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MEMORANDUM

To: Civil Service Employees
From: Joe Canales, Director of Human Resources and Civil Service

Subject: Personnel Policies

The Personnel Policies are divided into two chapters; Chapter A for Non Civil Ser-

vice and Chapter B for Civil Service. This Personnel Policies Manual contains poli-
cies for City of Austin Civil Service employees. The manual includes revisions ap-

proved by the City Council on May 23, 1996. These policies are effective as of Au-
gust 1, 1996. Future amendments to the policies will be distributed for inclusion in

this manual.

These policies are not a legal contract of employment. The policies do provide in-
formation that will assist you in your job.

We congratulate you on your chosen field as a Civil Service public servant and
wish you great success.

Joe Canales
Director
Human Resources and Civil Service
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PREAMBLE

These Personnel Policies are approved by the City Manager and the Austin City Council as
provided in Article IX, Section 3 of the Charter of the City of Austin. Chapter A of these Poli-
cies applies to non-Civil Service employees who, as affirmed by the citizens of Austin in a 1993
referendum, are at will employees. Chapter B of these Policies applies to Police and Fire de-
partment Civil Service employees who are covered by the Civil Service Act in Chapter 143 of
the Texas Local Government Code.

The purpose of these policies is to provide a set of principles for establishing and maintaining
harmonious and productive City employee relationships in the conduct of City business.

The fundamental objectives of good personnel administration as supported by these policies in-
clude:

1. To promote and increase effectiveness, efficiency and high quality performance in the
service of the City through systematic performance planning and review.

2. To provide for fair and equal treatment of applicants and employees in accordance
with appropriate legislation and judicial mandates.

3. To provide a program of recruitment, selection and advancement that is based on qual-
ifications and demonstrated performance in order to make the service of the City at-
tractive as a career and encourage each employee to render his/her best services to the

City.

4. To establish and maintain an equitable and uniform plan of position classification and

compensation based upon the relative duties and responsibilities of positions in the
service of the City.

5. To motivate employees to work toward the goals of the City administration by provid-
ing optimum working environments and relationships, opportunities for achievement,
recognition and growth.

6. To safeguard the employee’s right to be treated with respect, dignity, equity and fair-
ness.



CHAPTER B: CIVIL SERVICE EMPLOYEES
1. MANAGEMENT RESPONSIBILITIES

It is the obligation of the City Council and City management to administer re-
sponsibly the City’s resources for the benefit of the citizens of Austin. These
Policies recognize that the City Manager and the Department Heads of the Fire
and Police Departments must exercise the inherent responsibilities of municipal
management to fulfill this obligation.

In approving these Policies for the Civil Service employees of the Fire and Po-
lice Department, the City Council acknowledges that a well trained, productive
workforce working in a safe, healthy and positive work environment is a signif-
icant resource, but holds City management accountable for retaining and exer-
cising their inherent management responsibilities. These include, but are not
limited, to the following:

A. Establishing, directing and evaluating the services and programs provided by
the departments to the citizens of Austin, including the nature and level of
such Services and programs, as well as the type and quantity of resources al-
located thereto.,

B. Managing and supervising the workforce in all respects, including selection,
discipline, promotion, demotion and discharge of employees; scheduling, al-
location and assignment of employees; and establishment and enforcement
of standards of conduct and performance.

C. Fulfilling, in a responsible and cost effective manner, all legal, statutory and
Charter obligations of the departments, including the establishment and im-
plementation of departmental policies, goals, objectives, rules and regula-
tions as well as the acquisition of goods and services appropriate for ful-
filling those responsibilities.

II. CONDITIONS OF WORK

A. DISCRIMINATION, HARASSMENT AND SEXUAL HARASSMENT



1.

Discrimination

As an Equal Employment Opportunity (EEO) employer, the City will
conduct its staffing activities: selection, promotion, demotion, transfer,
training and separation, in accordance with established federal, state and
local EEO laws and regulations as they affect the City. The City of Aus-

tin will employ positive business and personnel practices designed to en-
sure equal employment opportunity.

