, to participate in the retirement
program or programs made available to them in their respective departments.

A. Texas Municipal Retirement SysterBy action of the Cit Council on September 28, 1949, the
City of Brownwood became a member of the Texas Municipal Retirement System, a
cooperative organization of Texas towns and cities formed and operating under the provisions
of House Bill N0.166, Acts of the 51 egislatue (1949), the purpose of which is to provide an
adequate and dependable plan for retirement of employees of Texas municipalities. - All full
time employees, except fire fighters, are required to enroll in the Texas Municipal Retirement
System. (Revised 11005)

Eligibility for Service Retirement Annuity:

1. A member is eligible, beginning on the first anniversary of the effective date of the
personds membership, to retire and receiyv
a. Is at least sixty (60) yearddoand has at least five (5) years of credited service
in the retirement systenm{Revised 1/01/2002)
b. Has at least twenty (20) years of credited service in the retirement system.
(Revised 10/01/2002, Ordinance No-4®

2. Withdrawing Deposits: Ifamembed s empl oyment ceases for
is entitled to (but does not have to) apply for a refund of total deposits. To withdraw
these deposits, the member should notify Higman Resource®epartment and
complete a Application for Refund of Retement Deductions form. This will be filed
with the retirement system and the proces

Refunds are processég TMRS (not by the Cityjand refund are sent directly to the
employeenear the end of the month following the rttoim which a member makes his
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B. A dedu
Muni

before

reti

final deposit to the System, provided t
report have been received by théliequest for earlier processing cannot be honored.

Also, if a member ceases working for one g#rating City but becomes employed by
another participatin@ity (before withdrawing his deposits), membership in the System
does not terminate and such deposits may not be withdrawn.

A booklet entitled AThe Texas Nhfomaton pal
is available to all participating employeesr employees may go online to
www.tmrs.com. Questions not clearly answered by this booklet should be referred to
the Human Resources Department or TMRS.

h &

ctcon of 7% of gross earnings each pay per

ci pal Retirement System account. TMRS ¢

t axes. The City of Brownwo atéhrateaft c he s

2 to 1. City matching funds are held in the
res. |l f requested in writing, a deductio

for a person leaving employment with the City of Bnwood with less than five (5) years of
credible service. (Revised 1/01)05

C. Social Security:Effective April 25, 1955, all employees became covered under Social Security,
as a result of approval by the employees indicated in a general election on stienguéth
final approval by the City Council. There are many variations of circumstances under which
ms may arise under this fringe benefit

cl ai
service

record presents a considerable variety of deternfamigrs. Consequently, no attempt

is made herein to give details concerning benefits available. A local Social Security office
exists in Brownwood. Briefly, there are three very important times for consulting this office: (1)
if one is disabled beforega sixtyfive (65); (2) when one reaches age sifity; and (3) if a
worker in oneds family dies.

D. Firemenods Reli gheaRidr ®mende mPrtnsion Plan w

258 in the 48 Legislature in regular session in 1937, as amendéis statue with its various
amendments through the years now provides a pension for fire fighters who reach age fifty and
have twenty (20) years of service. The pension ianfiedby payroll deductions of eight
percent (8%Dpf the gross earning of thiee fighters and is matched by the City of Brownwood

by twentypercent 20%) of the gross earning of the fire fightefRevised 10/9/08)

SECTION 48 GROUPMEDICAL COVERAGE PLAN (Revised 4/01/2014)

The City pays the full

cost of providing medicalntd, vision andife coveragefor its full-time employees.

a

Each fulitime employee, upon entering the service of the City, is required to become a member of the group

i nsur ance

pl an, except empl oyees aciecmentplamcgverage.elfi r

S |

an employee declines medical, dental, or vision coverage on their self or on their dependents, and makes future
application for this coverage, then all persons enrolled at that future time shall be considered as late entrants and
their coverage shall be subject to limitations for preexisting conditions. Employees become insured when the

employee completes a @fay waiting period as a fulilme employee. (Revised 1/01/05)

A. Membership in the group insurance plan shall not be egtetwitemporary employees selected
to positions of limited duration, temporary employees selected to positions required by seasonal
activities, or employees selected to positions on atjpaet basis.
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B. Employees selected on a ftilne basis may enroll tlireeligible dependents in the group
insurance plan, provided written application for coverage is made by the employee during the
first 30 days of fulit i me empl oyment or during the Cityo
and provided further that the etapee pays full cost of his dependents coverage.

C. Empl oyees pay the cost o f-weeklypayroll dedecpoa.nldthkent s 0
event an employee is sick or disabled and not receiving any salary but is being carried on the
payroll of the Ciy, the City will maintain the group insurance in force on his dependents until
he returns or is terminated, provided the continuation of coverage is allowed under a policy as
stated in these Personnel Rules (ex: qualified FMLA situations) and provideamibleyee
makes satisfactory arrangements with the Director of Human Resources for the premiums to be
paid to the City. The employee shall reimburse the City on a monthly basis, and if not paid by
the 20" of the current month, a notice of possible temtion shall be sent to the employee. If
no payments are made for their dependent coverage or these other benefits by the end of the
current month, the coverage will be cancelled.

D. Employees, who retire under a City of Brownwood sponsored retirement prognagn
continue to participate in the group medical, dental, vision and life insurance plans available
through the insurance carrier. The retiring

be on the plans, provided such dependents were covemdithi at el y pri or to
retirement. The retiring employee must request insurance to be continued at the time of
retirement and must pay the full cost of medical, dental, vision and life insurance plans. Such
payment shall be made at the timed grlace specified by the City, and failure to keep the
premiums paid on a current basis will result in cancellation of insurance coverage. (Revised
1/01/05)

E. The Human Resources Department administers the group medical, dental, vision and life
insurance @ns, in accordance with the terms of the contract in effect, and shall render such
assistance as is necessary to explain the operation and benefits of the plans to City employees.
(Revised 1/01/05)

F. The Citybds group medi c adeprogdam maydé revisadibysthedity a n d
from time to time. Benefit provisions shall be those specified in the current contract of
coverage and shall be outlined on brochures and/or certificates issued to each member of the
group insurance plangRevised 101/05)

G. The City of Brownwood does not participate in, nor does it sponsor or recommend, any
i nsurance program other than the one to whi
does not make payroll deductions for other insurance programs ekcepptugh t he Ci
Cafeteria Plan.

H. If a full-time employee goes on leave (ex: suspension without pay, leave without pay),
excluding FMLA leave, and is not working at least 20 hours per work week or is not on paid
leave, the employee no longer qualifies ttoe medical, dental, vision and life coverage plans.
The employeeds current coverage with the Cit
of the month in which all pay ceases and/or the employee is no longer covered by FMLA leave.
The employeemay continue the coverage through COBRA (continuation of coverage) as
allowed by law and as offered by the provider of coverage.

SECTION 49. MEDICAL PROCEDURES

Employees may be required to have a medical examination when the medical examinatieele&gdband
consistent with business necessity. For example, a medical examination may be required when an employee is
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exposed to toxic or unhealthful conditions, request accommodation for disability, or has a questionable ability to
perform required dugis of the job.

Employees are encouraged, but not required, to have physical examinations periodically during their
empl oyment . The Cityds Group Health Plan provides

Medical examinations required by the City will be paid Iy the City and must be performed by the physician

or licensed medical facility designated or approved by the City. Medical examinations paid for by the City are
the property of the City, and the examination records are to be treated as confidedtia/cain separate

medical files. However, records of specific examinations, if required by law or regulation, will be made
available to the employee, persons designated and authorized by the employee, public agencies, relevant
insurance companies, oeth e mpl oyeed6s doctor .

Employees who need to use prescribed drugs or narcotics while at work must report this requirement to their
Department Head or supervisor if the use might impair their ability to perform the job safely and effectively.
Depending onfte circumstances, employees may be reassigned, forbidden to perform certain tasks, or even
prohibited to working if they are judged unable to perform their jobs safely and properly while taking prescribed
drugs or narcotics.

V. SAFETY REQUIREMENTS, ACCIDENT S & INJURIES

SECTION 50. SAFETY RESPONSIBILITY (Revised 4/01/2014)

It shall be the duty of each Department Head to provide safe, clean surroundings in all places of employment
coming under their jurisdiction. The direct responsibility for providingjdentfree service shall rest with the
Department Head.

A. Department Heads shall instruct all supervisors in their departments against the use of unsafe
equipment and unsafe work methods and shall require development and observance of safety
habits and shieexpedite removal and correction of safety hazards.

B. Supervisors shall give constant attention to preventing accidents and promoting safety. They
shall emphasize the importance of safety to their employees and train them in correct work
procedures anchsll, by their own actions, set a good example at all times.

C. Supervisors shall constantly be on the alert for unsafe flooring; defective electrical equipment;
insufficient light or ventilation; defective chains, cables or ropes; unguarded machines, belts,
pulleys; unsafe vehicular equipment; tools and machinery in poor state of repair; or any other
condition or practice that might jeopardize the safety of employees.

D. Supervisors shall be on the alert for and prevent any of the following actions by eraployee
improper or illegal operation of any vehicular equipment; running, scuffling and horseplay;
improper and heavy lifting; use of gasoline in a closed room or near an open flame; failure to
use required safety equipment (i.e. wear goggles when grindiigpiraly welding, torch
cutting or doing any other work where flying material might injure the eyes); riding atop a
loaded truck or hanging on the truck side while the truck is in motion; or commission of any
other overt act which may endanger the emplaydbe safety of others.

E. Supervisors shall encourage safety suggestions and discussions. Supervisors shall schedule
periodic safety training for the employees in their department. Department Heads and/or
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supervisors who do not provide safety trainingiqgumcally or do not implement progressive
discipline for employees who are involved in frequent accidents may be subject to discipline up
to and including possible termination.

Employees are required, as a condition of employment, to observe all sajfdtioms and
requirements given verbally or in writing by their supervisors. Each employee, in addition to
guarding their own safety and the Citydés ptr
their fellow workers and other people affected byrtherk. Employees who are involved in

or cause frequent accidents shall be discip
Systems and Suspensionso and may be subject

All drivers of motorized equipment owned by the CityBsownwood shall be responsible for

the operation of such motor vehicles and shall be requiredb&y all traffic rules and
regulations prescribed by law and to use every safety measure possible to prevent accidents. All
drivers must have a current Tex&lass C driver license and, where required, shall have a
current Texas Class A or B CDL driver license with required endorsements.

All employees are required to use seat belts when operating or riding as passengers in City
vehicles equipped with seatltse in accordance with State law.

It shall be the duty and responsibility of operators of motor equipment, both heavy and light, to
report to their supervisors any defect in mechanical equipment when same occurs and to use
every precaution to prevent dtidnal property loss, expense or recurrence of such conditions.

Operators of motorized equipment of the City of Brownwood who violate this regulation or

becomes involved in any accident, will be subject to disciplinary action if, upon investigation by
the Department Head and/or City Administration, it is determined that the employee is
responsible for such accident or that through carelessness or recklessness contributed to the

cause of such accident.

J. All City employees will be responsible for reportiagy conditions creating a traffic hazard

such as potholes, traffic control signs or traffic control signals, to the proper department for

correction and/or repair.

SECTION 51 INJURIES AND MEDICAL CARE (Revised 4/01/2014)

When an injuryoccurs on the jo, thefollowing immediate action should be taken:

A.

Medical Attention
If an employee who sustains a bona fidestlomjob, work related injury requires medical attention,
he/she must seek medical attention from a medical facility or professional wotkers compensation

providersod networ k. The empl oyee must i mmed:i

injury to his supervisor. If the employee is injured and unable to report the accidemoakeo who
witnessed the accident shouleport it to the Supervisor.If the injured employee is unconscious,

at e

bleeding profusely, or displaying other evidence of serious injury, an ambulance should be requested by

radio or telephone (2-1).

Minor Injuries

If the injured employee is not amlatory and displays no outward indication of serious injury, first aid

should be applied necessary If in need of medical treatment, the employee should be referred directly
to the office of a physician of his/her choice within the workers compensato ar r i er 6 s net wg

Human Resources Department).
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C. Payment of Bills
All bills and statements for medical service and/or prescriptions in connections witib-job injuries
should be directed to the Cit wroEhe éiploykecor medlicalC o mp ¢
provider should antact Human Resources for this information.

D. Second / Third Medical Opinion
The City Manager or Director of Human Resources may require an injured employee to submit to a full
and complete examination bypahy si ci an (or physicians) of the
medi cal opinion between the employeeds doctor
physical fithess and recommended duty status of the injured employee, a third oiticed may be
obtained from a doctor approved by both the City and the employee, which will be binding on both the
City and the employee. Any required second or third opinions will be paid for by the €ityt he Ci t
workers compensation carrieiThe City Manager shall have authority to take necessary steps to cease
the Cityds payment of the Salary Continuation B

SECTION 52 INJURY LEAVE AND WORKERS COMPENSATION COVERAGE
(Revised 4/01/2014)

The City provides workers compensation benefitafbfull-and part i me empl oyees and vol
Compensation coverage is designed to cover certain costs associated with injuries resulting from identifiable and

specific accidents or injuries o0ccymentltisgotdesignedtog t h
cover ordinary diseases of i fe. An empl oyee injui
benefits, which may cover the cost of hospitalizat

possibly @rtial salary continuation.

A. Reporting and Documentation
1. All employees are required to notify their Supervisor at the time of the injung tmmger than
15 minutes following the time of the injuryrailure to report an injurwithin time limitsshown
abovemay res | t in Cityos r eabveuos Salary Continugitiora Behefitd nj ur vy
AReport of I njuryo form must be completed by

later thar@:00 amon thenext workday following the date ofjury.

2. Supervisors of employees who have had afthefjob injury are required to complete the
iReport of | nj ur ythar DepartmentaHeathndttouthietiuman tResourcest o
Department no later thak2:00 pm on the next work day followindpé injury.

3. The employeeb6s supervisor i's respaodhHumanl e f c
Resources Department i mmedi ately wupon being
an accident or injurif the employee requires medical attentidimely notification is critical in
all owing Human Resources t o aut-rblatedinpreesift r eat |
the medical attention is needed after work hours, then the Supervisaegloatithis to Human
Resources Bpartment as soon asgsible on the morning of the next work day.

4, After amotor vehicle accidenvhere an individual was injuredjcohol and drug tests shall be
conductedon the employee driving the City vehicle and on aker employeesvho were
determined to have coitiuted to the accidenfiny employee involved in an accident involving
motorized equipment may also be subject to alcohol and drug Hstsalcohol and drug tests
shall be conducted within time constraints listed in the sections on Alcohol and Cadntrolle
Substance Use and Testiigh employee may not report back to work until a drug test has been
completed. Drivingf City vehicless not allowed until results of the drug test are knoRefer
to the ®ctionson Alcohol and Controlled Substance Use amdting f o r detatl s or
accidentante 9itRienggd n to Dutyo requirements.
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5. The employeebs supervisor (or ot her appropi
investigation into the cause and circumstances of the accident or injury,antetviwitnesses
and prepare a detailed written report explaining how and why the accident occurred. The
supervisor must submit the Accident Report, First Report of Injury or lllness and any other
related information to theDepartment Headybthe deadlies indicatecbove

6. I f the employeeds supervisor has reason to |
directly related to or caused by a specific accident or incident occurring in the performance of
the empl oyeeds &8 supegvisae custjadvise HumaniResoyrcestof these

circumstances. The decision of whet her or
compensaton wi | | be made by tiohcarrie€i t yos workers c
7. In the event an employee sustains an injuryibaftable in whole or in part, directly or

indirectly, through the negligence or wrongdoing of a third person, firm or corporation, it shall
be reported to the Human Resources Department. The workers compensation carrier will
determine if there shall be @aim against such third party to the extent of the amounts
expended by the City for and on behalf of such employee, due tothe-jab injury.

8. All leave for more than 1 working day, which is due to arthaqob injury, requires a note
from a medial physician statinghat if the employeecan orcannot return to work and
applicableapproximately how long the employee is expected to be off weok.everyhospital
stay anddoctor's office visit, the employee is required to obtain from his dectwmpleted

Wor k Status Report, which includes the empl c
to be able to return to work, the employeeb
appointment . I't i s t he ¢hat@mkopyobtieed\ork Status Raparts i b i

is given to his supervisor aride Human Resources Department.

9. Reports on recurrence of old injuries should be routed to the Human Resources office and
approval obtained from the workers compensation carrier ddtother injury leave, Salary
Continuation Benefits or medical treatment is authorized.

Pay While On Injury Leas or Workers Compensation Leave:

It should be understood that the Council of the City of Brownwood does not intend that an employee
receivemore money off the job, where an injury is involved, than when normally working for a salary
or wages.

The first seven (7) daysan employee is off duty due to a job injury mbg charged ainst the
empl oy e e 6 svacatiorcl&aveloehaliday lead banked) If no paid leave is available, the
time off is without pay. Subsequent to the initial seven (7) calendar days following the injury, the City
may voluntarily paySalary ContinuatiolBenefits, as set out belowRevised 1/01/05)

Civil Serviceemployees will be paid Injury Leave to supplement his/her workers compensation pay for
time off work due to job related injuries / illnessas required by Civil Service rules and regulations
and/or local agreementsThe Injury Leave pay plus the workersmpensation payment should equal

the Civil Service employeebs regular full pay f
the line of duty illness or injuryT hi s pay wi | | not be charged to t
leave balances(Refer to Texas Local Government CoG&apterl43.)

If the employee is paid by the City for the initial seven (7) calendar dfaygury leave (ncluding

vacation, sick leaveholiday leaveor injury leave pay) and is | ater pai d by
compersation carrier for the same time peritite employee shall reimburse the City for the amount the
workers compensation carrier paid him/her for this same time pefibe@. amount will be withheld
from t he gy adsckorupon his retur to work. If the employedoes not return to

Revised 4/01/2014
54



wor k, the duplication of payment wi | ]whibhemaywi t h h
include leave pay If the employee does not return to work and does not have any leave pay due to
him/her, theemployee is obligated to reimburse the City for the duplication of pay within 30 days of
fdoctor 6s r el e a swithint3@days efermination of empleyonerit. 6 o r

Salary Continuation Benefifsor Wor ker s Compensati on

1. An employee wh is unable to work for anygpiod of time, either at hisér regular job or at any
alterndive City position, because of an injury that occurred while performing official job duties
or conducting official City bpessationebensfitsequa el i
to approximately 70% of his regular salary (excluding overtime). The r@ay make up the
remainder of the employeeds r egulbbyahargimgahe f or
pay to the empl opywededcertain cerditrors are enet.rThisbersefit is paid
starting from the8" day of leave due to the joimjury and is available to onljull-time
employees.

2. Employees wishing to supplement their workers compensation payments may elect through
Salary Contiuation Benefitsto use their sick leave, vacation accruals or holiday leave (if
banked) to offset the loss of income during the recov@glary ContinuatiorBenefits shall
cease after exhaustion of accumulated sick and vacation leave.

3. The employee hwall complete the proper forms with the Human Resources Department
indicating his/her desire to use their avdiabick leave, vacation leawnd holiday leavéif
banked)as Salary ContinuatioBenefits

4, To beeligible for Salary Continuation Benefis, the employee must furnish to the Cttye
AReport of I njuryo form within the time requ
5. The maximum duration dBalary ContinuationBenefitsfor employees is 90 days from the first

day of lost tine as a result of the worlkelated injury, unless such an extension is expressly
authorized by the City ManageExtensions by the City Manager may be authorized in no more
than 30 day intervals.

6. If the employee does not turn in the Work Status Refmoitiis supervisor and the Human
Resources Department, his/her Salary Continuation Benefits may be discontinued.

Requirements of an Employee on Salary Continuation Benefits
If any employee chooses to receialary ContinuatiorBenefits, the employee ust follow the
procedures as outlindmtlow:

1. The employee must informis/herimmediate supervisand Human Resourc&epartmenof
the attending doctand provide required documents mentioned apove

2. The injured employee must report at the prdpee and place for all appointments required or
scheduled by the attending doctor;

3. If any therapy or treatment is required to rehabilitateettep | oy ee ds i njmusty, t h
attendthe appointmeistas scheduled for such therapy or treatment;

4, While the employee is on injury leave, the employee must receive permission from their
immediate supervisoand Department Heagrior to leaving for any extended travel, unless
such travel has been designated by the attending doctor as a part of l#agtalprocess. For
the purpose of this order, extended travel shall mean more thamodesd (100) miles from
the employeeds residence;
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5. While receiving Salary ContinuatidBenefits, the employee shall not work at any other job or
vocationunlesse x pr essly authorized in writing in ad:
and City Manager.

Failure to follow any of the above procedures shall mean the immediatensiaspef Salary Continuation
Benefits
An employee shall not accrue any sick leaxacation leave, or holiday leave whda workers compensation /

injury leave owhile being paidSalary Continuation Benefitender this policy.

E. Termination of Salary Continuation Benefits
Salary Contination Benefis shall be terminated at any tnif:

1. The injury is determined by medical authority to be permanent and stationary and the employee
has applied for and been awarded disability retirement;

2. The employee is found to be working, either fisne or ful-time, at another joband the
employeehas not obtained prior written approval from his/her Department Head and the City
Managery

3. The employee resigns or is dismissed from his City job for any reason;

4, The employee refuses to performodified or parttime City work when offered yb his

Department Headr Human ResourceBirectorandt he duti es are withi |
physical capacity aauthorized by a physiciaand for which the employee is qualified or will

be trained

5. The employe@loes notomply with the treating phys&ein 6 s i nstructions reg
their injury;

6. The employee falsifies or misrepresents his physical condition or capacity or disabbity

otherthan in fact it is;

7. The employee refuses to return to regular duty after being releasedgidar duty by a
physician.

Salary Continuatiomenefitsshall cease after Baustion of accumulated sick leavacation leavand holiday
leave(if banked)

F. Continuation of Group and/ or Dependentsé Medica
1. The City will continuetopy t he Cityds portion of the empl
and life coverage for a period of time not to exceed 26 weeks)femployee on injury leave.
2. The employeeds eligible dependents vonand r e m:
life coverage for up to 26 weeks, provided the employee pays the required premautimely
manner
3. The employee has the optomt cont i nue group and/ or depende

coverage after the 26th wetdltough COBRA (contination of coverage) as allowed by law and
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as offered through the benefits carrier. The employeepasy bot h t he empl oy
Cityds porpremiamssf heonishes tb estieue the covertigeugh COBRA

G. Maximum Time Limitsand FMLA: Provided the employee meets the requirements of this pohiey, t
City wild.l hold an employeebs position, foll owin
duties or conducting City business, for no more than 26 weeks. Twelve weeks of tlusymeyiqualify
for Family and Medical Leave (refer to the section on FMLA L&ared will run concurrently with
such leave if applicable. At the end of the aggregate 26 week period, should the employeenstblde
for any reason to perform the essentlaties ofhisher job, with @ without accommodation, hisér
position may be filled and h&lle may be considered for a vacaosition for which heshe is qualified.

If no vacant position is available for which thmployee is qualified, if hehe is noselected to fill the
vacant position or if the employee declineswtaept another position, Hr employment witlthe City
maybe terminated.

H. Return to ServiceA written statement from the attending physician certifying that the employee has
beenreleased to return to work and spgicig the type(s) of work hehe is capable of performing as
well as any limitation(s) must be received by the City before an employee may return to work. All
employees on injury leave must return to work after approvdl ei t her t he empl o
physician or an independent physician paid by the City. Upon receipt of a release to return to work, the
City may require the employee to submit to a medical examination to determine whether the employee
can perform th essential functions of hikér position. Failure to return to work when directed will
result in appropriate disciplinary action up to and inclugliagsibletermination.

SECTION 53. MODIFIED DUTY (Revised 4/01/2014)

It is the goal of the City, with theooperation of all departments, to locate and assign restricted work
assignments when necessary and feasible, to employees who are temporarily restricted from performing the
essential functions of his/her job as a result of a work related ewadarelagd injury or iliness. If an

employee is releasedybhis or her physician for modified ut vy , the employeeds | ol
assignment(s) will be evaluated for a determination of whether a temporary position is available in which the
Citycanuseth empl oyeeds | i mited ser viAssigmsnenttomodified woekrismto r ar
the discretion of the Department Heathe Department Head should notifye Director of Human Resources.

No overtime may be worked by any employees plagedodified duty statuslf no acceptable modifieduty
assignment can be found, the employee will be placed on inactive status until released by the physician to return
to hisher regular duties

A. General Provisions:

1. All provisions of this policyapply to work related injuries/illnesses unless specifically noted
otherwise within this policy. Nowork related injuries/illnesses will be handled on a 4Bse
case basis at the request of the employee and at the discretion of the Department Head and
Director of Human Resources.

2. While on modified duty assignmerit,he Ci ty wi | | continuehet o pe
employeé s group medi cal , dent alT he veée mp bligiljlecaendds |
dependentsvill remainon the applicablenedical dental, vision and life coverage through the
Citybébs group health plan as | ong as:

a. The employee pays the premium for dep
on a timely basis either through payroll deduction or personal payment; and
b. The employee istill an active employee and meeting thequirements for

modifiedduty as stipulated in this policy.
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3. The City will maintain the employment of an individual who is temporarily restricted from
performing the essential functions of his/her job as dtreba workrelated injury or iliness for
a maximum of 90 calendar days. The-d¥y period begins on the first day of medical
certification. An employeeshall notbe permitted more #&n one 9@ayperiod of modifiedduty
assignments in one calendar yesuless approved by the City Manag@exception: Civil
Service personnel will be handled according to Texas Local Government Cloalgter 143
ard local Civil Service Rules and/agreements.

4. For the purposes of this policy, a watéy consists ofight (8) hours, however, the time limits
will be converted to shift equivalents for persons regularly assigned to other thdmoan 8
workday. (A regular workday for Fire Civil Service employees is counted as 12 Hours.
regular workday for Police PatrDivision employees is counted as 8.4 hagurs.

5. When an employee returns to work on a modified duty status for less than a regular work shift,
accrued paid leaymaybe used to offset the difference in hours if the employgetigeceiving
wo r k e rpendatian danefitor the same time period

Modified Duty Assignments: (Added 1/01/05)

1. An employee will be considered for a modified duty assignment when physical restrictions
placed on him/her by the treating physician do not allow the employeerform the essential
functions of his/her job.

2. The employee must provide to Human Resources Department a written release or work status
report from the treating physician stipulating the following:
a Specific restrictions;
b. Period of time duringvhich the restrictions apply;
C. Date on which the employee may return to work for restricted duty;
d Date of the employeeds next physician
e Expected dte on which the employee may be fully recovered and able to
perform the essentialifctions of his/her job without restrictions.

3. The Department Head or Supervigsr responsible for identifying specific modified duty
assignments available within his/her department based upon the recommendations by the
treating physician as outlined the work status report.

4. A modified duty assignment will be made within the department/division in which the injured
employee works if one is available which is within the scope of the restrictions.

5. An employee placed on modified duty shallgsad at his/her regularate of pay for any hours
worked even though he/she may be required to work in a different department and perform
duties not containedithin his/her current job description

6. An employee on modified duty may be assigned severaktgpwork at various locations and
times, necessitated by changing medical restrictions or by completion of all available work of a
particular type at a particular location.

7. Empl oyees on workerso6 compensat i omwrontactedbyar e
his Supervisor or Department Head and notified of the modified work assignment, start time
and location. If the employee rejects the modified work assignment, he/she saihtoa bona
fide offer of employment letter from Human ResourBaectorindicating available modified
work duty assignment. The employ@ist respond in writing within @ork days of receiving
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the written notice. The employdé@s the option to accept or reject the offer of modified work
assignment.

8. If the employeeaejects the modified work assignment, the employee will not be eligible to use
accrued leave in order to receive any type of salary and may be placed on leave without pay,
and may be subject to termination as provided in this section. In additionhiérisjury is
work related, he/she will not be eligible f6alary Continuatio®enefits

9. Modified duty assignments are temporary and not intended to create permanent jobs. Modified
duty assignments may be eliminated at the Ci

10. Should an employee fail to adhere to the C
restrictions, the employee may be subject to dis@pjiraction, up to and includingossible
termination

C. Returning To Full Duty StatugAdded 1/01/05)

1. Prior to returning to full duty, an employee must presenhissher Supervisor antluman
Resource®epartmentan acceptable medical release from his/her treating physitiaman
Resources Bpartment will provide the treating physician with a copy of thpénoy ee 6 s |
description. The treating physician shall evaluate the employee prior to release to full duty
based on the duties and requirements of the

2. The City will make every possible effort to restore the employee todbkitign held by the
employee prior to being placed on modified duty, or tmaparableosition withequivalent
comparablgay and benefits for which he/she is qualified to perform.

3. The City reserves the right to require an independent physical/neestad e s s me nt at
expense, upon the return to work of an employee from a work related avankrrelated
disability, illness, injury or medical condition.

4, This policy is not an empl oy me n t-willewploynmmeamtct an
status. The City or the employee may terminate its working relationship at any time, for any
reason.

D. Termination: (Added 1/01/05)
Employees who are restricted from performing the essdntiations of his/her job as a result
of a work relatedr nonwork related injury/iliness may be terminated based upon one or more
of the following:

1. Evidence that the employee will not be able to perform #semial functions of his/hg¢ob
with or without reasonable accommodations witlid calendar day of modified duty
(Exception: Civil Service personnel will be handled accordimg Ttexas Local Government
CodeChapter 14&nd local Civil Service rules and/or agreeménts.

2. An empl oyeebs refusal t oograna or failue @ poaperatevithn a r
rehabilitation efforts as directed by the treating physician;

3. An empl oyeeds r ef us al duty &ssigntheatdoe whicim themplopeeisa mo d |
qualified;

4. The employeebs refusal ttbatiswithimhe ghysicalpardmetdrst y a
provided by the treating physician;
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5. The employeebds fail ur e st refjutatiohsand/oreCaybriarbldsi s h e d
and regulations;

6. The failure of the employee to present satisfactory medical certificatibis / her inability to
return towork, either in a limited duty capacity or to regular duty accordinthe timetable
established in the policy, or upon request by the City;

7. Falsification or misrepresentations made by the employee concerningr lk/gical condition
or capacity;
8. The failure or refusal of the employee to return to regdlay on the date specified lige

treating physician;
9. The employeeds failure to provide wqgrk statu
10. Theemployee becomes disabled, ill, injured or acquiresedical condition as a resat his/

her own willful misconduct or gross negligenaes determinedby the City Manager, after

consultationwith the Director of Human Resourcesand the City Attorney;

11. The employee is found to be participating in any actiwitgluding outside employmeiaind/or
self-employment that violates the medical restrictions; or

12. The employee fails to report his/her participation in any other @mpnt, including self
employment, while on medical leave and/or while on modified duty.

SECTION 54. MOTOR VEHICLE ACCIDENTS (Revised 4/01/2014)

All accidents involving City vehicular equipment must be reported immediatelyhtee e mslperyisere 6 s

Failure to report any accident, however minor, or to comply with the following accidents procedures, may result
in disciplinary action.

The operator of a City vehicle shall take the following actions when involved in an accident:

1. Stop immediately.

2. Keep the accient from becoming worse by warning other drivers.

3. Render aid to injured and stop severe bleeding. Move injured persons as little as
possible to avoid further injury or bleeding.

4, Notify police immediately by radio or telephone.

5. Make no admission of fautir negligence to anyone. Be courteous but do not discuss
the accident except with the police and do not sign any statements or releases for
anyone.

6. Exchange name and address with drivers of other vehicles involved

7. Write down license numbers of all velaslinvolved.

8. Complete appropriate accident report formeifdentVehicle Accident Report Form,

and Empl oyeebs R&ppendies and send mepant rofy accidentete
Human Resources Departmdiyt noon of the following day.The Human Resources
Department should be notified immediately if &1 injury or death is involved or if
the situation warrants a drugr alcohol test asspecified in the sections on
A Al c oh dse/amiiTestn® ol i cy o
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VI. USE OF CITY PROPERTY

SECTION 55. USE OF CITY PROPERTY

A. Each employee will be responsible for maintaining and operating City equipment in a safe manner.
Equipment assigned to personnel to perform a task or duty will not bedadodeit will be the
empl oyeeos responsi bi |l idngncetand ogesatom is gerfdrnmed bn spid o0 p €
equipment to prevent unneeded and costly damage or repairs to equipment resulting from a lack of such
preventative maintenance or from abuse.

D. The use of Cityowned equipment, supplies and/or material, for persosalby an employee or any
other person, is strictly prohibited.

E. No City vehicles may be taken home unless authorized by the Department Head and the City Manager.
(See section on fAUse of City Vehiclesod.)

F. Employees will not permit unauthorized personside in City vehicles, except such persons who are
required to be conveyed in the performance of duty.

SECTION 56. CELL PHONE USE POLICY (Revised 4/01/2014)

A. PURPOSE

The purpose of this policy is as follows: 1) to provide information for the fibesiness cell phones and to

ensure such equipment is used in the most efficient and professional manner. The issuance and use of cell
phones for official city business shall be in accordance with these procedures; 2) to provide information for the
use ofbusiness cell phones or personal cell phones while driving city vehicles or operating city equipment; and
3) to provide information for the use of personal cell phones in the workplace.

B. ELIGIBILITY AND ACQUISITION

The assignment of acellphonebims s ed on an e mpl oy e eviagcommueichtioh withthe mme d
empl oyeeds office, other City departments, outside
must be fully justified and approved by tBepartmenHead prior to aremployee acquiring a cell phone. The
assignment of cell phones should not be considered a benefit to City employees but a necessary tool in service
delivery and official business.

C. PROCEDURES
All City-issued cell phones will be acquired through thietCy 6 s currently approved

current City purchasing procedures. It shall be the responsibility @f¢partmentead to verify that sufficient
funds are budgeted for the monthly operational costs associated with cellular equipméenphddel

expenditures wildl be charged to each department6s
Finance Director. All cell phones should be at the least expensive plan available to the City that will provide the
necessary service. Depament s shoul d pool mi nut e sDepatineenHead gshalt o p r i

determine an employeeds plan needs iDepaamect @addhahce w
be responsible for disseminating this policy and procedures wiidrfimer respective department.

D. USE OF CITY-ISSUED CELL PHONES

1. Cell phone billings may be subject to disclosure under the Public Information Act.
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2. An employee will be required to pay replacement or repair cost for any lost cell phone and
equipme nt or f or any damage to a phone or equi |
carelessness.

3. An employee must surrender the Gitys sued cel | phone wupon req
supervisor oDepartmentead.
4. The City reserves the right teview, audit, and inspect Ciigsued cell phone records at any

time, with or without notice.
E. PERSONAL USE OF CITY-ISSUED CELL PHONES

All City-issued cell phones are a public resource and should be used for personal telephone calls on a limited
basis only, as determined by the respectepartmentDirector. The City recognizes that unforeseen
circumstances develop in which personal calls may need to be made or received essauéitgell phone. In

the event an employee makes a personal cail &icCityrissued cell phone, the employee will timely reimburse
the City for personal mi nutes that cause the total

The City may review cell phone usage, text messages or other transmissions oeissu€ityell phone. The

City reserves the right to monitor all activity with or without notice to the employee and users should have no
expectation of privacy or confidentiality when using City issued equipment. This petmyds to any mobile
communication dvices as well

F. CELL PHONE MISUSE

The following acts will subject an employee to removal of @gued cell phone usage and/or disciplinary
action up to and including discharge from employment:

1. Use of Cityissued cell phones to engage in antivity or communication other than official
City business or personal communication on a limited basis;

2. Failure to provide reimbursement to the City for personal minutes within ten (10) business days
of statement receipt unless otherwise warrantegiiynuating circumstances; or,

3. Any use which violates local, state, or federal law or City policy or procedures.

G. USE OF CELL PHONES WHILE DRIVING OR OPERATING CITY -OWNED VEHICLES
AND / OR EQUIPMENT

1. Employees operating any City nootvehicle above one (1) ton shall exercise extreme caution
when driving and talking on dreebl ophoone, e
should stop their vehicle as soon as safely possible, to use cell phones.

2. Employees operating ar@ity motor vehicle below one (1) ton shall exercise extreme caution
whendr i ving and talking on a cell phoAea.eeol f
option.

3. Employees are prohibited from using a cell phone while operating any equipment.

4. Employees shall not text on cell phones or othebile communication devicesghile driving a

City vehicleor equipment
H. CELL PHONE USE IN THE WORKPLACE

The City recognizes that many employees have cell phones that they bring to work. Gedl plagrbelong to

the employee or be provided for the employeebds use
camera, at work must not interfere with job duties or performance. Employees must not allow cell phone use to
become disruptie or interfere with theirownoraeor ker 6 s abil ity to do their

phones to violate City policy will be subject to disciplinary action, up to and including discharge.
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I. ADMINISTRATION

Each Department Head shall bspensible for the administration of this policy for their department.

SECTION 57. USE OF CITY VEHICLES (Added 4/01/2014)

I. STATEMENT OF PURPOSE:

The purpose of this policy is to establish the rules and procedures governing the assigsenamd, reprting
requirements of city vehicles including takeme vehicles. This policyill implement both federal and state
mandated regulations and city policy and procedures.

[I. ELIGIBILITY

The Department Director may recommend a take home vehicle for doyem|if thefollowing criteria are met:
AThe employee is the primary operator of the vehicle; and
AThe employee resid in Brownwoodr no more than 15 miles from Brownwoaeily limits; and
AThe emjoyee is authorized to drive d@tgvehicle; and
AThe employee rsanot had the privilege revoked; and
AThe City Manager haapprovedthe employedor atakehome vehic.

lll. DEFINITIONS :

A. TakeHome Vehicle is any vehicle that is owned, leased, rented or otherwise undeatégecustody or
contrd of the City and is taken from the City premises after nommaking hours to remain in "home storage"
overnight for the use of a City employeeauthorized representative for a bona fide city purpose.-fiake
vehicles are eithassigned to an ergyee by the Department Headused by employees for -@all purposes.

B. Bona fide City Purposé\ bona fide city purpose is defined as conducting only offiditgtibusiness.

C. Personal UsePersonal use of @ity vehicle isnot allowedexcept for circinstances where the personal use

is performed while traveling to or from work and is of minimal use and minimal deviation from normal route to
or from work Only City employees or authorized individuals may ride in City owned vehiélag.exceptions

to this policy must be approved initing by the Department Heahd City Manager.

D. Exempt VehiclesAccording to Federal guidelines and for purposes of tax calculatilyn certain vehicles
and equipment, particularly emergency and utility service veh{olormally not to include pick up trucks or
vans), designated by Federal law are exeimpthe purpose of increased tax liability. This exemption means
that the taxable inconf the employee assigned one of these vehicles will not be affected.

E. HomeStorageis defined as a vehicle kept attheemo y e e 6 s  r e smudt benstored secdreihfhand | e s
employees must avogltuations that would give rise to a legitimate complaint from neighbors, siudbcaing
streets, driveways, alleys, etc.

F. Non-Exempt VehiclesAccording to Federal guidelines and for purposes ofctgulation only, all other
vehicles of the City that do not meet the criteria to be exemlpicles are classified as "nexempt.” These
nonexempt vehicles normally inclugeckup trucks and vans. By "neexempt" the Federal government means
that a taxiability will be incurred by the employee to whom the use of the vehicle is assigned.

G. Tax Liability.: An employee who has a na@xempt, assigned takeme vehicle willhave amassessment, as

set by the Federal government each year, added to their tanebise for each day of us€he assessment
amount will be determined by the Finance Directdhe assessed amount is addedt toe e mpl|l oyee 6 s
income only for the purposef calculating the tax liability. Themployee assigned the use of a-eaempt
takehome vehicle will be responsible fire tax on the assessed amount.
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H. Assignment/Reporting Requirements for Take Home Vehi@legployees that are toe assigned a tak
home vehicle, whether for daily use or anaatl basis, must beecomnended by the Department Headd
approved by the City Manager.

Below is a partial list of exempted vehicles as outlined in the Federal Register Vol. 50. No. 215/Publie Law 99
44:

1. Clearly marked police and fire vehicles,

2. Delivery trucks with seating only for the driver and folding jump seat,

3. Flatbed trucks,

4. Cargo vehicles with a gross vehicle weight over 14,000 pounds,

5. Passenger buses with a capacity of at least 20nu&sse

6. Specialized utility repair trucks,

7. Unmarked law enforcement vehicles operated by an officer or arson investigatiera full -time

employee, authorized to carry a firearm, execute seeaictants, and make arrests.