The City of Austin will not discriminate against any applicant or employ-
ee based on race, creed, color, national origin, sex, age, religion, veteran
status disability, or sexual orientation. In addition, the City will not dis-
criminate in employment decisions on the basis of an individuals’ AIDS,
AIDS Related Complex or HIV status; nor will the City discriminate
against individuals who are perceived to be at risk of HIV infection, or
who associate with individuals who are believed to be at risk.

Every manager and supervisor is expected to implement this policy
through uniform and consistent employment practices. Management is
also responsible for maintaining a professional working environment free
of intimidation, sexual harassment, racial harassment, other forms of har-
assment and discriminatory conduct.

Harassment

The City is committed to promoting a work environment that is free of
harassment. Harassment is abusive, obscene or threatening conduct or
communication that is intended to harass, annoy, alarm, torment, embar-
rass or injure another. Employees who engage in such conduct while on
duty or on City premises will be subject to discipline.

While on duty or on City premises, employees shall not use obscene or
abusive language or offensive gesture in their communication with
coworkers or members of the public; employees shall not by oral, writ-
ten, electronic or other means of communication threaten or intimidate
coworkers or members of the public; and employees shall not physically
endanger, intimidate or injure coworkers or members of the public. Such
conduct will not be tolerated.



3. Sexual Harassment

Sexual harassment, which is any unwelcome sexual conduct which oc-

curs under one or more of the following conditions, is prohibited and

shall not be tolerated. Unwelcome sexual advances, requests for sexual

favors, and other verbal or physical conduct of sexual nature will be con-

sidered harassment when:

a. Submission to such conduct is made either openly or by implication a
term or condition of an individual’s employment;

b. Submission to or rejection of such conduct by an individual is used as
a basis for employment decisions affecting that person; or

c¢. Such conduct unreasonably interferes with the individual’s work per-
formance or creates an intimidating, hostile, or offensive working en-
vironment.

Any manager, supervisor or employee who engages in such objectionable
conduct is subject to discipline up to and including termination.

Sexual oriented jokes, remarks, gestures, or pictures may be offensive to
other employees and will not be tolerated.

4. Reporting Violations

Employees who experience discrimination, sexual harassment, another
form of harassment or who become aware of a threatening situation as
described in this policy should immediately report it to their supervisor.
If this is not a suitable avenue for addressing their compliant, employees
are advised to contact their Assistant Department Head or Department
Head or the Director of Human Resources. If an employee is aware of a
threat of imminent physical harm to him/herself, another employee or
member of the public, the employee should attempt to remove
him/herself from the dangerous situation and immediately notify appro-
priate emergency personnel by calling “911”. The employee shouid re-
port this emergency call to his/her supervisor or management immediate-

ly.

No employee shall be discriminated against, harassed, intimidated, nor
suffer any reprisal as a result of reporting violations to this policy in good



faith. The procedure for complaining about discrimination and harass-
ment based on race, creed, color, national origin, sex, age, religion, veter-
an status, sexual orientation, disability, AIDS or HIV status, is found in
Section IV.C. of these policies. The procedure for addressing complaints
about general grievance issues, including other forms of harassment, may
be found in Section IV.B.

B. EMPLOYEE CONDUCT

Employees while on duty are at all times individually responsible for con-
ducting themselves in a professional and ethical manner and for treating
coworkers and members of the public with respect and dignity. The intent of
this policy is to make a clear statement that unprofessional and abusive be-
havior will not be tolerated in the workplace,

In addition to the provisions in these policies, employees are responsible for
complying with any other federal and state laws or regulations or local ordi-
nances governing their conduct. This includes but is not limited to the City
Charter, City Code sections 2-3-62 through 66 (Standards of conduct, Pro-
hibition on conflict of interest, Disclosure of conflict of interest, Substantial
Interest of Relative and Misuse of official information)

C. TIME AND ATTENDANCE

1. Hours of Work

The hours during which City offices and departments are open for busi-
ness shall be determained by the City Manager. Department Heads shall
implement schedules to meet these general requirements and to provide
for other specific requirements of the department. Individual employees
may be directed to work special hours or shifts as determined by the
needs of the department. Work schedules must be posted in all depart-
ments with continuous operation or rotating shifts.

2. Attendance

Employees shall be required to be at their places of work in accordance
with work schedules established by their department. Employees are ex-



pected to be at their work place or on official duty during City business
hours or be officially excused by their supervisors. Any employee who
fails to report, is habitually tardy, leaves the workplace without proper
authorization or misuses leave may be subject to disciplinary action. All
departments shall maintain attendance records.