8. All other vehicles exmpted by the IRS under special rulings.

IV. PROCEDURES:

A. Department Headwill prepare a written request which witidicate the individuals to be assigned vehicles,
the length of the assignment, tloeation of home storage, the vehicle type and remamd a bona fide ity
purpose foreach assignment. This request will be reviewed annually by the Departieadtand be
accompanied by an acknowledgement form sigmedhe employee acknowledging having read and received
this policy. The Department Headill s u b mi t t hei listtadthepGity Mamegar fob approval by
October 1 of each year.

B. Madifications to the takbomelist will be reported to City Manager as they occur

C. For security purposes all records for Police undercover vehidldsewnaintained irthe Police Department
following approval by the City Manager.

V. GENERAL PROVISIONS:

A. City vehicles are to be used only for conducting official city business. The City refeeveght to search
City vehicles at any time, for amurpose. Employees have expectation of privacy in City vehicles. Use of a
City vehicle is a privilege ocdmployment, not a right.

B. The operation of City takkome vehicles by neeamployees is not allowed.

C. All precautions shall be taken to eresttve safety and security of Cityekicles. Thisincludes, but is not
limited to, locking all doors and/or compartments, removing ealyables from view in the vehicle, and
properly parking vehicles in accordance vattplicable laws and ordinances.

D. Employees authorized to take a vehicle home must drive the vehicle to and fronbywitek most direct
routeor with only minimaldeviationfrom the direct routeThe location of home storage for a Gighiclemay
not be further than 15 miles from the Citylimits unless approved in writinigy the City Manager.

E. Other employeesnay ride in a City vehicle as long as the bona fide city purpose is noaffpooling or
commuting on a regular basidEExample Inclement WeatherSchools and Conferences, etce acceptable
reasons for carpooling.
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F. If an accident occurs while usiagCity vehiclg the employee and their supervisbiall report the accident to
their Department Headnmediately but no latethan 30 minutes after the accident occurr@ddrug am/or
alcohol test will then be administered as described i€thet y 6 & AldhouTegsting Policy.

G. City employees involved in acci de empoymeantol Witk not
approveduse ar e r espons.iandingfromtheacadent. | i abi |l ities

H. Smoking and the use of tobacco produmtslectronic cigarettes prohibited in all City vehicles and
equipment. This policy applies to all employ@éghe City of Brownwoogdvolunteers or employees of other
agencies erforming work for the City. It shall also apply to any member of the general public who has access
to a City vehicle as a passenger. The assigned vehicle operator is at all times responsible for insuring that no
one smokes or uses tobacco prodoctslectronic cigarettes the vehicle.

I. Employees may naostore, possess or use alcohol or other controlled substances opdieting or in
possession ainy City Vehicle assetoutdrer t he Ci t y O6TestingRPolicg & Al cohol

K. Employees and sepvisors who fail to comply with the requirements of this policy will be subject to
di scipline as described in the Citybés discipline poc¢

SECTION 58. INTERNET USE, ELECTRONIC MAIL & SOCIAL NETWORKING
(Added 4/01/2014)

This policy sets forth the Gi's guidelines in regards to the access and use of the Internet, dpst@neation of
web pages, email, and use of other social media.

A. USE OF INTERNET
Ontline services and the Internet, like other City property, are to be used for City businessepuOnly
employees specifically authorized by the City may accedmerservices and the Internet.

B. PERSONAL ACCESS OF THE INTERNET SYSTEM

Occasional use of dine services and the Internet system for personal reasons is anticipated. However,
enployees should exercise good judgment and restraint when accesding services and the Internet for
personal reasons. Further, personal use of the Internet system should be very limited and must not interfere with
the performance of job duties. Depag nt Di rect ors and Supervisors have
i nternet access if the employeebs personal access
performance.

C. COPYRIGHT INFRINGEMENT

The authority to load any sofase on City computers is limited to the Director of Information Technology or
the Directords designee to prevent any possible co
Internet users shall not duplicate or download from the Intemetmail any software or materials that are
copyrighted, patented, trademarked, or otherwise identified as intellectual property without express written
permission from the owner of the material.

D. PERSONAL PASSWORDS

The Director of Information Teclml ogy or t he Directorés designee has
password and give Management access to an employee's computer in order to insure compliance with City

policy. An Employeeds content o0 nreunderyan @pentrecords cequest nt r

E. INTERNET ACCESS MONITORED

An employee's access of-tine services and the Internet constitutes the employee's implied consent to a review
of the employeebs use of t he i nt reuous ertrandom lnegiewlbyn t e r n
Management in an effort to maintain and raise standards for customer service, to enforce limited personal use
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and to ensure policy compliance. The City reserves the express right to monitor, in any way, the activities of
employeesvhile accessing the internet, or review the contents of stored internet access logs.

F. PROHIBITED ACCESS TO INAPPROPRIATE MATERIAL
Access to the Internet may not be used for harassment, embarrassment, or for any fraudulent, sexually explicit,
profane obscene, intimidating, defamatory, or otherwise unlawful or inappropriate purpose.

G. SOLICITATION

Internet access shall not be used to solicit, advertise, or otherwise market for outside business ventures, personal
parties, social meetings, chariti@sembership in an organization, or other matters not connected to the City of
Brownwood.

H. CONTENT FILTERING

The City of Brownwood reserves the express right to implement any type of internet content filtering or web site
blocking to protect City resoces from damage, or data corruption and to filter inappropriate material. Requests
for access to blocked content should be sent fronm
Director ofInformation TechnologyorthBi r ect or 6s desi gnee.

I. ELECTRONIC MAIL COMMUNICATION

Electronic mail communication includesriail, instant messaging and other general electronic communication.

It refers to all electronic communication that is sent, received, downloaded, or stored when using the City of
Brownwood Information Technology System, regardless of method or entry or retrieval. Access to personal
internet email systems such as accounts with Yahoo, Hotmail, etc., are subject to provisions stated within.

Use of electronic mail communication is pemedt for city businesselated purposes only. Users must
remember that-enail messages are not a form of private communication. All messages that are created,
received, and/or stored using Information Technology are considered the property of the B2awimivood

and are subject to the Texas Public Information Act (formerly the Texas Open Records Act), the City of
Brownwood Record Retention Policy, and must be in compliance with the Health Insurance Portability and
Accountability Act (HIPPA). All emailsshould be maintaingoy useraccor di ng to the City
policy and follow all set record retention series ¢

Prohibited conduct or inappropriate use -whail communication may include, but is nahiied to:
1. Engaging in illegal,faudulent or malicious activity.
2. Creating, storing, maintaining, or sending jokes, racism, political views, chain letters, or
sexuallyoriented material. Messages must not include any offensive, abusive, harassing,
threatening, or obscene material.

3. Using email communication for any commercial promotional purpose, including personal
messages offering to buy or sell goods or services.

4. Subscribing to nowity businesselated mass communication subscriptions, greak mailing
list servers, discussion threads, and newsgroups.

5. Utilizing communication resources for charitable endeavors not specifically sanctioned by the
City.

6. Conducting political campaigns or other rgity related activity.

When an employee ases employment with the City, regardless of reason, the Human Resources Department
wi |1 notify | T Department. Upon the | ast day of e
disabledandwill be archivedaspet he Ci t y6snpokcg ord retentio

J. CITY SPONSORED SOCIAL MEDIA
The City of Brownwood understands that social networking and Internet services have become a common form
of communication in the workplaceAll City of Brownwood social networking activities are subject to open
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records laws. This includes all types of social im€dx: Twitter, Facebook, Youibe, Blogs, Internet message
boards, etc.).

Employees whearticipate in social networks as a City employee should adhere to the following guidelines:

1. City policies, rulesregulations and code of ethics (SecticA 4f the Personnel Rules & Regulations)
apply to employees who engage in social networking activities while conducting City business. Use of
your City email address and communicating in your official capacity ednstitute conducting City
business.

2. City employees must notify their supervisors and the Information Technology Department if they
identify a City business need to create a social networking site or service to conduct City business, prior
to the creatn of such a site.

3. Department Headwith the approval of the City Managbave the option of allowing employees to
participate in existing social networking sites as part of their job duties. Department Heads may allow or
disallow employee participation any social networking activities in their departments.

4. Protect your privacy, the privacy of citizens, and the information the City holds. Follow all privacy
protection laws, i.e., HIPAA Privacy Rule, and protect sensitive and confidential City information

5. Follow all copyright laws, open records laws, retention laws, fair use and financial disclosure laws and
any other laws that might apply.

6. Do not cite vendors, suppliers, clients, citizens;wookers, or other stakeholders without their

approval.

7. Do notuse ethnic slurs, profanity, personal insults, or engage in any conduct that would not be
acceptable in the Cityds workpl ace. Avoi d comme
inflammatory.

8. Frame any comments or responses in a respectfitjygp and businesslike manner. Do not engage in
arguments in an online setting. Be clear, but not defensive.

9. Add value to the City of Brownwood through your interaction. Provide worthwhile information and
perspective.

10. All City of Brownwood information tht is considered nepublic in nature must be protected. Respect
and maintain the confidentiality entrusted to you. Do not divulge or discuss proprietary information,
personal details about other people or other confidential material. If a person reqiestsnent refer
that person to the City Secretary.

11. Stick to your area of expertise and provide unique, individual perspectives.

K. PERSONAL SOCIAL MEDIA USE

The City of Brownwood recognizes that employees have the right to use and maintain persorisds/¢etics
engage in social networking. However, the line between public and private activity has been blurred by these
social networking tools, which is the primary reason these guidelines were developed. Information from your
personal Facebook page, blegtries and tweets even if they are intended as personal messages between
family and friendsi can easily reach beyond your intended audience and represent you and the City of
Brownwood to the outside world. For that reason, thg Gits i Co d e (see frelatEdt skctiprandothe

Ci t policyson communications and technologgeushould be your guides when you use these tools. Here are
some additional guidelines for employeesd personal

1. Recognize that everything you post oraiee on a social media site is public. Anyone with access to

the web can gain access to your activity on social media sites. You are responsible for the content you

post.

Remember that your personal and professional lives overlap in your online activity.

Before posting, consider how your comment or behavior would be received if it appeared in the mass

media. In other words, behave as if you are in any other public setting.

4. Use privacy settings to keep items you share with friends and family separateHabiyowr share with
yourworkr el ated fAfriends?o.

wnN
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5. Make it clear that you are speaking for yourself and not on behalf of the City of Brownwood. If you
publish content on any web site outside of the City of Brownwood and it pertains to the work you do or
subpcts associated with the City, wuse a discl ai me
not necessarily represent the City of Brownwood
Avoid personal attacks and do not criticize other City employees or departments.
Do not use ethnic slurs, profanity, personal insults, or engage in any conduct that would not be
acceptable in the Cityds workplace.
8. All City of Brownwood information that is considered npublic in nature must be protected. Respect
and maintain the coitfentiality entrusted to you. Do not divulge or discuss proprietary information,
personal details about other people or other confidential material.
9. When in doubt about any online activity, contact the Information Technology Department.

~No

For additionalgd ance on personal access of t IseetionC(B.} of this | nt
policy.

L. EMPLOYEE OWNED EQUIPMENT

The City of Brownwood prohibits the use of employsened equipment being directlytached to Information

Technology equipm. Examples of employe®vned equipment include, but are not limited to the following:
Persoaml digital assistants (PDA), pable hard drives, laptops, desktops, digital cameras, video game
systems, and/or MP3 players. Exceptions to this section gr®yse owned equipmefdr which the
employee receives a reimbursement; such as mobile phone and mobile data devices utilized for business
purposes. Personal USB drives used for file storage are allowed, but must be strictly managed and
checked for mali@us files before tsaching to Informatiormechnology equipment. This section does
not pertain to employseaccessing Informatiofiechnology equipment, through the Internet via secure
access. Examples include, but are not limited to secure Outlook WelssAamail and secure access
totheGtyds website content management system.

M. FILE STORAGE
Users should refrain from storing personal files such as documents, photographs, graphics, music, etc. on any
device classified alsformationTechnology.

Information Technology Departmenperforms nightly backups of all network system files and documents;
therefore all city business related documents must be stored on network drives. Files and documents stored on a
userd6s desktop or kedap.al drive wil!/ not be bac

N. REMOTE ACCESS (VPN)

The policies and procedures contained her®Mirma appl y
Private Network (VPN) Service. All other policies coverthg use of Informatioechnology by authorized

users arestill in effect when resources are accessed from remote locasowell as all regulations governing

the protection of aofidentiality and integrity of @y information such as the Texas Public Information Act, the
City of Br own wo o d dlisy, dRatheoHealth IRsaraneenPortatility and Accountability Acct
(HIPAA). Any remote linkage through the VPN Servicectnsidered an extension of the € y 6 s net wa
systems and is subject to all security and appropriate use policies.

O. REMOTE ACCESS FOR USERS (VPN)

Users that require access to the Cityds network sy
user name and password. All requests for remote access must béeslibonthe Informationrechnology
Director for approval. Whl e accessing the Cityds network syste
conditions contained within this policy shall apply.

P. DISCIPLINE
Improper access and use of the Internet could result in disciplinary action, up to and inplosiitge
temination. Anyviolations of this policy oabuse of City computers, equipment, or resources which indicates
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improper or excessive use will be considered misconduct and neglect of duty, subject to disciplinary action up
to, and includingpossibleterminaton.

VIl. DISCIPLINE, GRIEVANCE S & TERMINATIONS

SECTION 59. DISCIPLINARY SYSTEMS AND SUSPENSIONS (Revised 4/01/2014)

To the greatest extent practical, the City will use a progressive discipline system. The City, however, is not
obligated to use all of thprogressive disciplinary steps. Additionally, the City may begin the disciplinary
process at any level, up to and including termination, based upon the severity of the infraction. All suspensions,
demotions, discharges, or resignations in lieu of tertising of employees, regardless of probationary status or
employment categonpérttime, seasonal, etc.), shall be approved by the Human Resources CaretiGity
Managetprior to action being taken.

1. Levels of Discipline

a. Oral Warning The oral warnings a conference, discussion, talk, or any other form of oral
communication between a supervisor and employee in which the intent is to correct
unsatisfactory job performance or conduct. Supervisors will document in their files oral
warnings given to theiemployees, citing at a minimum the date of warning, content of the
warning, and expected action to be taken by the employee to avoid further disciplinary action.

b. Written Reprimand: The written reprimand may be used to document, in writing to the
employee the unsatisfactory job performance or conduct that has been demonstrated by the
employee. The employee will be requested to sign the reprimand. If the employee refuses, the
supervisor present shall document on the reprimand that the employee wasthgiven
opportunity to sign but refused. A Personnel Action Form shall accompany the written
reprimand. The employee shall be given a cop

c. Suspension With Payln unusual circumstances, and employee may be stisgenith pay
with the approval of the City Manager.

d. Suspension Without Pay:Suspensi on without pay may be
unsatisfactory job performance or condoat or off the jobrequires more severe disciplinary
action than a written reprimandA suspension must be no less than-loalé workday and no
more than thirty calendar days for any single disciplinary incid&mployees on disciplinary
suspension without pay may not use compensatory, vacation, or sick leave to recuperate the lost
time.

e. Disciplinary Demotion:!A di sci pl i nary demotion is the red
a result of action initiated by the City. Disciplinary demotion should only be considered as an
appropriate form of act i oneowdorductiduhsatisfactoyinoy e e
the current position, and it is determined that the employee should be retained in a lower graded
position.

f. Termination or DischargeTermination or discharge is an involuntary discharge from the City.
Terminations may @ for disciplinary or noisciplinary reasons.

2. Filing of Disciplinary Actions
A signed copy of all reprimands, suspensions, demotions (disciplinary and voluntary), and
terminations shall be promptly submitted to the Human Resources Director foridncinsthe
empl oyeeds Human Resources file and may only
Chapter 143 ocalGovernment Code Municipal Civil Servicehere applicable.

3. Affect of Disciplinary Termination
a. Employees terminated as aresuldof sci pl i nary action are | eavi
are not eligible for rehire.
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In the interest of good discipline, a Department Head may suspend an employee without pay for up to thirty (30)
calendar days. The reason or reasons for suspemsidre explained to the employee. The remarks section of

the Personnel Action Form shall include reason or reasons for suspension and a copy of this form shall be
furnishedto the suspended employee and the Human Resources Director.

The City of Brownwod may suspend an exempt employee without pay for one or more days for violating
generally applicable written policy prohibiting sexual harassment, workplace violence, safety violations and/or
other policy violations, which are considered serious or grigvou

During investigation, hearing or trial of an employee on any civil cause or criminal charge when suspension
would be in the best interest of the City, an employee may be suspended without pay for the duration of the
proceedings. A ywerwdildt noafk el tdchte guwislpended empl oyee
terms and conditions as may be specified by the Department Head and approved by the City Manager.

SECTION 60. GROUNDS FORDISCIPLINE AND/OR TERMINATION (Revised 4/01/2014)

Employment with the City of Brownwood is for néfixedo or definite term. All employment by the City of
Brownwood has been and continues to beilit except for those positions that may have a written contract
approved by th€ity Council. Both the employee alfor the City have the right to terminate employment at any
time, with or without notice, and with or without cause. These Personnel Rules and Regulations do not
constitute a contract of employment with the City.

Although adherence to these polices ismigidered a condition of continued employment, nothing in these
policies alters an employeeds status and shall not
Employees remain free to resign their employment at any time for anyreasn, without notice, and the City

retains the right to terminate any employee at any time for any or no re@mmtheactionon A Emp | oy me
at Wil |l and Appl iThe &altuie lofian gmplaydée giRPeate natide eequired under thecton

on @ Se praorna tB nopnl roby pnecinde future employment with the City.

Grounds for termination include but are not limited to the following. The City reserves the right to determine
the degree of violation and take appropriate action to maitita functions and order of the organization.

A. Disciplinary Terminatiori Discharge of a fultime employee resulting from disciplinary termination is
appeahbleto the City Manager as set forth in these rules:

1. Unsatisfactory Attendance.

Abuse of approed leave.

Tardiness.

Failure to report to work without timely notification.
Failure to follow procedures for requesting or using leave.
Unauthorized absence from work site.

Excessive absences from wofRkdded 4/01/2014)

~PpoooTw

2. Negligence or Indifference in Periming Job.

Neglect of duty.

Loafing.

Carelessness

Lack of initiative.

Lack of cooperation.

Failure to remain at workstation.

Sleeping or otherwise being inactive during work hours.
Inefficiency.

S@mo o0 Ty
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Performing or conducting personal business during workingsho
Abuse of eating or rest periods.

Interfering with work of others.

Discourteous treatment of the public or other employees.

Incompetence or unsatisfactory Work Performance.

T TSe@meo0o

Inability to performing the duties of the job.

Inefficient or unproductive betvior.

Violation of departmental rules.

Deliberate or careless damage to property or equipment.

Unsatisfactory quality or quantity of work.

Inability to work effectively with other employees.

Inability to adjust or adapt to changing work requirements.

Failure to make requested changes in job performance.

Repeated disciplinary action for minor infractions of policy or procedure.
Incurring an expense or liability for the City without proper authorization.

Insubordination.

a.

b.
c.

Failure or refusal to perform asseghwork or fully comply with instructions or
orders as requested by appropriate authorities.

Failure or refusal to fully cooperate with official investigations.

Acts of defiance toward a superior including but not limited to arguing about
assignments, taillkg back, and deliberate attempts to undermine or put the
superior in a false light.

Violation of safety rules.

a. Unauthorized removal of safety guards, fire extinguishers or other equipment
designed to protect employees or equipment.

b. Failure to use safeyquipment or to follow safety practices or rules.

C. Careless, neglectful or improper use of tools or equipment.

d. Causing injury or damage to person or property through negligence or
deliberate action.

e. Causing a preventable accident or injury.

f. Failure to repdrmaintenance deficiencies or properly maintained equipment.

g. Operating equipment in an unsafe manner.

h. Violation of traffic laws.

i. Excessive injuries and/or vehicle or equipment accidents.

Dishonesty.

a. Stealing or taking City property without prior authotiaa.

b. Misuse of funds.

C. Misrepresentation.

d. Cheating.

e. Providing false or misleading information or omitting material information
during course of an official investigation.

f. Forging or otherwise falsifying official reports, records or documents.

g. Misusing paideave.

h. Unauthorized use of official documents or information.

i. Releasing or making known in any manner confidential information without
authorization.

J- Failure to properly account for City documents or property.

k. Misuse or unofficial assumption of authority;, destruction of documents or

property without authorization.
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10.

11.

12.

13.

14.

Disturbance.

a. Fighting, using profane, abusive or threatening language.

b. Usingunnecessary loud or boisterous language.

C. Offensive or lewdconduct.

d Spreading false reports or otherwise disruptime harmonious relations of the
workplace.

e. Possession of unauthorized firearms, explosives or lethal weapons on City
property of job site.

f. Engaging in disruptive personal behavior.

Alcohol or Drugs.

a. Violation of the Cityds Substance Abu:
b. Failure to pass a drug test required as a condition of continued employment.
C. Possessing, buying or selling, or transferring illegal drugs or drug paraphernalia

while performing assigned duties during working hours or while on breaks or
lunch periods.

d. Consuming o being intoxicated by use of drugs or alcohol while performing
assigned duties or while operating vehicles or equipment during working hours.

e. Reporting for work while under the influence of drugswhile intoxicated
from consumption of alcoholic beverage

f. Alcohol or drug intoxication in public while off duty if such behavior adversely
reflects uporhis/heremployment as a City employee.

g. Refusal to take a controlled substatest or alcohol test as directadderthe

Sectioson @A Al cohol / DOriungg 0Uspeo la ncd eTse s

Unlawful Conduct.

a. Conviction or disposition other than acquittal, including probation or deferred
adjudication, of any criminal offense except Class C misdemeanor traffic
offenses.

b. Engaging in any unlawful activity or actions showing lamk good moral
character.

C. Indecent, provocative or offensive behavior or any unlawful activities.

Conduct Inconsistent With Interests of the City.

a. Violations of the City Charter, Civil Service Rules and Regulations, City

Departmental policies and directiver other policies addressed in this manual.
b. Actions that demonstrate disloyalty to the goals and objectives of the City.
Solicitations.

Solicitations of funds or anything of value for personal profit from either employees of
the public during work houngithout prior authorization from the City Manager.

Personal Appearance.

a. Failure to dress appropriately and in good taste in relation to assigned job
duties.
b. Failure or refusal to wear assigned uniforms in the manner prescribed.

Acceptance of Gifts.
a. Accepting significant gifts or gratuities from individuals or firmsvhich the
City does business or an individual or firm seeking City business.

Sexual Harassment.

Revised 4/01/2014
72



a. Violations of the Citybds Sexual Har as:
b. Failure to cooperate ithe conduct of an investigation of sexual harassment.

15. Political Activity. (Revised 7/01/2009)
City employees will not be appointed or retained on the basis of their political support
or activities. City employees are encouraged to vote and to exetioesepeerogatives
of citizenship consistent with state and federal law and these policies. City employees

may not:

a. Use his/her position or office to coerce political suppwrtoppositionfrom
employees or citizens.

b. Use his/heopfficial authorityto interfere with or affect the result of a campaign
issue, an election or nomination for public office.

C. Use working hours or Citgroperty to be in any way concerned with soliciting

or receiving any subscription, contribution or political service tcutate
petitions or campaign literature on behalf of an election issue or candidate for
public office in any jurisdiction.

d. Hold an appointive or elective office of public trust where service would
constitute a direct conflictfonterest with City emplpment Upon becoming a
candidate or otherwiseleciding to seek or assuran office that would
constitute a direct conflict of interesith City employmentan employee must
immediately resign or will be dismissed upon failure to do so.

16. Secondary Employant.
a. Engaging in activities related to secondary employment during normal working
hours or while performing secondary employment which would reflect
unfavorably upon the City or impair performance of job duties.

b. Use of City facilities, equipment, supplies, time for engaging in secondary
employment.
C. Use of information gained during employment for personal profit or gain.

17. Dereliction of Duty.

a. Failure to report and take appropriate corrective or disciplinary action.
b. Failure to observe and abide by the giel of the City.
C. Failure to report or document violations of policy or procedure.
18. Failure to Maintain Minimum Job Requirements.
a. Failure to maintain or secure licenses or certifications required as a condition of

performing the job.

SECTION 61. WHISTL EBLOWER ACT (Added 4/01/2014)

The Texas Whistleblower Act was enacted by the Texas Legislature to protect public employees who report
violations of law by their governmental employers. For a City employee to be protected by the Whistleblower
Act, the enployee must:

Report a violation of the law;

2. Issue the report in good faith;

3. Report the violation to an appropriate City staff (ex: Department Head and Director of Human
Resources), and

4, As a result of making the report, the employee is sudgmbnterminated or suffered some

adverse employment action.
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If you believe that you have suffered an adverse employment action as a result of making a good faith report of
a violation of the law, please notify your supervisor or the Director of HumanuResoto discuss your
concerns. It i's the Cityods policy that no empl oy
reporting of a violation of the law.

SECTION 62. GRIEVANCE PROCEDURES (Revised 4/01/2014)

It is the policy of the City thatreployees should have an opportunity to present their weddted complaints
and to appeal management decisions through a grievance procedure. The @itgmt to resolve promptly
all grievances that are appropriate for handling under this policy.

An appropriate grievance is defined as an empl oyeecd
application of a workelated policy by management, supervisors, or other employees. Examples of matters that
may be considered appropriate geaces under this policy include:

1. A belief that City policies, working conditions, practices, rules, regulations, or procedures have
been applied in a manner inappropriate or illegal to an employee;

2. Treatment considered unfair by an employee, such ascioperreprisal, harassment, or
intimidation;

3. Alleged discrimination because of race, color, gender, age, religion, national orégital status,
or disability;

4. Violation of Whistleblower Protection Act, ex: taking retaliatory personnel action against a
employee or applicant because of disclosure of information by that employee or applicant
concerning the Cityds or supervisorés violati
or a substantial and specific dangepublic health or safetyna

5. Termination.

Employees should notify the City, in a timely fashion, of any grievance considered appropriate for handling
under this policy.The filing of the grievance must be in writing, signed by the employee, and shall include the
following:

1. The names of each individual involved in the grievance either as a party whose action is subject
to the grievance or as a withess;

2. A description of the basis of the appeal sufficient to reasonably appraise the decision maker of
the nature of the grievaer

3. A description of any documentation or physical evidence which should be considered in
determining the grievance;

4, If a grievance involves a violation of law, the City policy or procedure, an ordinance, a state or

federal law, if any, which the ergyee in good faith believes has been violated or may be
relevant to the appeal as well as a description of how the provision is relevant to the grievance
and indicate which law, policy or ordinance has been viglated

5. A statement of the specific remediaction requested by the employee along with the
empl oyeebds signatur e.

The grievance procedure is the exclusive remedy for employees with appropriate grievasiaesed in this
policy, t he t er mshrfieta snoen ayb |fea sthii noenddean faver (8) warlpng dagsgronh ted  w i
date of the event giving rise to the grievance. The Director of Human Resources may grant extensions.

The grievance procedure has a maximum of three stelpss the grievance is against the City Managet
grievance may be resolved at any step in the process. A decision becomes binding on all parties w&henever
employee does not file a timely appeal or when a decision is made in the final step and the right of appeal no
longer exists.
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Employees who feel they haae appropriate grievance should proceed as follows:

Stepl - File the written grievance with the supervisor within five (5) working days of the incident upon
which the grievance is based. If the grievance involves the supervisor, then the employeece®y p
directly to step two. The supervisor should investigate the grievance, attempt to resolve it, and give a
decision to the employee within a reasonable time, not to exceed five (5) working days unless additional
time is needed. The supervisor shoplgpare a written and dated summary of the grievance and
proposed resolution f o Revishdd5/@E0MH)| oyeeds personne

Step2i Appeal the decision to the Department Head,
initiate the proedure with the Department Head if Step One has been bypassed because it involves the
supervisor. This appeal or initial complaint must be made in writing within five (5) working days of the
incident or receipt of thbesopeevimagrbe. prdpess
of the grievance and decision will then be submitted in writing. The Department Head will within five

(5) working days (or longer with the consent of the employee) of the incident or receipt of the

S uper v bpepsedréselutignsas the case may be, confer with the employee, the supervisor, and any
other members of management considered appropriate; investigate the issues; and communicate a
decision in writing to all the parties involved.

Step 3 Appeal an undisfactory Department Head decision or a termination to the City Manager. The
timeliness requirement and procedures to be followed are similar to those in Step Two. The City
Manager will take the steps he/she deems necessary to make a fair and reaswiableand
investigation of the grievance and will then issue a written decision within ten (10) working days. The
City Managerdéds decision is final and binding.

If the employee brings a formal grievance against the City Manager, the formal grievamdzeritusvriting,

signed by the employee, and presented to the Mayor or City Attorney within five (5) working days after the
alleged grievance occurred. The grievance document shall include the same information asaleguiiaed

this section.

A final decision on a grievance is not precedegiting or binding on future grievances. When appropriate, the
decisions will be retroactive to the date of the er

Employees will not be penalized for proper use of the grievance prmesedidowever, it is not considered

proper use if an employee raises grievances in bad faith or solely for the purposes of delay, or harassment, or
repeatedly raises grievances, which are groundless. Groundless grievances subject the employeedoydisciplin
action. Implementation of the grievance procedure by an employee does not limit the rights of the City to
proceed with any disciplinary action that is not in retaliation for the use of the grievance procedure.

The City may, at & discretion, refus proceed with any complaint it determines is improper under this policy
or has become moot. Further, this policy does not alter the emploathetitrelationship in any way.

SECTION 63. SEPARATION FROM EMPLOYMENT  (Revised 4/01/2014)

All separationgrom employment are designated as one of the following types:
-Resignation;
-Retirement;
-Reduction in Force / Lay Off;
-Involuntary Termination / Discharge; or
-Death.

Employees separating from the service of the City, for any reason, shall Iredequsurrender and return to
their department, or other proper source, all record®apdoperty of the City of Brownwood, which may be in
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their possession or custody. Final payroll checks will be held in the Human Resources Office until the
Departmat Head advises that all City of Brownwood properties have been returned. In the event any piece of
City property is not returned, the employee understands that the City of Brownwood may deduct the cost of the
property, in addition to other replacementtsp from all funds owed to the employee at the time his/her
employment is terminated. Final pay for any employees terminating under this section will be issued on the
next regular payroll schedule.

A.

Resignation. An employee may leave the service of Wity in good standing by submitting

notice of resignation in writing to the Department Head at least fourteen (14) days before
leaving. Failure to give such notice shall be entered in the service record of the employee and
shall be considered grounds fdenying future employment with the City. The Department
Head shall submit notice of the employeeds r
the Personnel Action Form, indicating thereon the effective date of resignation and reason for
leaving. Where the best interest of the employee and the City might be served, a Department
Head may ask for the resignation of an employee. Unauthorized absence from work for a
period of two (2) working days will automatically be considered by the Departmentaddesad
voluntary resignation(Revised 9/12/00)

Employees are free to resign at any time and for any reason.

Requests for remployment by former employees will be screened by the Human Resources
Department and handled in the same manner as new aplicaifte Department Head
considering the eemployee for rehire should review theexmp | oyeeds personne
making a recommendation to hire. If the applicant had two periods of prior employment with

the City, the approval of the City Manager risquired before proceeding with the hiring
process. (Refer to the section on ARecruitm

Retirement Where practical, employees should give the Human Resources Department written
notice of their intent to retire at Is830 days prior to the proposed date of retirement in order to
file a written application for retirement wi
Relief and Retirement. A retirement with the City of Brownwood shall be through one of these

two retirement systems in order for the employee to qualify for benefits of a retiree as stated in
the | eave policies and medical coverage pl a
Pl anso)

Reduction in Force / LayoffDepartment Heads shall laff @mployees when necessary due to
changes in duties or organization, or lack of work or funds. When possible, employees who are
to be laid off in one department will be assimilated into other departments by transfer. When
layoffs are required, employeeshall be retained first on the basis of demonstrated job
performance, attitude and efficiency, and second on the length of service with the City.

Involuntary Termination / Discharg@ll employees are employed at will. An employee may

be dischargedtany time. Discharge can be for any reason not prohibited by law. A Personnel
Action Form shall be completed and the remarks section of the Personnel Action Form shall
include the reason or reasons for discharge. Final pay for employees being disehihiged
issued on the next regular payroll.

Death If a City employee dies, his or her estate receives all pay due and any earned and
payable benefits as of the date of death. If probate is not opened, the legal heirs may apply for
payment and shalle requested to provide proper documentation and identification and execute
all documents deemed necessary by the City to receive payment of any earned and payable
benefits or wages.
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SECTION 64. EXIT INTERVIEW

Exit interviews with all employeeteaving employment with the Citymay be conducted by the Human
Resources Department for the purpose of:

A. Di scussing the employeeds reason for | eaving
B. Attempting to locate causes that contribute to employee turnover.

C. Informing theexiting employee of options omsuwance conversion and retirement benefits.

D. Explaining final paycheck and other possible separation pay.

Revised 4/01/2014
77



Revised 4/01/2014
78



SECTION 65

VIIl. EAP PROGRAM, ALCOHOL/DRUG USE & TESTING

CITY OF BROWNWOOD

EMPLOYEE ASSISTANCE
PROGRAM (EAP)

(Revised 4/01/2014)
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EMPLOYEE ASSISTANCE PROGRAM (EAP)
(Revised 4/01/214)

A. PURPOSE

The City will afford employees and their families withe opportunity to seek eonfidential, professional
assessment afut referral for assistance in resolving or accessing treatment for addiwtidapendence on, or
problems with kohol, drugs, or other personal probleraglversely affecting their job performance.
Confidential referrato possibleservices will be providedy the Human ResourceBepartment The cost of
treatment, counseling or rehabilitation resulting from EAP rafewill be theresponsibility of the employee.
The EAP counselor will assist the employeed@termining how the rehabilitation costs can be paid. In most
i nstances, metical benafipplamey e eskdswith appropriate deductibles angaysapplied.

When documented job impaiemt has been observed and identifiedypervisor may recommend participation

in the EAP. Any action taken by tiseipervisor, however, will be based on job performance. When an employee
seeksassistance or is referre a counselor, his or her status and probdeming actionswill remain
confidential and will not be released to other persons except on -dalkealv basis.

The employeewill be required to sign aelease of informatiortonsent form to be retued tothe Human
Resources DepartmenRefusal to participate ilor failure to complete the EA®irected program will be
documented. Should jgierformance not improve after a reasonable amount of time, the employee is subject to
progressive corrective action tgpand includingpossibletermination of employment.

Selfreferral by employees or family members is strongly encouragededitier a problem is addressed, the
easier it is to deal with and the higher the succates While selfreferral in itselfdoesnot greclude City's use

of disciplinaryactions,participation in an EARlirected program may enable the supervisor to allow time for
completion of such program before initiating or determining additional corrective actions.

EAP-related activities, suclas referral appointments, will be treated on the shams as other personal
business or health matters with regards to use of accruel@aidor vacation leave.

The Employee Assistance Program does not tieminany
accordance with the existing employment policies. Participation in the Employee Assistance Program does not
waive the Cityds right to terminate employment at e

B. QUALIFICATIONS FOREMPL OYEE®8S USE OF EAP

1. The employeds requesting assistance ahds voluntarily and completelydisclosed his/her
reason forequeshg assistance through the Employee Assistance Prodam); or

2. The employee is recommended by his supervisor fartigipation in the EAPbased on
documented job impairment or job performance; and

3. The employeebs or usepoé they EARIe nod & resultedqreceisng  f o r
notification that the employemust submit to a drug or alcohol test; and

4, The employe@ s or s uper vise of thé EARs netqg nesuls df a fositive drug or
alcohol test; and

5. The employee ages to follow allrequirements of the EAP program; and

6. The employee has met the requirements of probation for his/her currerdrpositi

C. REHABILITATION/TREATMENT

1. It is the Cityds desire to assist employees
and assistance, however, an employee must acknowledge the problem and seek and accept
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counseling and/or rehabilitatiobefore it impairs job performance and/or jeopardizes the

empl oye

Employees wit

edbs empl oyment .

h drug or alcohol problems that have not resulted in, and are not the immediate

subject of, disciplinary action may request approval to participate in a ligltaii or treatment

program. The

employee will sign an agreement to follow the ruldeedEmployee Assistance

Program An employee may not enroll in a rehabilitation or treatment program in lieu of
disciplinary actioror after a positive drug or albol test The leave of absender EAP may be

granted

in the Cityods sol e di sdecdiag whetherto Fac't

approve the request for EARclude:

a.

b.
c.
d.
e.

Unless otherw

The |l ength of the employeebs empl oy mer
work and disciplinary historgmust have passed probatipn)

The empl oyeebds agreement to abstain f

and follow all other requirements of the rehabilitation/treatment program;

The likelihood of a successful outcome

The employeeds compliance with City poc¢
to conduct in the workplace; and

The resulting hardship on the City due

ise required by law,t i s the Ci tvgparticipgiianliniteyeAPt 0 ap

only once during the course of anem@oy 6 s e mpl oyment with the Cif

During time off for a Cityapproved rehabilitation or treatment program, the employee must use
any available vacation leave, sick leave, or other adcpaéd leave time. The employee will

not be eligible for donations from the Catastrophic Leave Pool while on leave under the
Employee Assistance Program.

The employee shall agree to participate satisfactorily in and complete a drug abuse and/or

alcolol abuse

rehabilitation program provided by a licensed professional counselor who is

approved by the City Manager and Director of Human Resources.

If the employee successfully completes the prescribed rehabilitation or treatment, the City will

make reaonab
and duties

le efforts to return the employee to phier position or one of comparable pay
However, employment with the City following a Capproved leave for

rehabilitation or treatment is conditioned on the following:

a.
b.

C.

If the reason

Initial negative testor drugs and/or alcohol beforeturning to work;

A written release to return to work from the Cégproved rehabilitation or

treatment facility/program;

Periodic and ti mely c ongoingrcooperatioo and of t
successful partipation in any followup or ongoing counseling, testing, or

other treatment required in connection with the @ipproved rehabilitation or
treatment program, if applicable.

for participation in the EAP is due to alcohol or chemical depey the

employees will also be required to submit to periodic and/or random testing by the City during
the two years f ol |rotewankdollowingtreatmmam The narel@dtesting e t u
shall consist oho less than 6 random tests per year

A positive drug or alcohol test during the follayp testing period or durinipe remaining time

he/she isempl
employment.

oyed by the City will result it h e e mpimmediage dismissal from
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8. The employee must sign a formal written agreemeabide by the above conditions. The City
Manager and the appropriate Depart ment He a
participation in the Employee Assistance Program. The employee must meet vidiretter
of Human Resources to discuss the temfiscontinued employment and sign a formal
agreement before returning to work.

D. AGENCIES FOR COUNSELING AND REHABILITAION PROGRAMS

A list of resource®r agencies for counselingasailable through theluman Resources Department.
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ALCOHOL / DRUG USE AND TESTING POLICY
FOR ALL EMPLOYEES

A. PURPOSE

The purpose of this policy is to make clear that the City of Brownwood Depadrfenth e fiDepar t men
dedicated to protecting the trust of the public for which they serve. These Departments have a responsibility to
provide tle highest level of publisevice attainable by a city. All employees of the Departments share in this
respasibility. Theseemployees involved inyblic servicesrequire assurance that there is no use of illegal
drugs, alcohol or any other substance which may cloud their judgmerversely affect their decisionade
during the course of employment. The City of Brow
Workplace and this policy establishes the manner in which these Departments will be drug free.

Thispol cy is also designed to comply with The Departm
Employee Testing Act of 1991 (49 CFR Part 40).