3. Overtime

All employees shall be required to work overtime when necessary as
determined by departmental management. Specific overtime assignments
shall be rotated and allocated as evenly as possible among employees
qualified to do the work. Employees are expected to respond to a reason-
able request to work overtime and may be subject to disciplinary action
for failing to stay or report for overtime work.

D. SAFETY

The City of Austin recognizes the importance of the health and safety of its
employees and will provide a safe and healthful environment in which to
work. Employees will not be required to perform hazardous duty without
first receiving training concerning the hazard, the proper work methods, and
any appropriate measures or equipment to be used.

Management will provide health and safety programs including, but not lim-
ited to: violence prevention, facility inspection, sanitary facilities, emergen-
cy evacuation, first-aid, defensive driving, hazard identification and evalua-
tion, and environmental protection. Employees are expected to participate in
safety programs and are required to observe rules, regulations, and instruc-
tions as determined by management

E. WEAPONS

Employees, with the exception of licensed peace officers employed by the
City as peace officers, are prohibited from possessing or storing a concealed
handgun or other weapon (see definitions) while on duty or performing ser-
vices for the City, or while in City uniform or in a City vehicle, regardless of
whether the employee is on City property or not.

While off duty, employees other than licensed peace officers employed by
the City as peace officers are prohibited from possessing or storing a con-



cealed handgun or any other weapon on the property leased, owned or con-
trolled by the City of Austin; to the extent pre-empted by state law, this sen-
tence shall not apply to City parks, political rallies, political meetings and
parades. This paragraph does not apply to public streets or side walks, nor
does it prohibit an off duty employee from traveling through the airport and
transporting firearms, as long as the transportation is in compliance with the
laws.

Employees who violate this policy may be disciplined up to and including
termination of employment.

WORKING CONDITIONS

Management has the responsibility of maintaining efficiency within the op-
eration, determining the methods of operation, scheduling events, and
scheduling employees to accomplish the mission and objectives of work
groups. Whenever possible, a committee will be established in each depart-
ment and/or division, as appropriate, to review and actively solicit the rec-
ommendations of all employees concerning improvement of safety, efficien-
cy and productivity, according to guidelines provided by the City Manager.

Employees will be furnished the necessary vehicles, tools, equipment, facili-
ties and supplies to accomplish their assignments and will be expected to
follow appropriate rules and guidelines for the use of such material and fa-
cilities.

In some cases, certain personal items of clothing, items for personal protec-
tion (i.e. gloves, shoes, glasses, etc.) or tools may be established as a re-
quirement in specified areas to be provided by the employee. Certain jobs
may require the use of personal vehicles for which reimbursement will be
made based on the rate schedule in effect.

Employees should arrange their personnel affairs to minimize interference
with individual or group work performance. This includes personal visits of
friends and relatives, phone calls and requests for absence from work for
personal finance, medical, or other reasons. Employees may request paid
time off to conduct Human Resources-related business such as Workers
Compensation claims, transfer applications, discrimination complaints,
grievances and insurance claims.



G. USE OF CITY RESOURCES

Employees are prohibited from using City facilities, equipment, supplies,
employee time, or any other City resource for personal use except to the ex-
tent that such resource is available to the public. City resources which may
not be used by employees for personal use include but are not limited to the
following: computers, internet accounts, e-mail and voice mail systems, tel-
ephones, facsimile machines, copiers, postage machines, vehicles, office
space, desks and filling cabinets. These resources are dedicated to City busi
ness, and City management shall have full access to both the resources and
any contents thereof at all times. Employees have no legitimate expectation
of privacy when using these resources.

Department Heads may allow employees limited use of telephones for local
calls while ensuring that the operational needs of the department are being
met.

H. SOLICITATION AND ACCEPTANCE OF GIFTS

City employees shall not be permitted to solicit funds for any purpose on the
job without the express approval of the Department Head and the City Man-
ager.

No City employee shall accept or solicit any gift or favor, that might reason-
ably tend to influence that individual in the performance of official duties or
the official or employee knows or should know has been offered with the in-
tent to influence or reward official conduct..

I. WORKING RELATIONSHIPS

It shall be the responsibility of employees to perform the duties of their posi-
tions at a level of cooperation, efficiency and economy acceptable to their
department and the City. Department Heads and supervisors shall plan, or-
ganize, and direct the work of their units to achieve the objectives of the de-
partment, including the establishment of performance standards which will
be periodically evaluated.

1. When work habits, production, or personal conduct of an employee
needs improvement or change, supervisors should use appropriate dis-
cipline or counseling measures.



2. If any question arises concerning the validity of a supervisor’s order,
employees shall complete the tasks assigned unless:

a. The health and/or safety of the employee, co-worker or other person is
endangered or
b. The order is illegal or unethical.

If the supervisor and employee are unable to informally resolve their dis-
agreements, the formal compliant procedure may be used.

J. HEALTH FITNESS

It shall be the continuing responsibility of each employee to maintain the
standards of physical and mental health fitness required for performing
his/her position. When a question arises about an employee’s physical and
mental fitness for duty, the Department Head may direct the employee to
submit to a mental and/or physical examination to be submitted to the Civil
Service Commission in accordance with Section 143.081 of the Texas Local
Government Code.

When an employee is no longer able to meet the standards of mental and
health fitness required for performing the duties of his/her position due to an
injury received on the job, it shall be the responsibility of the management to
assist the employee in obtaining other employment in the City for which
he/she is qualified. Such assistance may include identifying outside training
opportunities and/or providing on the job training, whenever possible, to ful-
fill this commitment. This will be conducted in compliance with procedures
established by the Director of Human Resources.

K. OUTSIDE EMPLOMENT

All City employees are prohibited from engaging in other employment
which  would interfere with the performance of their City duties and are

prohibited from engaging in other employment which would represent a
conflict of interest.

L. ASSIGNMENT OF WAGES

The City shall not be obligated to recognize any assignment of wages or
funds by its employees or agents. (See Article XII, Section 6, City Charter.)



M. PAYROLL DEDUCTION

An employee has the right to request the Director of Finance to make regular
deductions from his/her check for any purpose approved by the City Manag-
er or City Council.

N. WITHHOLDING OF WAGES FOR PAST DUE TAXES

An employee’s wages may be withheld pending settlement or discharge of
back taxes, hospital bills, utility bills or any other debt owed to the City as
specified in the City Code of 1992, as amended, (sec. 5-1-2).

0. BOARDS AND COMMISSIONS

Employee participation on City-sponsored Boards and Commissions will be
regulated according to appropriate City ordinances and or administrative
regulations.

P. DRUG-FREE WORKPLACE
In order to ensure the safety and well-being of its citizens and employees,
and to comply with the Drug-Free Workplace Act of 1988 and the Texas
Workers’ Compensation Act. All city work sites shall be free of drugs, alco-
hol and inhalants. The unlawful manufacture, distribution, dispensing, pos-
session or use of inhalants or controlled substances or the possession or use
of alcohol in the workplace or while on duty is prohibited.

City employees shall not report to work, remain on duty, or be on call for
duty while under the influence of drugs and alcohol. It is also the policy of
the City of Austin that employees shall not have their ability to work im-
paired as a result of the use of alcohol or drugs. All employees are required
to comply with this policy. Any employee engaged in such activities will be
subject to disciplinary action for misconduct, up to and including termina-
tion. With respect to use and possession of alcohol, this policy may be
waived by the City Manager.

The Director of Human Resources will inform employees of the existence
and contents of a Drug-Free Workplace policy and possible consequences of
violation of its requirements. The Director of Human Resources will also
approve and establish a drug awareness program and will inform employees
of the program’s services, the dangers of alcohol, inhalants and drugs, and
the availability of drug counseling and rehabilitation resources.



Employees who are convicted of any alcohol, inhalant, or drug violation
which occurs in the workplace or while on duty must report the conviction to
their Department Head and to the Director of Human Services within (5)
calendar days of the conviction. For this purpose, “conviction” includes any
finding of guilt or imposition of sentence; it also includes deferred adjudica-
tion and a plea of novo contend ere. Employees who are convicted of any al-
cohol, inhalants, or drug violation which occurs in the workplace or while on
duty may be subject to disciplinary action, up to and including termination,
or be required to participate satisfactorily in a substance abuse or rehabilita-
tion program approved by the City. Substance abuse treatment programs are
available in the community and may be covered by the employee’s health
care program.