B. EFFECTIVE DATE; All Employees Covered

This policy will become effective upon its approval by the Cigugcil of the City of Brownwood and will

apply to all employees, including all existing personnel who serve in these Departments and all future
employees in these DepartmenBegulations that apply to Fire and Police Civil Service employees are subject

to approval of the Civil Service Commissidrhe drug and alcohol testing of Applicants and employdesare

in nonDOT positions, including Safety Sensitive positions as defirezdin are excluded from the Department

of Transportat i oaohol(ragiationofyunddnrdd QFR partsl 40,8382, 653 and 6%alicies
contained in this section which are not in conflici
DOT Empl oyeeso shall be controkbbdbng and applicabl e

Upon approval by the City Council of the City of Brownwood and the Civil Service Commiskismdlicy

will become effective for Civil Service employees (all Police Officers in the Police Department and all Fire
Fighters in the Fire Department)cluding all existing personnel who serve in these Departments and all future
employees in these Departments.

C. DEEINITIONS

Alcohol meansany intoxicating agent in beverage alcohelhyl alcohol, or other low molecular weight
alcohols, including methybr isopropyl alcohol. Thisncludes overthe-counter and prescribed medications
which contain more than o#®lf (1/2) of one percent (1%) of alcohol by volume.

Alcohol Testing i testing for alcohol by content by an evidential breate st i ng EB E@®riother ( i
Department of Transportation (DOT) approved devlwa shall be completed by a certified Btiealcohol
Techni ci amaccpriaBca With }he testing procedures set out in Attachm2nt A

Alcohol-Related or Drug-Related Ofense means ay violation of a Federal statute, State statute or local
ordinance which involves Alcohol, a Controlled Substance, Drug Paraphernalia or any combination thereof,
including, without limitation, open container laws, public intoxication, driving while iceed, the possession,
manufacture, transportation, use or sale of Alcohol, Controlled Substances or Drug Paraphernalia or any
combination thereof, which possession, manufacture, transportation, use or sale is prohibited by Federal statute,
State statuterdocal ordinance.

Applicant means any individual who has submitted an application for employment wityhef Brownwood
for a new hire position

Breath alcohol technician (BAT) means an individual who instructs and assists individuals in the alcohol
testing process and operates and evideotesthtesting or alcohol screening device (EBT).
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City means City of Brownwood, its agents, officers and representatives.

City Premisesmeans all property, buildings, structures, job sites (where an emptowerking), parking lots,

and City Vehicles, owned, | eased, or ot her wi se use
included in this definition when being used to conduct City business or when parked on City Premises during an
e mp | o Werkiry sHours; provided, however, that personal vehicles owned, leased or operated by an
employee may only be inspected or searched based on probable cause.

City Vehicle means any Motor Vehicle owned, operated or leased by the City.

Collection site means a place designated by the City where individuals present themselves for the purpose of
providing a specimen of their urine to be analyzed for the presence of controlled substances.

Confirmed Positive Alcohol Testmeans that aonfirmation test showa breathalcohol content of .02 percent
or greater.

Confirmed Positive Controlled Substance Tesieans that a confirmation test shows positive evidence of the
presence of a Controlled Substance above theftigvels established in this policy.

Controlled Substancemeans any drug or other substance included in Schedules |, II, I, IV, or V of the
Controlled Substances Act of 1970, 21 U.S.C.88 801, et seq., or the Texas Controlled Substances Act (Chapter
481, Texas Health and Safety Code), as sual be amended from time to time, including any successor
statutes, the manufacture, distribution, possession, sale or consumption of which is illegal, or which is legally
obtained but is not being used for its intended purposes or which is legally olgtdinabhas not been legally
obtained. A controlled substance shall also mean antbseounter drug or substance which is legally
obtained but is not being used for its intended purpose.

Controlled Substance Testingmeans collection of a urine samgdy medical personnel and a laboratory
analysis of that sample. All testing shall be conducted in accordance with the testing procedures set out in
Attachment Al.

Department Headmeans the Department Head as applicable to the appropriate departtisfites designee.

DOT employeemeans any City of Brownwood employee who in the course of his or her employment directly
affects commercial motor vehicle safety. Such term includes a driver of a commercial motor vehicle requiring a
commercial driver liense, a mechanic, and a freight handler.

Drug Paraphernalia means any device use to inject, ingest, inhale, or otherwise introduce into the human
body a Controlled Substance as prohibited by Texas Health and Safety Code § 481.125, as may be amended.

Fire Chief meansthe Fire Chief for the City of Brownwood Fire Department or his designee. If the Fire Chief
is the subject of Controlled Substance Testing or
shall be the City Manager.

Legal Drug means both prescribed and otee-counter Drugs which have been legally obtained, and which are
being taken in prescribed or recommended quantities for the purpose for which they are prescribed,
manufactured or compounded.

Medi cal Re v i e W o Péansiaclieensed(physidan responsible for reviewing laboratory results
generated by the Citybds Controlled Substance and A
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Abuse disorders and has appropriate medical training to interpret andteealum n i ndi vi dual 6s
together with his medical history and any other biomedical information.

Motor vehicle means any selbropelled vehicle.

Negative Alcohol Testmeans that initial testing or confirmation testing does not shblead alcohol content
of .02 percent or greater.

Negative Controlled Substance Tesmneans that initial testing or confirmation testing does not show evidence
of a Controlled Substance above theaffifevels established in this policy.

Non-CDL & Non-Safety Sensitive Employeemeans employeeswho are in positions that do not require a
commercial driver licensandare not Police Officers or Fire Fighters.

On-Call Employeesmeans employees temporarily assigned by supervisory personnel to respolsitéoduey
after scheduled work hours. Employees are free to perform personal activities but are required to be fit to
respond to work via pagers, phone, or radio.

Performing (a safetysensitive function) means a driver is considered to be performingf@tgsensitive
function during any period in which he or she is actually performing, ready to perform, or immediately available
to perform any safetgensitive functions.

Police Chief meansthe Police Chief for the City of Brownwood Police Departmentisrdesignee. If the
Police Chief is the subject of Controlled Substance Testing or Alcohol Testing under this policy, the Police
Chiefdos designee shall be the City Manager.

Refuse to submitto Alcohol Testingor Controlled SubstancesTesing means thaan employee:

(1) Fail to appear for any test (except a-pneployment test) within a reasonable time, as determined by
the employer, after being directed to do so by the employer.

(2) Fail to remain at the testing site until the testing process is canple

(3) Fail to provide a urine specimen for any drug test required by this policy or other applicable City
policies;

(4) In the case of a directly observed or monitored collection in a drug test, fails to permit the
observation or monitoring of the driveprovision of a specimen;

(5) Fail to provide a sufficient amount of urine when directed, and it has been determined, through a
required medical evaluation, that there was no adequate medical explanation for the failure;

(6) Fail or declines to take aczmnd test the employer or collector has directed the driver to take;

(7) Fail to undergo a medical examination or evaluation, as directed by the MRO as part of the
verification process, or afirected by the City Manageln the case of a premployment dug test, the
employee is deemed to have refused to test on this basis only if thenpl@yment test is conducted
following a contingent offer of employment;

(8) Fail to cooperate with any part of the testing process (e.g., refuse to empty pockets difesniesb
by the collector, behave in a confrontational way thaugisrthe collection process);

(9) Is reported by the MRO as having a verified adulterated or substiéste@sult; or

(10) Refusal to sign required consent forms provided by the €ityedesting facility.

Revised 4/01/2014
87

P



Substance Abusemeans the use of any substance (Alcohol, Controlled Substance and Legal Drugs) to the
degree that the user experiences physical, emotional or social complications which threaten the health, safety,
well-being or peformance of the individual or fellow employees.

Safety Sensitive employeeneans all Police Officers regardless of rank including the Chief of Police and
Assistant Chief of Police and all Fire Fighters regardless of rank including the Fire Chief artdnA$sie
Chief.

Safety Rnsitive position meansall Police Officers regardless of rank including the Chief of Padind
Assistant Chief of Policand all Fire Fighters regardless of rank including the Fire Giridf Assistant Fire
Chief.

Substance abus professional (SAP)means a licensed physician, or a licensed or certified psychologist,
social worker, employee assistance professional, or addiction counselor (certified by the National Association
of Alcoholism and Drug Abuse Counselors Certificatioon®nission) with knowledge of the clinical
experience in the diagnosis and treatment of alcohol and controlled substance related disorders. The SAP
evaluates employees who have violated a drug and/or alcohol program regulation and makes recommendations
coneerning education, treatment, follewp testing, and aftercare.

Under the Influence means indulging to any degree in Alcohol, a Controlled Substance, or a Legal Drug which
may | imit an employeebs ability t oesssaahreatltoythe safiety ofe f f i
the employee or others.

Unfit Condition means a condition whereby the employee's behavior or ability to work is adversely affected by
a Controlled Substance or Alcohol, or the combamabf them, in any manner, causindvarse side effects,

such as drowsiness, mood changes, impaired cognitive ability or impaired motor skills, that may adversely
impact their job performance,

Working Hours means on duty, from the time the employee begins compensable time at work with the City

until the time he leaves compensable work, and including all lunch or other types of wrelaken City
premisegeven if such breaks are noompensable).

D. PROHIBITED ACTIVITIES UNDER THIS POLICY

An employee shall be prohibited from:

1. The manmifacture, distribution, dispensing, possession, sale, purchase or use of a Controlled
Substance or Alcohol during Working Hours or while on City Premises. This prohibition does not apply to
Department employees functioning within the scope of their assigaties, such as undercover Police Officers,
firefighter/paramedics.

2. Entering City Premises or reporting to work Under the Influence or in an Unfit Condition
because of the use or consumption of a Controlled Substance or Alcohol.

3. The posession, sale, purchase or use of Drug Paraphernalia during Working Hours or while on
City Premises.

4. Failing to pass any Controlled Substance Test and/or Alcohol Test administered under this Policy,
i.e., receiving a Confirmed Positive Controll8dbstance Test and/or receiving a Confirmed Positive Alcohol
Test.
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5. Being Under the Influence while operating any City Vehicle at any time;

6. Tampering with, or attempts to tamper with, a urine specimen and/or falsify the results of a
Controlled Substance Test or Alcohol Test.

7. Refusal tosubmit toAlcohol Tesing or Controlled Substance Testing when required under this
policy. If employee states he/she has a medical condition which prevents him/her from providing sufficient
specimen (uie ofr breath), the employee shall submit t o
physician. Refusal to submit to the physical medical exam is reason for dismissal.

8. Arrest, conviction or a guilty plea (including deferred adjudication@npretrial diversion)
for any AlcohotRelated or DrugRelated Offense committed at any time.

0. Failure to notify the Human Resources Department within five (5) days after arrest, conviction
or a guilty plea (including deferred adjudication and/atpal diversion) for any AlcoheRelated or Drug
Related Offense committed at any time.

10. Failing to report to their supervisor and the Human Resolepartment the use of any Legal
Drugswhi ch may i mpair the emplpafgrmekshaerdutids.i | ity to saf el
11. Using alcohol for eight (8) hours following an accident or until he/she undergoes-a post

accident alcohol test, whichever occurs first.

12. Having an alcohol concentration 0.04 or greater or a verified positive result oftralico
substance test.

E. DISCIPLINARY ACTION FOR VIOLATIONS OF THIS POLICY

1. This policy shall be a fAno toleranceodo poli
Substance or Alcohol Testing receives a Confirmed Positive Controlled Sub3estcand/or a Confirmed
Positive Alcohol Test, the City shall initiate the termination process. In addition, the following violations of this
policy shall also be grounds for immediate termination:

@) manufacture, distribution, dispensing, possessale, purchase or use of
a Controlled Substance or Alcohol during Working Hours or while on City
Premises;

(b) the possession, sale, purchase or use of Drug Paraphernalia during
Working Hours or while on City Premises;

(© tamperingwith, or attempting to tamper with a urine specimen and /or
falsify the results of a Controlled Substance Test or Alcohol Test;

(d) refusing to consent or submit to a Controlled Substance Test or Alcohol
Test under this policy.

2. Any other violations of this policy shall be disciplined, up to and includipgssible
termination.

F. EMPLOYEE USE OF LEGAL DRUGS

1. An employee who is using a Legal Drug that may caursenfit conditionmust inform their
supervisor and the Human ResourDepartment that they are taking such medication.
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2. All employees who are using a Legal Drug, which mayse an unfit condition @dversely
i mpact their job perfor marQTEDrugMotdicai arodnpfl dppendiXeshee A P
sectbn) and forward the form to the Human Resources Department.

3. The Human Resources Director supervisormay request written medical authorization
showing the employee may possess/use such medication, that it was used in the prescribed mannergnd showin
the employee is fit to perform assigned duties.

4. The City reserves the right to have a designated City physician determine if a Legal Drug
produces potentially hazardous effects. The City's physician has final determination on whether the gegal Dru
has a hazardous effect. In such instances of temporary impediment to safe performance of regular duties, the
employee may be temporarily reassigned tolmarardous duties if such duties are available, or required to take
sick leave if available, andéh any other accrued leave or placed on leave without pay.

5. Al d statement(s) and related medical information shall be confidential and maintained
in a separate medical file in the Human Resources Department.

6. Failure to report use of lgal Drugs as described above shall constitute a violation under this
policy.

G. USE OF ALCOHOL AT SOCIAL FUN CTIONS

1. Employees attending City sponsored activities (whewlaf§), training programs and conferences
may use Alcohol in associatedsodi f uncti ons, where Al cohol i s being
does not reflect adversely upon the City as determindlabliyDepartment Heaa the City Manager.

2. The operation of a City Vehicle following the drinking of Alcohol shealla violation of this policy
and shall result in disciplinary action.

H. EMPLOYEES ON-CALL

1. Empl oyees desdalnlad edt dtous imme expected to b
Substances, and available to work for the duration of timetiadl status.

2. ioaal l Empl oyeesd who fail to report to a c
Influence, may be subject to Controlled Substance Testing or Alcohol Testing and disciplinary action.

3. The City recognizes that, at times, @oyees who are not designated ascath may be
requested to report for emergency or unexpected duty. Employees who are in an Unfit Condition shall report
this fact to their supervisor when contacted to report for duty. In no event, however, shajleespéporting
for emergency duty be in an Unfit Condition or Under the Influence. Employees shall decline such calls for
emergency duty if they are in an Unfit Condition or Under the Influence without being subject to disciplinary
action.

4, Employees taking Legal Drugs who are assigned tecah status shall report this fact to their
supervisor in accordance with Section F. of this policy.

. CONTROLLED SUBSTANCE AND ALCOHOL TESTING

The City may require testing of an gpcant or an employeender the circumstances set out below.
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1. Pre-employment Controlled Substance Testing

Every Appicant for a position with the Citwill be required to pass a Controlled Substance Test before
employment may beginApplicants must submit to a Contrall&Substance Test at the timrd datandicated
when giventhe ficonditional offer of employmeat The Cityrequires that every newly hired employee be free
of Controlled Substances. Each offer of employment shall be conditional upon the passing oblkedont
stbstance test. The Citwill not hire any Applicant who refuses to take the-pnmeployment Controlled
Substance Test. All premployment Controlled Substance Testing shall be conductedciordance with
Attachment Al in the Appendixes section

Applicants for Civil Servicgositions/Safety Sensitiveopitions must submit to a Controlled Substance
Test at the time designated in the Aconditional of f

a. An Applicant with a Confirmed Positive Controlled Substance Telighwis not legitimately
explained to and accepted by the Medical Review Officer, will not be considered for employment.

b. An Applicant with a Confirmed Positive Controlled Substance Test or who refuses to submit to
a Controlled Substance Test wilbt be considered for employment &oidretesting for a period of 3 years from
the date the test results are received by the Human Resoupzsnient or date refusal to test

C. An Applicant who tampers with, or attempts to tamper with, a urine specimamyimanner
shall be disqualified from current and future consideration of employment with the NBitice: It is a Class
B misdemeanor offense to knowingly or intentionally use any substance or device designed to falsify
Controlled Substance Test rests. It is a Class A misdemeanor offense to deliver, possess with intent to
deliver, or manufacture with intent to deliver a substance or device designed to falsify Controlled
Substance Test results. (see Texas Health and Safety Code 481.133 as it curemtists or is hereafter
amended.)

d. An Applicant whose positive test is upheld by the Medical Review Officer may request that the
same sample be retested at his own expense at a Ci
shall beno later than five (5business days following the date he was notified of the positive test.

2. Post Accident / Injury Testing;

a. Controlled Substance Testing and Alcohol Testing shall be conducted when an employee
contributes to or cannot be comely discounted as a contributing factor, in the judgmenteif Pepartment Head
or the City Managerto any employment related incident/accident resulting in damage to personal or City property
or injury to any person, and:

1. The incident/accidentaused injury of a person which requires medical attention at a medical
facility; or
2. Release of a hazardous material accompanied by an evacuation or reportable injury resulting

from the hazardous material release (e.g. from fire, explosion, inhalatiskinocontact with
the material); or

3. the accident resulted in a fatality, or
4. apparent damage to any property of an amount of $1,000 or more; or
5. the employee received a citation for a moving traffic violation.
Estimate of damage will be deterrath by Fleet Seiges Director The employeebs super

Fleet Services Director immediately after being notified of the accident/incident. Fleet Services Director or
appointee may review the damage in person or via email photos. Thatesimd decision to test or riottest
shall bemade within one (1jour of the accident. Human Resources shall be notified immedibiethe
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supervisorif any of the criteria for reason to test has been met or if in doubt if there should be a Gbntrolle
Substance and Alcohol Test.

The employee shall remain readily available for such testing up to a maximum of 8 hours or may be deemed to
have refused to submit to testing. The empl oyeebs
testng and/or collection site.

In the case of an employee fatality in an accident |
every effort to cooperate fully with the Brownwood Police and other law enforcement agencies to obtain
appropridge body fluid and/or tissue samples from the remains of the employee for toxicological testing.

b. Controlled Substance Testing and Alcohol Testing shall be conducted when a reasonable suspicion
exists from documentable facts that the accident or ingsylted due to the use of a Controlled Substance or
consumption of Alcohol in violation of this policy.

C. Employee(s) rendered unconscious or seriously injured in a Motor Vehicle accident or other
accident and are taken for emergency treatment, lshgilven a Controlled Substance Test and/or Alcohol test as a
part of the medical treatment, if possible.

d. The employee(s) involved in the accident, or employee(s) first arriving at the accident site, shall
inform supervisory personnel of the accidanimediately, but no longer thdifteen (15)minutes following the
accident. Failure to report an accident by the employee or supervisory personnel shall result in disciplinary action
up to and including possibtermination.

e. Under no circumstancesalhthe employee be permittéol drive to the testing and/or collection
site. Nothing in this section shall be construed to require the delay of necessary medical attention for injured
employees following an accident or to prohibit an employee from lgdkiznscene of an accident for the period
necessary to obtain assistance in responding to the accident or to obtain necessary emergency medical care
Alcohol testing must be administered within two (2) hours following the accident. If not, the supenigor
submit to the Director of Human Resources a record stating the reasons the test was not promptly administered.
If the alcohol test is not administered within eight (8) hours following an accident, the supervisor shall cease
attempts to administer ¢htest and submit a report to Director of Human Resources stating the reasons the test
was not administered within the time prescribed above.

f. Controlled substance testing must be administered within 32 hours following an accident. If the
controlled sbstance test is not administered within 32 hours following an accident, the supervisor shall cease
attempts to administer the test and submit a report to the Director of Human Resources stating the reasons the
test was not administered within the time prid=d above.

g. All accidents shall be fully investigated by the supervisor of the employee who was involved in the
accident. The investigation shall be documentedriting and submitted to the Departmét¢ad and Human
Resources.

h. An employee nivolved in an accident while on an afttown assignment, shall notify their
supervisor andheir Department Heads soon as possible but no later than wififieen (15) minutes of the
accident. The supervisor shall notify Human Resources to sefoptmlled Substance Test aAttohol Test at a
nearby facility if one of the requirements is met as listed in 2.a. above.

i If a postaccident Controlle@Gubstance andlicohol Test are required, the employee(s) involved in
the accident or who is consige a contributing factor shall be prohibited from working until reporting to the City's
designated clinic. The employee may be returned to almang position or an administrative position if
available, and if althree 8) of the following criterieare met:
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1. the Supervisodetermines the employee shows no signs of influence from drugs or alcohol;

and

2. it was determined that the accident was n
3. there were no fatalities or injuries requiring medical attention atdécatdacility due to this

accident.