. NEPOTISM

No person related within the second degree by affinity or consanguinity to
the Mayor, any member of the City Council, or the City Manager shall be
appointed to any office, position, clerkship or other service to the City. This
prohibition shall not apply, however, to any person who shall have been con-
tinuously employed by the City for a period of two years prior to the election
of the Mayor or Councilman or appointment of the City Manager so related
to him. In addition, the City Manager shall not approve the appointment of
any supervisor’s work group, any person who is related within the second
degree by affinity or consanguinity to that supervisor, nor shall the appoint-
ment of any member of the immediate family of any Department Head be
approved unless the City Manager shall determine the necessity thereof be-
cause of the lack of qualified applicants for such position.

REPORTING FRAUD OR OTHER ILLEGAL ACTS

Any City employee who has reason to believe that there may have been an
instance of fraud, or other iltegal act in connection with a City program,
function or activity shall report it immediately to their supervisor or manager
or to their Department Head, the City Manager’s office or the City Auditor
as soon as possible,

Reports will be investigated as expeditiously as possible in accordance with

procedures issued by the Director of Human Resources. Where investigation
confirms that fraud or another illegal act has occurred, appropriate corrective
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action will be taken. Employees who commit fraud or other illegal acts will
be subject to disciplinary action up to and including indefinite suspension,
and will not be eligible for rehire.

Employees who report incidents of fraud or illegality or who assist in an in-
vestigation shall be protected from retaliation of any sort. However, any em-
ployee who assists in an investigation but who is found to have participated
in the illegal act or fraud being investigated remains subject to discipline. In
addition, if it is determined that a report was not made in good faith or that
an employee intentionally provided false information regarding an allega-
tion, disciplinary action will be taken.

Any employee who believes that he/she has experienced retaliation for mak-
ing a report or assisting in an investigation shall report this as soon as possi-
ble to the Department Head, Director of Human Resources, or to the appro-
priate Assistant City Manager.

III. COMPENSATION

It is the policy of the City of Austin to provide equitable compensation for its
employees in the form of pay and fringe benefits in order for the City to aftract
and retain qualified individuals for all positions.

A. WAGE AND SALARY

1. Purpose of the Plan

The Position Classification and Pay Plan as established by ordinance
is the basis for administering the City classified service. The purpose
of the plan is to assure that each job in the classified service is paid at
a rate appropriate for the level and type of work performed, both in re-
lation to other positions in the service and to the City’s competitive
labor market. Copies of the plan, individual job specifications, and
pay schedules are considered public documents and are available in
the Human Resources Department for review.

2. Maintenance of the plan

The Director of Human Resources shall be responsible for continuous
maintenance and administration of the plan to assure that the purpose
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of the plan is fulfilled as work requirements change in the various de-
partments and as conditions change in the labor market. The Director
of Human Resources shall further be responsible for determination of
those positions which are eligible for overtime pay as provided in the
Personnel Policies and those executive, administrative, professional,
and other positions which are exempt from those provisions.

Any classification study or appeal conducted will include a review of
all pertinent data provided by employees and/or departmental man-
agement.

Other information on classification studies is covered in personnel
procedures.

. Use of Position Title

All positions are designated by titles on all official records, payrolls,
and communications. No position will carry an official title which has
not been approved by the Director of Human Resources as being ap-
propriate to the duties performed.

. Continuous Study of Pay Rates

Prior to the preparation of the City’s annual operating budget, the Di-
rector of Human Resources shall prepare an analysis of prevailing
rates of pay for comparable public and private employment in the area
and at large, taking into consideration cost of living factors, budget ef-
fects of various alternative pay plans and other factors which maybe
pertinent in recommending changes in the plan. On the basis of this
information, the director shall recommend to the City Manager change
-5 in pay policy or in the pay plan necessary to keep the classification
and pay plan current, uniform and equitable. Recommended changes
in pay policy shall become effective when approved by the City
Council.

. Promotion or Demotion

When an employee in one grade is promoted or demoted to a position
in another grade, all changes in rate of pay shall be in accordance with
established procedures.
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6. Payment of Overtime *
a. Exempt Employees

Exempt employees are salaried employees and except as provided,
are not eligible for overtime compensation. However, the Director
of Human Resources may in some cases approve additional com-
pensation for exempt employees.

b. Non-exempt Employees

Non-exempt employees will be compensated for any overtime
worked when such compensation is required by law. Generally,
overtime is time worked in excess of forty (40) hours in a week.
However, a Department Head may utilize any overtime standard
permitted by law if the director of Human Resources has approved
it. Employees will not be permitted to donate work time to the City

Overtime will be paid at one and one-half times the employee’s
regular rate of pay. A Department Head may choose to use com-
pensatory time in lieu of cash payment for some or all of the de-
partment’s employees. Before the overtime is worked, employees
must be informed that it will be compensated with compensatory
time off rather than cash. Compensatory time shall be credited at
the rate of one and one-half hours for each hour of overtime
worked. A non-exempt employee may accrue up to 120 hours of
compensatory time. Any additional overtime worked will be paid
in cash.

An employee who requests the use of accrued compensatory time
shall be permitted to take such leave within a reasonable period af-
ter making the request, unless the employee’s absence would undu-
ly disrupt the operations of the department.

7. Educational Incentive Pay

It is the policy of the City to encourage the professional development
of its Civil Service employees by providing an educational Incentive
Payment Program based on the approval of funding by Council.
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* See footnote at Table of Contents.
These employees shall receive additional monthly payments for cred-
its earned in accredited college or university programs. Eligibility
shall be determined and payments made in accordance with budget
limitations and procedures established by the Police and Fire Depart-
ments.

8. Method of Payment

Pay periods and dates of payment shall be set by the City Manager.
Exempt employees are salaried. Non-exempt employees are paid for
the actual number of hours worked during each work week plus any
authorized paid leave.

9. Terminal Pay

All employees who leave the service of the City for any reason shall
receive all pay which may be due them with the following qualifica-
tions:

a. Employees who give less than ten working days notice of resigna-
tion shall forfeit all of the vacation time accrued in the years prior
to the year of their resignation, uniess mutual agreement is reached
between the Department Head and the employee.

b. Separation date for all employees shall be the last day of actual
work or approved leave. Terminal pay received by an employee
shall not be construed to extend his/her employment with the City
beyond the separation date.

c. Failure to return City issued equipment, uniforms, material or other
items may result in delay in terminal pay. Terminal pay may also
be delayed due to any pending investigation of an employee.

B. BENEFITS

The Director of Human Resources will review the City’s employee benefits
program on an annual basis. The Director of Human Resources will submit
to the City Manager recommended changes to the benefits program as part

of the wage and benefits package or as necessary throughout the year. Rec-
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ommended changes to the benefits program shall become effective when ap-
proved and funded by the City Council.

1. Leave

Leave may be granted by the Department Head upon request by an em-
ployee. Work schedules and operational requirements of the Department
are necessary considerations which may preclude granting of leave.
Leave must be reasonably requested and the granting authority has a re-
sponsibility to respond in a reasonable time. A leave is granted for a spe-
cific period in time and any extension must follow the same procedure
required for granting the original leave. Leave which qualifies as family
or medical leave is subject to the requirements of section III. B. 1. c.

a. Paid Leave

Paid leave is paid for at the same rate as hours worked during the
basic work week and paid leave hours are counted as hours in the em-
ployee’s work period.

(1) Holidays

The following holidays are declared official holidays for City
employees. If a holiday falls on Saturday, it will be observed on
the preceding Friday; if a holiday falls on Sunday, It will be ob-
served on the following Monday.

New)Year’siDay e fmdsarn ot Hoeda,  (Ls0 January 1
Martin Luther King, Jr.’s Birthday............. Third Monday in January
Washington’s Birthday.........cceorniececensinnancas Third Monday in February
MemorialrDay. st snlvrmnmeseslied, O Last Monday in May
IndependenceiDay- 2. o ® motoMm i el e July 4
Labor Day (SN eemmi il o ethvliwra il First Monday in September
Veteran’s Day......ooveviiiiiiiiiieiiiiiiiiiiccece e, November 11
Thanksgiving Day..........cccvvvvenennnnn. Fourth Thursday in November
Friday after Thanksgiving
ST A E Ve o U e T, M e e 8 December 24
Christmas Day.......ccveeeieerieninineniriinereenneneeenennes December 25
Personal Holiday™*...........coooiiiiiiii e Open
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Christmas Eve is observed as an officia! City holiday only when
it occurs on Monday-Thursday.