If any of these three (3) criteria listed above are not met, the employee shall remain off work until the City
receives the results of the controlled substance and alcohol tests, and these tests are negatige théf eit
controlled substance or alcohol test is positive, the employee shall be terminated.

If a nondriving position is not available, the employee may be placed on Administrative Leave with pay pending
Controlled Substance Test and/or Alcohol Test tesul

j- Post Accident/Injury Controlled Substance Testing and Alcohol Testing will be conducted in
accordance with the procedures outlineditachments Al and A2 in the Appendixes section

3. Promotional/Transfer Testing:

Controlled Substance Twggy shall be conducted on any empleywho applies for a transfer to position
classified as a Safetyensitive position or a DOT employee positiéii transfes to Safety Sensitive positions
or DOT employeepositionsshall besubject to the applicabkegulations and policiesn alcohol/drug use and
testingwhich includes random testing.

Controlled Substance Testing shall be conducted on any emplogegaiiety Sensitive Positiavho applies for
a promotion or a transfer to another Safety Sensitivétipos All promotional and/or transfer Controlled
Substance Testing shall be conducted in accordance with Attachrieint the Appendixes.

4. Reasonable Suspicion Testing

a. Any employee may be reqatl to report for Controlled Substance Testing/@nAlcohol Testing
when the employeeds supervisor has a reasonabl e su
Testing may be conducted only when reasonable suspicion exists as defined in this policy, and only when a
supervisor trainedn Controlled Substance or Alcohol awareness has observed conduct or behavior creating
reasonable suspicion or when a supervisor has fireerded information by reliable and/or credible sources or
independently corroborated that creates reasonable isuspReasonable suspicion must be based on specific,
contemporaneous, articulable observations concerning the appearance, behavior, speech, or body odors of the
employee or the receipt of information from reliable and/or credible sources or independentiprated that
creates reasonable suspicion.

For alcohol testing only, the required observations must be made during, just preceding, or just after the work
day. For controlled substance testing, the required observation may be made at any time.

Circumstances which constitute a factual basis for determining reasonable suspicion may include, but are not limited
to:

i. direct observation of Controlled Substance or Alcohol use or possession;
il odor of alcohol beverage about the person;
iil. inability to walk a straight line;

iv. observation of physical indications of Controlled Substance or Alcohol use such as slurred
speech or dilated pupils;

V. behavior which is so unusual that it warrants summoning a supervisor;
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vi. an accident resulting imjury to the employee or to others which requires medical
attention and which shows an obvious level of carelessness or negligence; and

Vii. the receipt of information from reliable and/or credible sources or independently
corroborated that creates readmaauspicion.

b. If reasonable suspicion is documented, the employee's immediate supervisor shall NOT allow the
employee to work or continue to work. The supervisor shall complete adR€eestionnaire (Attachmenti@
the Appendixes sectiprand sibmit this form to hisDepartment Head and Director of Human Resoufoes
authorization. Naeasonable suspicioBontrolled Substance Tests or Alcohol Tests shall be conducted without
first beng authorized by the Department Head and Director of HumsouRrees

C. The supervisor or supervisor's designee shall transport the employee to the approved lab facility for
testing. Under no circumstances, shall the employee be allowed to drive.

d. Following the evaluation, if the employee is determined to Hogsipally and/or emotionally
impaired to the degree that efficiency would be severely affected or that the safety of the employee or others could
be in jeopardy if the employee returned to duty, he or she shall be driven home and placed on maveayvith
pending the results of the Controlled Substance Test and/or Alcohol Test.

Employees in Safety Sensitive positions whodetermined to be physically and/or emotionally impaired to the
degree that efficiency would be severely affected or that the sdifitty employee or others could be in jeopardy if
the employee returned to duty, shall be driven homeshalll be placed on administrative leave with pay pending
the results of the Controlled Substance Test and/or Alcohol Test.

e. Reasonable suspiciotesting for Controlled Substances and Alcohol shall be conducted in
accor@nce with Attachments Al and A2 in the Appendixes section

f. If either the controlled substance or alcohol test is positive, the employee shall be terminated.

5. Return-to-duty testing In the event an employee is permitted to return to work after engegamny

of the prohibited conduct, the employee shall submit to a rédedlaty alcohol test and the result must indicate

an alcohol concentration of less than 0.02 if the ipitdd conduct involved alcohol, or submit to a retton

duty controlled substance test and the result must indicate a verified negative result if the prohibited conduct
involved controll ethdsthodt arses . .wiThe sbder weaodnrdeuocitleedc tais
observer shall be an employee of the collection agency and shall be of the same sex as the employee performing
t he #fto-ceutuy nt est 0.

6. Follow-up testing In the event an employee is permitted to return to work and folgpvain
determination by the Substance Abuse Professional that an employee is in need of assistance in resolving
problems associated with alcohol misuse, and/or use of controlled substance the employee shall be required to
undergo unannounced follewp alcoholand/or controlled substance testing as directed by a Substance Abuse
Professional. The number and frequency of such fellpvtesting shall be as directed by the Substance Abuse

Professional and consist of at least six (6) tests in the first twelven@2@) t hs f ol | owi ng t he e
to duty. Followup testing shall not exceed sixty (60) months from the date the employee returns to duty.
Followwup testing shall be conducted only d-uptestsdor t he
cont ol l ed substance wil/| be an fiobserved coll ectiono
7. Random Testing

There shall be no randomAlcohol or Controlled SubstanceTe st i ng of empl opP@Tes wh
empl oyeeSaf ery ®Bephesye¢eese. e

Random Acohol and/orControlled Substance Tesing shallappl y t o only mpabgepgs Sean
addressed in this section of the polickandom Alcohol Testing and Controlled Substance Testing for DOT

Revised 4/01/2014
94



empbyees is addressed in the section DOl eednpfiAlyeels
Random alcohol tests shadbnl y be administered during the selec
Controlled substance testing may be conducted at any time before, during or after normal working hours.

a. The seéction of employees forandom Alcohol and ControlleduBstanceTesting shall be
made by scientifically valid method, such as a random number table of a cotmsedr random number
generator that is matched withe Safety Sensitiveraployee Soc i al S e c u r iidentification mb e r s
numbers or other comparabldentifying numbers. Each Saf et y B®Inc \skak ldawe areequal
chance of being tested each time selections are made.

b. The Director of Human Resources shall ensure that each test is unannounttes datds for
administering random alcohol and controlled substance tests are spread reasonably throughout the calendar year.

C. The Director of Human Resources will notify all supervisors whose employees have been
selected for random alcohol and/or colied substance testing. The supervisor will be responsible for directly
notifying his or her employees in person that they have been selected for random alcohol and/or controlled
substance testing and escorting the selected employee to the test sithaiteiyn If the immediate supervisor
is not available another supervisor with the required training may take the selected employee to the test site.

d. The foll owi ng foSsafteitoyn Figeeoni BaliceDdpaetmemt including all
existingpersonnel who serve in these positions and all future personnel who may serve in these positions shall
be subject to random testing: all Police Officers regardless of rank including the Chief of Refitstant
Chief of Policeand all Fire Fighters regdless brank including the Fire Chief and Assistant Fire Chief.

e Annually not less than ®% of the total number of emgoyees in the Safety Sensitive
positions shall be randomly tested for Controlled Substances.

f. Annually not less than 5% of the total humber of empoyees in the Safety Sensitive
positions shall be randomly tested for Alcohol.

g. The Human Resources Director or designee or contractor shall be the only individual to produce
a list of names for random Controlled Substance Testigs Shall be done by means of a scientifically valid
random number generation method at time periods to be determined by the Human Resources Director or
designee or contractor.

h. The Chief or his designee shall be notified of the names produced fromagacm selection
and shall keep the information confidential. The employee's name will be reentered into the random data file
following selection.

i. Upon receiving the names of employees who are to be tested for Controlled Sulstaihmes
Alcohol, the Chief shall ensure that the employees are escorted by a trained supervisor and report to the lab as
soon as possible but not later than one hour after the employee is notified to appear unless extenuating
circumstances exist. If such circumstances ebastond the employee's control, where it is not possible for
him/her to appear for testing within the time allowed, the Chief shall immediately advise the Human Resources
Director or designee of the circumstances. The employee shall provide written dtationeo the Chief and
the Human Resources Director explaining the reasons why he/she was unable to appear for the testing. This
documentation shall be delivered to the H.R. Direc
the requiredest.

j- If the Chief is notified of the hame of an employee who is not on duty, or who is unable to
report for testing the Chief and the Human Resources Director shall retain the name in a confidential manner
and ensure the employee is notified as sasrpractical after he/she returns to work. Once the employee
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receives notification of his/her random test, he/she must report to the lab as soon as possible but not later than
one hour after notification.

k. Random testing for Controlled Substancesldi®tonducted imccordance with AttachmentZ
attached hereto and incorporated herein.

l. If either the controlled substance or alcohol test is positive, the employee shall be terminated.

8. Observed Collections

If an applicangmployee is requidd to take a drug test, and the specimen was adulterated or substituted, this is
treated as a refusal to test. No driver shall report for duty, remain on duty or perform-gesadétye function,
if the driver tests positive or has adulterated or suibstl a test specimen for control substances.

If the applicanémployee is allowed to provide a second specimen, the second collection must be under direct
observation by an employee of the collection agency, and observer shall be of the same segpisahe/
employee.

Directly observed collections are authorized and required when the applicant / employee attempts to tamper with
his or her specimen at the collection site. Possible tampering with a specimen is indicated when:
a) The specimeremperature is outside the acceptable range;
a) The specimen shows signs of tampering (i.e. unusual color / odor / characteristic);
b) The coll ector finds an item in the employe
into the site to contaminate a speen;
c) The collector notes conduct suggesting tampering; or
d The specimen results are ndi ut ed
| e

[ ut speci me.|
Adil utedod specimen will be hand

0
d the sami
Failure of the employee to permit apart of the direct observation procedure is a refusal to test.

J. PAY WHILE WAITING FOR TEST RESULTS

An employee, who is sent home and remains off duty while waiting for results of a drug test and/or alcohol test,
shall be on leave without payHoweer, if the results of the drug test and alcohol test (if applicable) are
negative, the employee shall receive pay for the regular hours he/she would haatyneonked for the time
he/shewas off work, unless disciplinary actions are warranted. If tepaltment Head decides to impose

di sciplinary actions, refer to the section on AGr ol
A fnSafety Sensitive employeed who is sent home anc
and/or alcohol testhall be on administrative leave with pay. If the Police Chief or Fire Chief decides to

i mpose disciplinary actions, refer to AGrauweals for
Governmeh Code Municipal Civide SRulvexs® dgandilLloe@dl CCivvill

K. MEDICAL REVIEW OFFICER

The Medical Review Officer (AMROO) for the City
Substance Abuse disorders and has appropriate medical training to interpret landsetae an i ndi v
positive test result together with his medical history and any other biomedical information. The MRO shall
review all Confirmed Positive Controlled Substance Tests and Confirmed Positive Alcohol Tests to determine if
thereisanallenati ve medi cal explanation of the test resul
legitimate medical explanation for the Confirmed Positive Controlled Substance Test or Confirmed Positive
Alcohol Test, no further action will be takenaagst an employee and/or an Applicant will be eligible for hire.

| f the MROG6s review determines that there is no |
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Controlled Substance Test or the Confirmed Positive Alcohol Test, the employbe tgtiminated as provided
herein.  If the person with the positive tests results is an applicant, and there is no legitimate medical
explanation for the Confirmed Positive Controlled Substance Test or the Confirmed Positive Alcohol Test, the
applicant wil not be hired and may not be considered for employment and retesting for a petiogkedd)

years from the date the test results are received by the Human Resources Department.

L. SEARCHES
1. When reasonable cause exists, the City of Brownwooeérves the right to conduct

unannounced searches for Controlled Substances or Alcohol anywhere on City Premises, including, but not
limited to:

a. Lockers;

b. Desks;

C. File cabinets;

d. City equipmentand

e. City vehicles.

2 All such searches mube authorized and conducted under the direction of the City Manager or

his designee. Employees who refuse to cooperate during such unannounced searches shall be subject to
disciplinary action, up to and including terminatio®& e e t h e s e c entiatity of infarmafiod amdf i d
Wor kpl ace Privacyo.

M. CONFIDENTIALITY OF DATA

Test results will be held in the strictest of confidence. The personal identification of the Applicants or employee
failing to pass the test will not be communicated to aayotier than the Applicant and the appropriate City
staff members, who are the Human Resources Department, the City Mathag€ity Attorneyand the
employee'ssupervisofs) and Department Headinformation may also be released if required by courtrorde
from any court of competent jurisdiction or upon written request by the employee. Applicants and employees
who are tested will be provided with a copy of the test results if requested. Dissemination of information
relating to the results of any Contedd Substance/Alcohol testing other than those listed in this section may
result in disciplinary action includingossibletermination of the person disseminating the information.

N. SELF-DISCLOSURE OF SUBSTANCE ABUSE; EMPLOYEE ASSISTANCE
PROGRAM AND RETURN TO DUTY

1. Notwithstanding the above, it is tli2i t gedume desire to assist any employee who sincerely
wants help in overcoming an Alcohol or Controlled Substance dependency/addiction, to getedarg stay
Aicl ean. O T h e r ewho wvatuntariha tidclosee Supstancg Aleuse to Dieector of Human

Resourcesnd theirDepartment Headnd state they are seeking help, provided that they make such disclosure
and seek such help prior to their being notified, or their supervisor beirfeeahodf their selection for an
upcoming Controlled Substance Test and/or Alcohol Test, will be given an opportunity to preserve their jobs
and careers by referral to the Cityds Employee As:
return b normally assigned duties.

2. Empl oyees who are involved in the Cityods Emp
for work may do so under the following conditions:

a. The employee may resume regular duties only after the employee testw/éémah
Controlled Substance under a Controlled SubstanceaneshNegative for an Alcohol Teatiministered by the
City-approved laboratory and can provide a release to return to work from an appropriate Substance Abuse
treatment facility and confirmath of continued and egoing patrticipation in a City recognized Substance
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Abuse assistance program. An employee must test Negative for a Controlled Substance within a reasonable
period of time prior to the return to work, not to excéigd (5) business dys prior to date of return to work.

All other conditions specified herein shall apply. A repeat occurrence of Substance Abuse or violation of any
other aspect of this policy will result in immediate termination.

b. Prior to being allowed to returto work, the employee shall be required to meet with
the Human Resources Director to receive an explanation of the terms of continued employment and sign a
written treatment plan.

C. Such treatment plan will require that the employee, at the City'esgce required at
any time, to submit to interviews and physical examinations by the authorized City physician and/or evaluation
by the professional staff at aappropriate Substance Abuteame n t facility approved
Department Head arttie Director of Human Resources

d. The treatment plan will also stipulate that the employee be required to submit to

unannounced Controlled Substance Testing and/or Alcohol Testing forsixiyd60) months after resuming
duties.

O. TRAINING FOR SU PERVISORS

The Director of Human Resources will ensure thahagement arglipervisory personnel designated to make a
reasonable suspicion determination receive at lwiast (60) minutes of training on alcohol misuse and an
additionalsixty (60) minutesof training on controlled substances use. The training shall cover the physical,
behavioral, speech and performance indicators of probable alcohol misuse and use of controlled substances.
Supervisors and management personnel who make reasonable sudgieraminations shall attend follewp

training at least once evetlyree @) years.

P. RECORDS RETENTION

1. The following records shall be maintained for five (5) years:

a. Alcohol test results indicating an alcohol concentration of 0.02 or greater;

b. Verified positive controlled substances test results;

C. Refusals to take required alcohol and/or controlled substance tests;

d. Calibration documentation of the evidential breath testing devices;

e. Employee evaluation and referrals; and

f. Theannualcaler@dr year summary requi tbhadod: under AR
2. The following records shall be maintained for two (2) years: records related to the alcohol and

controlled substance collection process and training.

3. The following records shalle maintained for one (1) year:
a. Records of negative and canceled controlled substance test results; and
b. Alcohol test results with a concentration of less than 0.02.
4. The following records shall be maintained for an indefinite period: receldsed to the

education and training of supervisors and drivers. These records shall be maintained by the City
while the individual performs the functions which require the training and for two (2) years
after ceasing to perform those functions.
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Q. ACCESS TO RECORDS

The City shall not release records required to be maintained unless the employee has authorized the release in
writing. Records shalll be made available to the e
accompanied by aiged release by the employee. This shall not prohibit the releasing of records to
administrative agencies of the federal or state governments with regulatory authority over the City or in a
lawsuit or grievance or other proceeding initiated by or onlbehthe employee and arising from the results of

an alcohol and/or controlled substance test.

R. REQUIRED REPORTS

Prior to March 15 of each year, the Director of Human Resources or the testing site shall prepare and maintain
or receive from the testinfacility the annual calendar year summary of the results of alcohol and controlled
substances testing programs utilizing appropriate forms.

S. RI GHT TO AMEND POLICY; NO WAMVER ®OLCICYYOGS i

The Department and the City of Brownwood ressmbe right to change, modify, amend, revoke, or rescind all

or part of this policy at any ti me. This pvmllildy s
employer, that is, the City may terminate the employee at any time, for ardissdminatory reason or for no

reason.
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ALCOHOL / DRUG USE AND TESTING POLICY
FOR DOT EMPLOYEES

A. POLICY STATEMENT

In order to comply with The Department of Transpor
Act of 1991 (49 CFR Part 40), the City of Brownwood has adopted the following alcohol and controlled
substance use and testing policy.

Violation of these rules is a violation of the City of Brownwood Personnel Rule sand Regulations. Employees
who vi ol atAdcohol arel Cdabtrotleyg Substance Use and Testing Policy are subject to disciplinary
action up to and includinggrminationof employment

Al empl oyees covered under this section arlrugal so
Use andlesting Policy for AIEmp | oyeesd except provisions which are
conflict, this section shall prevail.

The City of Brownwood reserves the right to be more restrictive than DOT regulations on Alcohol and
ControlledSubstance Testing.

B. PURPOSE

The purpose of this policy is to make clear that the City of Brownwood CDL diM@is employeesare

dedicated to performing their duties in the safest manner possible. These employees have a responsibility to
drive safely fo the benefit of public safety. All employees who are CDL drizs@sT employeeshare in this
responsibility. These safety sensitive positions operate vehicles requiring a commercial driver license and
performing other assigned duties which may invobairs to commercial motor vehicles. The performance of
these duties require assurance that there is no use of illegal drugs, alcohol or any other substance which may
cloud their judgment or adversely affect their ability to safely operate a commerdial vebicle or make the
necessary repairs (if applicabl e) during the cours
established the City as a Drug Free Workplace and this policy establishes the manner in which these employees
will be drug free.

C. EFFECTIVE DATE

This policy will become effective upon its approval by the City Council of the City of Brownwood and will
apply to all employees who are CDL drivi@®T employee®r who do repairs on commercial motor vehicles,
including all existitg personnel who serve in these positions and all future employees in these positions. The
drug and alcohol testing of Applicants and employees herein are covered by the Department of Transportation
(ADOTO) drug and al cohol s40e3821652and6dsh s f ound in 49 CI

D. DEFINITIONS

Al definitions I|listed in the secti oAl Eoompl Aleeshola
applicable to this section in addition to the following definitions.

Actual knowledge for the purpose of sulapt B of this part, means actual knowledge by an employer that a
driver has used alcohol or controlled substances based on the employer's direct observation of the employee,
information provided by the driver's previous employer(s), a traffic citatiodrfeing a CMV while under the
influence of alcohol or controlled substances or an employee's admission of alcohol or controlled substance use,
except as provided in 8382.121. Direct observation as used in this definition means observation of alcohol or

Revised 4/01/2014
102



controlled substances use and does not include observation of employee behavior or physical characteristics
sufficient to warrant reasonable suspicion testing under §382.307.

Applicant means any individual who has submitted an application for employmenthsitBity for a position
as a CDL driver or a position which requires the employee to make repairs to commercial motor eehicles
position meeting the definition of a ADOT Empl oyeec

Cancelled or invalid test. In controlled substances testing whemoatrolled substances test has been declared
invalid by a Medical Review Officer. A canceled test is neither a positive nor a negative test. In alcohol testing,
a test that is deemed invalid under 49 CFR § 40.79, is neither a positive or negative test.