Day off at the employee’s choice taken at any time with the ap-
proval of the Department Head following appointment to a Civil
Service position.

(a) As many employees as possible will be given each holiday
off. Employees who are regularly scheduled to work on hol-
idays shall have holiday hours added to their exception vaca-
tion account or shall be paid for the holiday.

(b)Exception Vacation hours are hours which are banked in a
separate leave account for an employee when the employee
works on a holiday. Employees may request to use these
hours under the provisions of vacation leave under Section
II1.B.1.a.(2). Upon separation, employees will receive pay-
ment for exception vacation hours at their hourly rate up to
their accrual limit. Departments determine whether they will
pay for holiday hours worked or place them in exception va-
cation leave for their employees.

(c) Employees who work on December 25 will be paid time and
one-half their hourly rate for hours worked. When December
25 is also the observed Christmas holiday, employees who
work on December 25 will be paid for the Christmas holiday
in addition to the payment for their regular hours worked on
that day.

(d) When the Christmas holiday is observed on a day other than
December 25, employees who work on the observed holiday
will be paid their regular rate for hours worked and either be
paid for the holiday or have the hours added to their excep-
tion vacation account. Employees whose regular day off is
on the observed Christmas holiday, will either be paid for
the holiday or have the hours added to their exception vaca-
tion account

(e) When an employee’s regular day off falls on a holiday, the

holiday hours will be added to the employee’s exception va-
cation account or the employee shall be paid for that day.
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(f) Regardless of the number of hours in an employee’s work
day, the maximum number of hours paid for a holiday is
eight (8).

(g) An employee who is absent without authorization on his/her
last scheduled work day before a holiday or the first
scheduled work day after a holiday, shall not be paid for the
holiday.

(h) When the City Council declares a special holiday, it shall be
observed as provided above.

(2) Vacation Leave

Upon completion of fifteen years continuous service, employees
shall earn increased amounts of vacation time for each month of
continuous service. Vacation accrual rates are provided in accord-
ance with State law and City Council approval.

Upon Compietion of: Days Accrued Per Month:
15 years 1.375 days
20 years 1.5 days

Vacation may be granted to an employee by a supervisor for any
purpose determined by the employee. Vacation may be taken as
family or medical leave under Section ITL.B.1.c.

(a) Official holidays occurring during an employee’s vacation shail
not be charged against vacation.

(b) The maximum allowed accrual of vacation time is thirty days.
However, the City Manager or his/her designee may waive this
limitation if the needs of the City preciude the taking of any ex-
cess vacation which would otherwise be lost because of this
limitation. Department Heads may establish limits on the
amount of continuous vacation time which can be granted to an
employee, based on operational necessity.
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(c) A Department Head and/or his/her designee shall schedule an
employee’s vacation, giving consideration to the ability of the
remaining staff to perform the work of the department except
when the vacation is taken as family or medical leave under
Section ITI.B.1.c. The employee has the responsibility to assure
that the leave request is made within a reasonable length of time
prior to the commencement of the leave. Management has the
responsibility to respond to this request in a timely manner ac-
cording to established guidelines.

(d)Accrual of vacation time begins immediately upon employment
in a Civil Service position.

(e) Department Heads may establish minimum intervals of vaca-
tion time to be taken by employees.

(3) Sick Leave

Sick Leave may be accrued without limit. Sick leave is accrued 24
pay periods in the calendar year.

(a) Sick leave may be aliowed in case of doctor appointments,
personal illness, or physical incapacity of an employee. It
may also be allowed when an employee is required to care
for a member of his her immediate family who is ill or inca-
pacitated due to a medical condition. Sick leave may also be
taken as family or medical leave under Section IIL.B.1.c.

(b)To receive paid sick leave, an employee shall communicate
with his/her immediate supervisor, Department Head or de-
signee, within time limits established by the Department
Head.