CDL driver or Driver means any person employed by the City who operates a commercial motor vehicle and
is required to hold a commercial drivers license (CDL) as a requirement of his or her job. This includes, but is
not limited to: full time, regularly eployed drivers; casual, intermittent or occasional drivers. For the purposes
of preemployment/praluty testing only, the termiriver includes any person applying to the City for a position
which drives a commercial vehicle.

Commercial motor vehicle mears a motor vehicle or combination of motor vehicles used in commerce to
transport passengers or property if the vebicle

(1) Has a gross combination weight rating of 11,794 or more kilograms (26,001 or more pounds)
inclusive of a towed unit with a gross vele weight rating of more than 4,536 kilograms (10,000
pounds); or

(2) Has a gross vehicle weight rating of 11,794 or more kilograms (26,001 or more pounds); or
(3) Is designed to transport 16 or more passengers, including the driver; or

(4) Is of any sie and is used in the transportation of materials found to be hazardous for the purposes of
the Hazardous Materials Transportation Act (49 U.S.C. 5103(b)) and which require the motor vehicle to
be placarded under the Hazardous Materials Regulations (49&FR72, subpart F).

Confirmation (or confirmatory) alcohol test means a second test, following a screening test with a result of
0.02 or greater that provides quantitative data of alcohol concentration.

Confirmation (or confirmatory) drug test means asecond analytical procedure performed on a urine
specimen to identify and quantify the presence of a specific drug or drug metabolite.

Confirmation (or confirmatory) validity test means a second test performed on a urine specimen to further
support a vadlity test result.

DOT or DOT Agencymeans an agency (or fAoperating administr
Transportation administering regulations requiring alcohol and/or drug testing (14 CFR parts 61, 63, 65, 121,
and 135; 49 CFR parts 19219, 382, and 655), in accordance with part 40 of this title.

DOT employeemeans any City of Brownwood employee who in the course of his or her employment directly
affects commercial motor vehicle safety. Such term includes a driver of a commercialemitte requiring a
commercial driver license, a mechanic, and a freight handler.

Refuse to submit (to an alcohol or controlled substances testseedefinitionsins ect i on on nAAl ¢
Drug Use and Testing Policy for All Empl oyeeso.
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E. REQUIREMENT FOR NOTICE

Before performing an Alcohol or Controlled SubstanesstTthe supervisor or Human ResourDepartment

must notify the employee that the alcohol or controlled substance test is required by the City. If the employee
subject to testing is a @Ddriver or in a DOT employee positiprthe supervisor or Human Resources
Departmentnust notify the employee that the testing is required in accordance with 49 CFR, Part 382.

F. DOCUMENTATION REQUIRED FOR DOT EMPLOYEES

1. Pre-employment documentation: Prior to employment the Director of Human Resources

shall request the following information from D@@gulated employers who have employed the employee
during any period during the two (2) years before t

(a) Alcohol tests with a result of 0.04 or higher alcohol concentration;

(b) Verified positive drug tests;

(c) Refusals to be tested (including verified adulterated or substituted drug test results); and

(d) Other violations of DOT agency drug arcofol testing regulations.
Any applicant who had violations of DOT agency drug and/or alcohol testing regulations during the two (2)
years before the date of their application or transfer shall not be considered for hire or transfer.

Records obtainedfro pri or empl oyers as described above must

file for a minimum of three years from the date of the transfer request. Records on applicants shall be
mai ntained in the City6s ndacoHolitedtegnt i al fil e related

G. CONTROLLED SUBSTANCE AND ALCOHOL TESTING

1. Random testing The City shall randomly select a sufficient numbeDQT employeesfor
Alcohol and Controlled @stance during each calendar year of not less than the annual percatdage
prescribed by law (49 CFR § 382.305).

Random Alcohol Est s shall only be admini st emakworkidguhoursng t h
Controlled Substanceebting may be conducted at any time before, during or after normal working hours.

a. The selection of employees for random alcohol and controlled substance testing shall be made
by scientifically valid method, such as a random number table of a conffased random number generator
t hat i s matched with dr i voll idenfificatdm cuimtzets orSther wamparaple n u m

identifying numbers. Each driver shall have an equal chance of being tested each time selections are made. The
random testing pool for DOT employees shall be separate from all other random testing pOib{s aff
Brownwood employees.

b. The Director of Human Resources shall ensure that each test is unannounced and the dates for
administering random alcohol and controlled substance tests are spread reasonably throughout the calendar year.

C. The Director 6 Human Resources will notify all supervisors whose employees have been
selected for random alcohol and/or controlled substance testing. The supervisor will be responsible for directly
notifying his or her employees in person that they have been sefectemhdom alcohol and/or controlled
substance testing and escorting the selected employee to the test site immediately. If the immediate supervisor
is not available another supervisor with the required training may take the selected employee tsitine test

d. The employees in the positions of ADOT Empl «
personnel who serve in these positions and all future personnel who may serve in these positions shall be subject
to random testing.
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e. Annually nd less than thannual percentage rate prescribed by law (49 CFR § 382B@8)
be randomly tested for Controlled Substances by use of a computerized random selection software process under
the direction and control of the Human Resources Departmetihemrcontractor. In the random selection
process, employees will be identified by a number, with no reference to their name.

f. Annually not less than th@nnual percentage rate prescribed by law (49 CFR § 382888)
be randomly tested for Alcohol se of a computerized random selection software process under the direction
and control & t he Hu man Re s our c eesontréxion i che sandom selection precesi t y
employees will be identified by a number, with no reference to their name.

g. The Human Resources Director or designee or contractor shall be the only individual to produce
a list of names for random Controlled Substance Testing. This shall be done by means of a scientifically valid
random number generation method at time qu=ito be determined by the Human Resources Director or
designee or contractor.

h. The Department Head or Supervisor shall be notified of the names produced from each random
selection and shall keep the information confidential. The employee's naniee waéntered into the random
data file following selection.

i. Upon receiving the names of employees who are to be tested for Controlled Substances, the
Department Head or Supervisor shall ensure that the employees are escorted by a trained sapemjsmnt a
to the lab as soon as possible but not later than one hour after the employee is notified to appear unless
extenuating circumstances exist. If such circumstances exist beyond the employee's control, where it is not
possible for him/her to appeéor testing within the time allowed, the Department Head shall immediately
advise the Human Resources Director or designee of the circumstances. The employee shall provide written
documentation to the Department Head and the Human Resources Direciamiegghe reasons why he/she
was unable to appear for the testing. This docume
24 hours of the Department Head receiving notice of the required test.

J- If the Department Head or Supervidgernotified of the name of an employee who is not on
duty, or who is unable to report for testing the Department Head, Supervisor and the Human Resources Director
shall retain the name in a confidential manner and ensure the employee is notified as pEmtical after
he/she returns to work. Once the employee receives notification of his/her random test, he/she must report to the
lab as soon as possible but not later than one hour after notification.

k. Random testing for Controlled Substances dfmltonducted in accordance with Attachmerit A
in the Appendixes section.

l. If either the controlled substance or alcohol test is positive, the employee shall be terminated.

2. Other Controlled Substance and Acohol Testingfor DOT employeess addraesed insection
titled fAAl cohol / Dr AlgE mpsleo yaeneds 6T.est i ng Pol icy for

H. PROCEDURES FOR CONTROLLED SUBSTANCE TESTING

The procedures established in the seabioiit Al ¢ o0 h o [Use& Td3tingPglicyforAlEmp | oyees o an
related attachemtsshall be applicable and controlling fiPOT Employeesa.

l. TRAINING FOR SUPERVISORS

The Director of Human Resources will ensure that management and supervisory personnel designated to make a
reasonable suspicion determination receive at least €%Y) minutes of training on alcohol misuse and an
additional sixty (60) minutes of training on controlled substances use. The training shall cover the physical,
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behavioral, speech and performance indicators of probable alcohol misuse and use déd@utipstances.
Supervisors and management personnel who make reasonable suspicion determinations shall atteipd follow
training at least once every three (3) years.

J. REQUIRED RECORDS / RECORDS RETENTION

The following records shall be maintained hg Director of Human Resources in a secure location with
controlled access.

1.

The following records shall be maintained for five (5) years:

Alcohol test results indicating an alcohol concentration of 0.02 or greater;

Verified positive contrdéd substances test results;

Refusals to take required alcohol and/or controlled substance tests;

Calibration documentation of the evidential breath testing devices;

Document related to the random selection process;

Documentation of biagh alcohol technician training;

Documents generated in connection with decisions ongoastient tests;

Documents verifying the existence of a me

to provide adequate breath or to provide a urine spacfor testing;

Documents sent by the Medical Review Officer to the City;

J- Documents relating to the refusal of the employee to submit to an alcohol or controlled
substances test;

k. Documents presented by an employee to dispute the result of anlalcatontrolled

substance test;

Records related to education and training of employees;

S@mP a0 Ty

l.

m. Records related to education and training of supervisors;

n. Agreements with collection site facilities, laboratories, and Medical Review Officers;

0. Employee galuation and referrals;

p. The annual cal endar year summary require
below: and

g. Citybés drug testing policy and procedures

The following records shall be maintained for three (3) years:

a. Records obtainefiftom prior employers as related to positive alcohol and drug tests;
b. Refusals to be tested; and
C. Other violations of DOT agency drug and alcohol testing regulations.

The following records shall be maintained for two (2) years: records relatbd tdcohol and
controlled substance collection process and training.

The following records shall be maintained for one (1) year:
a. Records of negative and canceled controlled substance test results; and
b. Alcohol test results with a concentratiohless than 0.02.

K. REQUIRED REPORTS (only applies to CDL/DOT-required employee testing)

Prior to March 15 of each year, the Director of Human Resources or the testing site shall prepare and maintain
or receive from the testing facility the annualeradar year summary of the results of alcohol and controlled
substances testing programs utilizing appropriate U.S. Department of Transportation forms.
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L. POLICY REQUIREMENTS

The Director of Human Resources shall ensure that every employee in tinig pesil is provided a copy of

this policy, and ensure that each employee signs a statement certifying that he/she has received a copy of the
policy. The Director of Human Resources shall maintain the original of the signed certificate and provide a
copyto the employee upon request.

The Director of Human Resources shall be responsib

Director of Human Resources shalll al so be responsi |
alcoholand controlled substance policy.

M. OTHER POLICIES FOR DOT EMPLOYEES

Pol icies cont ai ne dALCOMHOLt/ DRUGSUSE ANDOTESTING tPOLECYEFOR ALk
EMPLOYEESO whi ch ar e not i n conflict wi th dndhi s S
applicable to all DOT employees.

NNRI GHT TO AMEND POLICY; NO WAMVER C®OLCICTYYOS AT

The City of Brownwood reserves the right to change, modify, amend, revoke, or rescind all or part of this policy
at any time. This policy shallnotwav t he City of Browwiwlbbddemplobyery, a
City may terminate the employee at any time, for anydisariminatory reason or for no reason.
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IX. MISCELLANEOUS

SECTION 68. SAVINGS CLAUSE

The provisions of these rules are dedlare be severable and if any rule, section, sentence, clause, phrase or
word of these rules shall for any reason be held to be invalid or unconstitutional, such decision shall not affect
the validity of the remaining rules, sections, sentences, clauseseprand words of the rules, but they shall
remain in effect, it being the intent of the City Council, that these rules shall stand notwithstanding the validity
of any party.

SECTION 69. CHANGE OF RULES

The rules and regulations may be amended, repealggpplemented and new rules issued by the City Council
at any time. Any new rules, regulation or special orders formally issued by the City Council that conflict with
these rules, shall supersede these rules and be fully binding on all City employees.
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APPENDIX 1
CITY OF BROWNWOOD

PERSONNEL REQUISITION FORM
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CITY OF BROWNWOOD
PERSONNEL REQUISITION

APPROVED BY:

DATE Dir. of H.R. Date
APPROVED BY:
DEPARTMENT City Manager Date
DESCRIPTION OF PERSONNEL NEEDED
DATE NUMBER OF JOB RATE OF PAY
NEEDED | EMPLOYEES ASSIGNMENT MONTHLY¥HOURLY

REQUIREMENTS:
Knowledge, skills, abilities, education, etc per current job description, unless indicated below.

Job Description #

INTERNAL POSTING ONLY: YES NO
(I'nternal postings will be posted within City ¢
Not advertised with the news media.)

If Temporary employee pl ease indicate her & mpfl oyone nwi Alg etna
hire the personnelYES NO TEMPORARY AGENCYUSED.

Job desqption is okay as is: Yes Needs Revision: Dept Headds Initial
Revised by: Date:

POSTING REQUESTED BY:

DEPARTMENT HEADSIGNATURE Date

HR 17 IN OFFICE NOTES:
Applicant hired forthis position: Start Date:

DAVID DALLEH DATE
Dir. of Human Resources/Civil Service
REPLACES:

(Form Revised 12/26/13)

Revised 4/01/2014
111



APPENDIX 2

CITY OF BROWNWOOD

EMPLOYEE PERFORMANCE
EVALUATION
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CITY OF BROWNWOOD
EMPLOYEE EVALUATION

Empl oyee6s Name: Period from: to:
Empl oyeeds _Assignment : Evaluation Date:

Supervisor: Department:

EVALUATION TYPE: 3MONTH: _ ;6 MONTH: ___ ;1YEAR___ OTHER___

RATINGS: An employee may receive a rating from 1 to 5, 1 = Poor, 2 = Is slightly below
requirements but is better than poor, 3 = Average or meets requirements, 4 = Better than average or
often does more than is expected, 5 = Way above average or excelteeplanation is required
from the Supervisor for ratings other than 3. Have the employee do his/her personal rating first, and
then the Supervisor will do his/her rating. If the employee wishes to write comments, there is a place
on the last page forith If an employee rates himself / herself more or less than a 3, he / she should
attach a page with explanation on each rating other than a 3.
GENERAL FACTORS Employees will be evaluated on the common items that are applicable to their
jobs.
FACTORS EMPLOYEE SUPERVISOR'S SUPERVISOR'S
RATING RATING EXPLANATION
1. Has a good attendance recorc
does not abuse leave time.
2. Arrives to work on time (withir
7 minute rule).
3. Provides prompt and courteot
customer service.
4. Uses City materials and
equipment properly.

5. Displays a high energy level
when doing the job.

6. Has a good attitude toward
other employees.

7. Shows initiative and problem
solving skills.

8. Seeks increased responsibilit

9. Effectively assists others.

10. Demonstrates dedication to th
job.

11. Performs job in a safe manne|
while observing safety rules.

12. Follows City policies and
procedures.

SECTION'S TOTAL RATING Employee's Initials:
(Revised 12/01/09)
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PERFORMANCE FACTOR: The Supervisor wildl choose 7 ma
job description and list them below in numbers 1 through 7. The performance of the employee on
these 7 major job duties will be ratedm 1 to 5 (the explanation of ratings is on page 1).

JOB DUTIES EMPLOYEE SUPERVISOR'S SUPERVISOR'S
RATING RATING EXPLANATION

SECTION'S TOTAL RATING Employee's Initials:
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SUPERVI SORO0 S (BsAonly fdf &valuations of supervisory personnel and above.)

10.

11.

12.

FACTOR

. Prioritizes work efficiently and

orderly.

Solves problems creatively anc
effectively.

Makes sound decisions based
facts.

Completes assignments in pey
time and manner.

Supervises staff effectively anc
efficiently.

Effectively counsels and/or
addresses diffidupersonnel
actions in proper manner.

Schedules and coordinates wc
of staff efficiently.

Works well with othe City
departments.

Is knowledgeable of and
sensitive to Citizens needs anc
concerns.

Demonstrates integrity dn
loyalty to the City.

Maintains effective
communication with City
employees and Supervisor.

Writes clearly ad effectively in
informal and formal business
communication.

SECTION'S TOTAL RATING
OVERALL RATING :

GENERAL RATING:
PERFORMANCE RATING:

SUPERVISOR RATING: (If applicable)

OVERALL TOTAL:

EMPLOYEE SUPERVISOR'S
RATING RATING

SUPERVISOR'S
EXPLANATION

Employee’s Initials:
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EMPLOYEEGS COMMENTS:

EMPLOYEEOGS SI GNATURE: Date:

*khkkkkhkk*kkk*k k% * % *

SUPERVI SOR6S COMMENTS:

SUPERVI SORGS SI GNATURE: Date:

kkkkhkkkkkhkkhkkk*k*k

DEPT. HEADG6S COMMENTS:

DEPT. HEADG6S SI GNATURE: Date:

LR S S S S S I S S S S S

DI VI SI| ON DI RECTORG6S COMMENTS:

DI VI SI ON DI RECTORG6S SI GNATURE: Date:

(Revised 12/01/2009)
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APPENDIX 3

CITY OF BROWNWOOD

PERSONNEL ACTION FORM
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City of Brownwood

PERSONNEL ACTION FORM

TO: HUMAN RESOURCES DEPARTMENT  DATE:
Please enter the following change(s) to personnel records:
EMPLOYEE NAME EMPLOYEE # 99
SOCIAL SECURITY # | *** % DEPARTMENT #
HIRE DATE DATE OF LAST
PROMOTION DATE CHANGE
CHECK ALL APPLICABLE CHANGES FROM TO
DEPARTMENT
JOB ASSIGNMENT
RATE OF PAY:
Base | $ $
Longevity
Certification
($ hour) ($ hour)

REASON FOR THE CHANGE(S):

Hired Merit Increase

Rehired Probationary Period Completed

Transfer Promotion

Resianali D . FOR CITY MANAGEROGS
esignation emaotion IF RESIGNATION OR DISCHARGE

Retirement Re-Evaluation of Existing Job Eligible for rehire

Discharge Suspension Without Pay Not eligible for rehire

Other Evaluation Atached

| Effective date of change(s):
(Personnel changes affecting rate of pay are effective the first day of a pay period. The first day an employee works is
his/her starting date and the last day he/she works is his/her termination date.)

REMARKS: Please explain in detail reason for above action.

Change acknowledged by: Following Signatures Required:Prior to
EmployeeSignature (Except for NewHire)

Department Head Date P.W. Division Director Date
Employee (to verify copy received)Date Director of Human Resources / Date
Civil Service
City Manager Date
Return original to Human Resources Department:
INCODE input- By: Date: . Transfer: Change in Kronos:
Copy to Department Heay: Date: . Transfer: Add to TMLIEBP BIt
Copy to Employeé By: Date: Update Department Splits:
CIVIL HCP LIST -By: Date: (Revised 9/01/11)

Revised 4/01/2014
118



APPENDIX 4

CITY OF BROWNWOOD

APPLICATION FOR
TRANSFER OR PROMOTION

Revised 4/01/2014
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CITY OF BROWNWOOD

APPLICATION FOR TRANSFER OR PROMOTION

| am applyingfor position of

in the Department of:

My present job classification:is

in theDepartment of:

My hire datewith the City of Brownwoods:

| understand, if | am selected for this positiorelinquish my present position ahavill be subject to
six (6) months prbation. My job performanceill be evaluatedat 3 months and prior to 6 months to
determne if | meet the requirements for continuancéhenew position.

PLEASE STATE BELOW YOUR QUALIRCATIONS FOR THE POSITION

(A resume or additional information may be attached.)

Signature Date Print Full Name Date

Current Supervisddatés SigGuratemte Dept . Healhitt s Si gnat u

H.R. Office Use Only:

Date Application Received: Initials:

Revised 8/20/2012
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APPENDIX 5

CITY OF BROWNWOOD

EMPLOYEEOS REPORT
OF INJURY
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CITY OF BROWNWOOD
EMPLOYEEOGS REPORT OF | NJURY

TO BE COMPLETED BY EMPLOYEE :

Name: Department:

Sccial Security Number: XXXXX - Home Phone:

Mailing Address:

Marital Status: Married Widowed Separated Single Divorced
Number of dependent children: Name of spouse:

Name of Doctor seen for this injury:
Address of Doctor:;

Date of Injuy: Time of Injury:
Describe injury and part of body affected: (left, right, etc.)

Describe in detail how and why accident occuard what you were doing when injured:

Worksite location when injured: (stairs, alley, etc.)
Addresswhere accident occurred:

Name of business if incident occurred on a business site:
Cause of Injury: (fall, tool, equipment, machine, etc.)
Witnesses to your accident:
Date and Time you notified supervisor:

Empl oyeebds Signature Date

EMPLOYEE i PLEASENOTE: You must provide a doctords note to yo
any time off work due to an ethe-job injury if the leave time is more than ong ¢y. You must complete th
form andsubmit to your Supervisor no later than 9:00 am on the next work day following the date of injury

TO BE COMPLETED BY SUPERVISOR:
Date and time employee reported injury:
Nature of Injury and why did it happen:

Has employee received Medical attention for this inju¥gs No
If yes, givefull name of physician, hospital, e(d. different from above)

Lost time due to injury or medical treatment: Yes No
FROM: Date Time TO: Date Time

Please notify the Human Rsmurces Department if medical attention is needed at a later date or of any lost time
due to this injury, giving date and time employee left work and date and time when employee returned to work.
Time off dueto injury should be marked as SCK (sick leave) or WORK COMP (no pay) on their Kronos time
card.

Supervisorbés Signature Department Head Signature

Date Date

This form shouldbe turned in to the Human Resources Departmento later than 12:00 pm on the next work

day following the injury.In case of emergency, notify the Human Resources Department by telephone immediately.
(Revised 4/30/13)
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APPENDIX 6

CITY OF BROWNWOM

INCIDENT / VEHICLE ACCIDENT
REPORT FORM

Revised 4/01/2014
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CITY OF BROWNWOOD
INCIDENT / VEHICLE ACCIDENT REPORT FORM

NOTE: Contact Fleet Servicesmmediately. Must complete form & submit to Human Resourceswithin
1 hour of time of accidentif drug/alcohol testing is required. (H.R. fax # 325643-3749)

TO BE COMPLETED BY EMPLOYEE:

Date of Report: Department

Empl oyeeds Name: Home Phone:

Empl oyeeds Address: Mobile Phone;

Date of Incident / Accident: _ ) Time of Incident / Accident  AM/PM
Incident / Accident Type: A Property Damage A Vehicle (City/Private)

VEHICLES OR EQUIPMENT INVOLVED:

City Vehicle or Equipment:
License # Account # Make/Model

Other Vehicle or Equipment:

Owner 6 s Name

Address
Driverds Name
Address
Driverds License/ St at eMake/Model of Vehicle
Investigated by Police: A Yes A No Police Report Attached: A Yes A No
I nsurance Carrierds Name: Policy #

Carrieros Address:

Incident / Accident Location:

Damage Detail(PHOTOS REQUIRED)

How did incident / accident occur?:

Injury to Persons: A Yes A No If yes, give name(s) of injured and type of injury:
Witnesses:

Comments:

Employee Signature Date

SUPERVISOR, PLEASE COMPLETE BACK PAGE. (Revised 4/01/1%
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INCIDENT / VEHICLE ACCIDENT REPORT FORM
(Continued)

NOTE: Contact Fleet Servicesmmediately. Must complete form & submit to Human Resourceswithin
1 hour of time of accidentif drug/alcohol testing is required (H.R. fax # 3256433749)

TO BE COMPLETED BY SUPERVISOR:
Workerdos ComMpYesReEport:(1If applicable, attach workerods co

If yes, give name(s) of injured and type of injury:

Visual Inspection By: Date:

Employee Conferece: A Yes (Date ) A No

Comments:

Supervisor Signature Department Head Signature
Date Date

*kkkkkkkk kkkkkkkkkkkkkkkkkkkkkhkkhhhkkkx kkkkkkkkkkkkkkkkkkkkkkkhhhhhhkhkkkkkkxkx *kkkkkkkkkkkkkkkkkkkhkk

FLEET SERVICES -ESTIMATE OF REPAIR COSTS:

Vehicle or Equipment:

Parts: $
Employees Laabor: $
Other Costs: $

TOTAL COSTS $

COMMENTS:
Signed: Print Name:
Title: Date:

(Revised 4/01/14)
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APPENDIX 7

CITY OF BROWNWOOD

CATASTROPHIC LEAVE FORMS
(Adopted by Resolution R05-25 on 7/12/05)

Revised 4/01/2014
126



CATASTROPHIC LEAVE POOL
ATTENDI NG PHYSI Cl AN6S STATEMENT

NAME OF PATIENT
SOCIAL SECURITY NUMBER

Statement of Patient: In support of my application for catastrophic leave hours from the City of
Brownwood Catastrophic Leave Pool, | authorize all health care professiorslincluding, but not limited

to, physicians, psychiatrists, chiropractors or any other examining health care professionals, to release
information concerning my illness/injury and any other pertinent data to the City of Brownwood
Catastrophic Leave Pool @mmittee.

Signature of Patient Date

* * * *x % * *x % * * % * *x * % *x *x * *x * % *x *x * * *x * *x *x * * *x *

PHYSI Cl AN6S STATEMENT

Please clearly print or type the requested information. Use additional sheets if necessary.
PHYSI Cl AN86S NAME

MAILING ADDRESS Phone No.

Date you first examined patient for this condition

Was treatment elective?

1. Name of referring health professional Phone

2. Diagnosis

3. Current Condition

4. Is the Current Condition Serious and/or Catastrophic? _Yes; No Pleaseplain

5. Course of Treahent

6. Can patient currently perform essential functions of job? (Please see attached job description)
Yes No

7. Prognosis

8. Anticipated date of return to work

Signature of Physician Date

Revised 4/01/2014
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CITY OF BROWNWOOD
CATASTROPHIC LEAVE POOL

APPLICATION FOR DONATIONS

DEFINITION OF A CATASTROPHIC ILLNESS OR INJURY

As defined
injuryo i s

Br own
surger

the City of
necessary

by
any

wood Cilnessert r ophi
Y, il ]l ness, i nju

convalescence or recuperation in an extended care facility or at home while under the care of a licensed

physician.

Definition of Spouse, Parent Child - Those persons living in the same household with the employee

who are either related to the employee by kinship, adoption, or marriage or are certified by the Texas
Department of Human Services as foster children of the employee or, if ngtilivihe same
household, are totally dependent upon the employee for personal care or services on a continuing basis.

APPLICATION TYPE: 32
K]

Empl oyee
Family Member

(If Family Member) Nare

Relationship to Employee -

Employe® Blame (please print)

Nature of lllness or Injury:

Social Security Number

Date of Iliness or Injury

Date all Paid Leave will be Exhaudte

Number of Days/Hours RequesteqMUST BE COMPLETED)

Attach your Attending Physicianb6s Statement that
Employee Signature Date
kkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkhkkhkkhkkkkkkkkkkkkkkhkhkkkkkkkkkkkkkkhkkkkhkkkkkkkkkkkkkkkhkkhhhkkx

H.R. DEPARTMENT USE ONLY: POOL ADMINISTRATION USE ONLY:

Has all paid leave been exhausted: _ YesNo | Processed by:

Has employee been placed on Family Medical Date:

Leave:Yes Effective: 3 Approve

No Reason: 3 Need Further Docu

H. R. Di Sigmatuteor 6 s Date Pool Administrator Signature Date

Revised5/03/2013

Revised 4/01/2014
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City of Brownwood
CATASTROPHIC LEAVE POOL DONATION FORM

of

(@)}
(%]

PrintName:__ Last 4 #

Job Title: Dept.

NOTE: To becomea member of the catastrophic leave pool, an employee must have at least one (1)
year of service with the City as a ftiine employee and contribute a minimum of four (4) hours of
their individual accrued sick leave each plan year during epeoliment period (minimum of six (6)
hours for Fire Civil Service employees). An employee must have a minimum sick leave balance of
seventytwo (72) hours remaining after donating hours during open enroliment. An employee may not
donate more than fori{#0) hours in any plan year.

In accordance with the City of Brownwood Catastrophic Leave Pool Administration, and the applicable
Catastrophic Leave Pool Procedutesjsh to contribute hours.

| understand that this contribution

a is strictly voluntary

a i s foomy pessonglaige

a will reduce my accrued sick | eave balance by t

a is for use by any eligible employee and that |
contribution

a wi || not be refunded back to me

| do not wish to participate in the Catastrophic Leave Pool and | realize that dannot become a
member or continue my membership of this Leave Po@xceptduring annual open enrollment

Employee Signature Date

THANK YOU FOR YOUR CONTRIBUTION TO THE CATASTROPHIC LEAVE POOL.

TO BE COMPLETED BY THE OFFICE OF HUMAN RESOURCES:

Eligibility Requirements:

This employee has completed 12 calendar mootthdl -time
employment with the City of Brownwood
Full-time hire date:

This employee has a minimum of Agurs of accrued unused
personal sickdaveremaining after donation

Sick leave balance: hours as of
Membership in Catastrophic Leave Pool: rovepl Disapproved
| certify that this employee has has not met the membership requirements of the Catastrophic
Leave Pool as defined in SectionB1 of the Cityds Personnel Rul es and Re
Catastrophic Leave Pool Adminiator Date

(Form Revised 8/8/12)
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APPENDIX 8

CITY OF BROWNWOOD

ALCOHOL /DRUG TESTING POLICY -
ATTACHMENTS & FORMS

Revised 4/01/2014

Revised 4/01/2014
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Attachment A-1
CONTROLLED SUBSTANCE TESTING PROCEDURES

Step 1.

The Human Resources Department will advise all Applicants of the Cityasmplyment Controlled
Substance Testing Procedures during the selection process. All current employes=sdvilséd of the
testing procedures at the time this policy is distributed and during the initial enrollment process.

Step 2:

A clinic will be selected by the City Manager to conduct thegonployment testing and collection of any
necessary specimerier Controlled Substance Testing. The City will also contract with a testing
laboratory which $ NIDA certified and has an assignadohysician to serve as the Medical Review
Officer.

Step3:

The Applicant or employee will be notified by the City tdosit to Controlled Substance Testing. The
Applicant will travel or be taken to the clinic or a collection site approved by the Human Resources
Director and City Manager. If the person being tested is an employee, he/she shall be taken to the
approved chic by a trained Supervisor. The applicant/employee will present identification containing a
photograph, and will complete and sign the Consent Form as provided by the clinic where the testing is
being performed. The failure to complete the Consent iooansidered a refusal to test.

Step 4:

The clinic will perform the collection of an Applicant's or employee's urine specimen for Controlled
Substance Testing. The following procedures will be observed in the administration of screening tests:

THE APPLICANT OR EMPLOYEE WILL

A. Provide the urine sample in a private restroom facility within the clinic to and immediately deliver
the receptacle to the clinic representativ@r DOT testing of CDL personnel or applicants, the
clinicds |lilbdvidetthe grihersample iato twon(2) samples.

B. Initial the specimen collection receptdslafter it has been sealed.
C. Along with clinic representative, initiate "chain of custody" by signing and dating the Chain of
Custody form. The specimerilMbe placed with original copy of Test Requisition form in tamper

proof chainrof-custody pouch for forwarding to the NIDA approved laboratory for analysis.

THE CLINIC WILL:

A. Check the specimen for appropriate volume, temperature, and specific (alaty immediately
upon its collection.

Revised 4/01/2014
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B. Seal and initial the specimen collection receptacle.

C. Along with the patient, initiate "chain of custody" by signing and dating the Chain of Custody
form.

D. Perform a quick test Controlled Substanceesoron one of the two specimens. Negative
Controlled Substance Test results will be reported immediately to the Human Resources
Director or designee, nothing further is required of the employee. In the event of a positive
quick Controlled Substance scneeghe specimen will be placed with the original copy of the
Test Requisition Form in a tamperoof chain of custody pouch for forwarding to the NIDA
approved laboratory for analysis.

THE SPECIMEN TESTING LABORATORY WILL:

A. Complete Controlled Substan€esting of specimen.

The initial test will be by the Enzyme Multiplied Immunoassay Technique (EMIT). Should this test be
positive, the laboratory will use the Gas Chromatography/Mass Spectrometry (GC/MS) for confirmation.

CONTROLLED INITIAL CONFIRMA TION
SUBSTANCE NAME CUT-OFF LEVELS CUT-OFF LEVELS

1. Amphetamines 500 ng/ml 250 ng/ml

2. MDA -Analogues 500 ng/mli 250 ng/ml

3. Cocaine Metabolites 150 ng/ml 100 ng/ml

4, Marijuana Metabolites 50 ng/ml 15 ng/ml

5. Opiates 2000 ng/ml 2000 ng/ml

6. 6-Monoacetylmorphine 10 ng/ml 10 ng/ml

7. Phencyclidine 25 ng/ml 25 ng/ml

B. Send the appropriate forms indicating test results to the designated Medical Review Officer.
C. If the test is a Confirmed Positive Controlled Sahst Test, retain the specimen for a period of

eighteen (18) months.

THE MEDICAL REVIEW OFFICER (MRO) WILL:

A. If the test is a Confirmed Positive Controlled Substance Test, contact the Applicant or employee to
allow him/her the opportunity to provide yawalid reasons (such as prescription or dher
counter drugs taken or foods eaten) for which positive results may have been achieved. The
Medical Review Officer will also inform the Applicant or employee that he or she may request the
lab to retest theample if the positive result is ultimately upheld. Retesting is at the Applicant's or
employee's expense amdust be requested within 72 hoursof the employee receiving
notification of a positive test

B. Attempt to verify any reasons provided by #heplicant or employee which would explain the
positive result.
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C. If there is a legitimate explanation for the positive result, the Medical Review Officer shall mark
the test negative, sign the appropriate form, and forward it to the Human Resourdes. Direc

D. Notify the Human Resources Manager of any indication of prescription medication use that may
be hazardous to the performance of the employee's duties.

E. Verify the positive result, if there is no legitimate explanation for the positive reguittrse
appropriate form, andmmediatelyforward it to the Human Resources Manag&he Medical
Review Officer shall identify the name of the employee for whom the test results are being
reported, the type of test indicated on the custody and contro] foe date and location of the
test collection, the results of the controlled substances test, and if positive, the type of
controlled substance(s) for which the test was positive.

F. If the Medical Review Officer is unable to contact the applicant gl@yee, the MRO shall
report to the Director of Human Resources that he or she has made all reasonable efforts to
contact the employee. The Director of Human Resources shall immediately notify the
applicant or employee that he or she must contact thedsledeview Officer. If the Director
of Human Resources is unable to contact the applicant or employee after several reasonable
attempts, the Director shall note in the file the dates and times of attempts to contact the
applicant or employee and send wtenit notice of test results to the applicant or employee at
their last know address.

The Director of Human Resources or the testing
controlled substance testing procedures and provide a copy tmlgyees who requestcopy

Step 5:
APPLICANT NOTIFICATION OF REJECTION/EMPLOYEE TERMINATION

An Applicant will be deni ed emwil b®yermnated wizen test a n
results are a Confirmed Positive Controlled Substance Tabie Applicant or Employee requests further
explanation, he/she will be advised that the urine specimen tested positive. The Applicant or Employee
will be eligible for consideration of employment aftieree 8) years from date the test results @eeived

or date of test refusal. The Applicant or Employee will be provided a copy of the test results upon request.

Step 6:
CONFIDENTIALITY WITH RESPECT TO CONTROLLED SUBSTANCE TESTS

Controlled Substance Test results will not become a part of thicApfsor e mpl oyeebs per
All test result documentation will be restricted to the Human Resources Department. The test results will
be placed in a separate file and secured in the Human Resources Department in a locked file. The results
of any test, whether negative or positive, will not be discussed with any other City employees, except
those defined in Section L. of this policy. Unless legally required, no other individuals will be advised of
the test results.

(Revised 4/01/2014)
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Attachment A-2

ALCOHOL TESTING PROCEDURES

Stepl:

An individual who is required to undergo an Alcohol Test will be required to sign the Consent Form as
provided by the clinic where the test is being performed. The Consent Form will be completed at the test
collection site.

Step2:

A clinic will be selected to conduct the Alcohol Test in compliance with this policy. The City Manager
will make the clinic selection.

Step 3:

The Applicant/employee will present identification containing a photographvaindomplete and sign
the consent form provided by the testing facility for Controlled Substance/Alcohol Testing. The failure to
complete the consent form is considered a refusal to test.

Step 4:
The clinic will perform the collection of an employderesath for alcohol analysis.
All Alcohol testing must be performed by a trained and certified badatiol technician (BAT).

Once the initial test is conducted, if the test results are an Alcohol concentration of 0.02 or greater,
then a confirmatio test must be performed.

If the confirmation test results in a Confirmed Positive Alcohol Test, that is, an Alcohol concentration of
0.02 or greater, the employeebds employment will

If the Alcohol confirmation test results in a Negat&leohol Test, that is, an Alcohol concentration
lower than 0.02, nothing further is required of the employee.

(Revised 4/01/2014)
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Attachment B

PRESCRIPTION/OVER THE COUNTER (OTC) DRUG NOTIFICATION

Employee Name: Department:

Employe& PRosition:

Prescribed Under DocEldctedrfad MyseGar e

Prescription/Overthe-Counter Prescribing
Medication Name/Dosage Physician Start Date Duration
1.
2.
3.
4.
5.

By completing this form, | am notifying my supervis®ept Headand the Human Resources Ditec of
medications that may affect my jgkerformance in accordance witteion F of the City of Brownwood
Alcohol and Drug Use and Testing Policy.

Employee Signature Date
Supervisorb6s Signature Date
Depart ment Headds Signature Date

*rkk Skkxkkk % For Human Resources Departmélsie Only #sxxakdkks ok

Date Received: Date Forwarded to Cityods Physician
Approval/Disapproval

1. 2. 3. 4. 5.
Dir of HumaSignaRiesour ces?®o Date

(Revised 4/01/2014)
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Attachment C

CONFIDENTIAL
DRUG / ALCOHOL USE AND ABUSE
REASONABLE SUSPICION REFERRAL FORM

If an employee is observed in conduct or behavior which creates reasonable sa$mioitrolled substance or alcohol use,

only supervisors who have received controlled substance awareness training may refer the employee for controlled substance
and/or alcohol testing. A trained supervisor must document that there is sufficient evioleneasonable suspicion and
complete this questionnaire in full prior to referring the employee for testing. Complete confidentiglitfemaintained in

the submission of this form to tiSupervisorDepartment Director and Director of Human Resesirc

EMPLOYEE NAME: POSITION:

DEPARTMENT: DATE(S) OF SUSPICIOUS/BEHAVIOR:

Directions: Check pertinent items.

1. WALKING: __ Stumbling _ Staggering _ Falling __Unable To
_ Swaying __Unsteady _ Holding On

2. STANDING: __ Swaying _ Staggering _ Rigid __Unable To
__FeetWide Apart  __ Sagging At Knees

3. SPEECH: _ Shouting _ Slobbering _ Mute __Whispering
__Slurred __Silent __Incoherent __ Rambling
_ Slow

4. DEMEANOR: __ Sarcastic _ Crying _ Talkative  __ Fighting
__Calm _ Sleepy __Polite __Excited

5. ACTIONS: __Erratic __Calm __Hostile _ Drowsy
__Profanity __Fighting __Hyperactive
__Threatening __Resisting Communications

6. EYES: __Bloodshot __Dilated _ Glassy _ Droopy
_ Closed _ Watery

7. FACE: __Flushed __Pale _ Sweaty

8. APPEARANCE __Unruly __Messy _ Neat __ Dirty

/CLOTHING: __Having Odor of Alcohaol Bodily Excrement Stains

__Partially Dressed

9. BREATH: __Alcohol Odor __Faint Alcoholic Odor __No Alcoholic Odor
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10. MOVEMENTS: _ Fumbling _ Jerky _ Slow __Hyperactive
__Nervous __Normal

11. EATING/ _ Gum _ Candy __Mints
CHEWING:

12. Receipt of information from a reliable or credible source or independently corroborated creating reasonable
suspicion.

__Other...Identify, if possible

OTHER COMMENTS:

The areas checked above have been observed in the conduct and behavior of referenced employee during perioc
specified. These actions and behaviors have been observed by the undersignediewvsl, ddredtitute sufficient
reasonable suspicion to refer the employee for controlled substance and/or alcohol testing.

Supervisor Signature Date

Confirmed:

Director or Designee Signature Date

(Revised 4/01/2014)
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APPENDIX 9

CITY OF BROWNWOOD

NEPOTISM CHART

(Added 7/01/2009)

Revised 4/01/2014
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