(c) Sick leave can be taken in intervals of one-quarter hour for
all time absent during the regular work day. Official holi-
days and regular days off shall not count against sick leave.
Employees are eligible to take sick leave intermittently or on
a reduced leave schedule only when medically necessary.
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(d) An employee who is pregnant should be allowed to use her
accrued sick leave and vacation for maternity purposes for a
reasonable time prior to the expected date of delivery and
for a reasonable time following delivery as determined by
the employee and the employee’s physician, if the employee
intends to return to employment with the City. If the em-
ployee does not plan to return to work, the provisions of
these policies regarding terminal pay under Section IIL.A.9
shall be applicable.

(e) After an employee’s accrued sick leave has been exhausted,
vacation may be used as sick leave upon request from the
employee. When absence due to illness exceeds the amount
of total paid leave earned and authorized, the pay of an em-
ployee will be discontinued until he/she returns to work. An
employee whose paid leave has been exhausted may be enti-
tled to unpaid leave under the Family and Medical Leave
Policy, (See Section II1.B.1.c.). (The employee will be
placed on unpaid leave as of the day following the last day
of paid leave.) Sick leave will not be advanced.

(f) Employees who become ill during vacation may request that
vacation be temporarily terminated and time charged to sick
leave. Such leave will be charged to sick leave or medical
leave as appropriate.

(g)A Department Head may require satisfactory proof of the
proper use of Sick leave and disallow sick leave in the ab-
sence of such proof. An employee who misuses sick leave
should be counseled; If the misuse continues, the employee
is subject to disciplinary action, in accordance with the Civil
Service Commission Rules and Regulations. An employee,
who is on sick leave for five consecutive working days or
more, or a lesser time period established by the Department
Head, must provide a Return to Work Release from the em-
ployee’s health care provider before the employee will be
permitted to return to work, The Return to Work Release
must state that the employee is able to resume work.



(4) Military Leave

An employee who is a member of the state military forces or a
reserve component of the armed forces will be granted up to fif-
teen (15) days of paid leave per federal fiscal year for days on
which the employee is engaged in authorized training or duty or-
dered or authorized by proper authority, subject to the following
conditions:

(a) All requests for leave must be accompanied by a copy of the
order, directive, notice, or other document requiring absence
from scheduled work.

(b)Leave pay will not be granted for hours before or after the
regularly scheduled working hours or for overtime hours
scheduled.

(c) Travel time inciuded in the orders and paid for or reim-
bursed by the service may be counted as military leave.

(d)Military leave will not be granted for diagnosis or treatment
of any service-connected sickness or disability, for obtaining
or sustaining any disability rating, or for treatment in any
government facility.

(e) Time required for physical examinations for selection or
admission to the Military Service to determine or maintain a
selective service rating, or to maintain a reserve status, will

be counted as military leave. Pay will be limited to the regu-
larly scheduled hours lost.

(f) Time required over and above the maximum allowed must
be taken as vacation, zero time, or leave of absence.

(5) Administrative Leave

A Department Head may grant an employee administrative leave
for a purpose approved by the City Manager. Examples of admin-
istrative include but are not limited to: blood bank donations,
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work hours lost on the day of an on the job injury , power failure,
bomb threat, reduced work day by administrative directive, visits
to other cities on City business, etc. Time off, when necessary, to
vote in National, State County and Municipal elections shall also
be considered administrative leave. Time charged to administra-
tive leave will be shown as regular time worked.

(6) Court Leave

Court leave will be granted to all employees for the purpose of
appearing as a juror, witness or other official participant in the
proceedings of a legally recognized court or other body having
power of subpoena, if an employee is not a party to the proceed-
ings. The employee must provide a copy of the document requir-
ing attendance in court with his/her leave request. This maybe in
the form of a jury notice, subpoena, letter of request from the de-
fense or prosecuting attorney, request of the hearing officer, etc.
This leave will not be charged against sick leave or vacation.

(7) Emergency Leave

Employees may be granted emergency leave for a period not to
exceed three consecutive work days (excluding an employees
Scheduled time off) in case of a death in their immediate family.
This leave will not be charged against sick leave or vacation.

Emergency Leave is for the purpose of attending funerals, mak-
ing arrangements, or otherwise attending the affairs of the de-
ceased. An employee maybe requested to provide information
which will document the necessity of the absence. Additional
time off, if approved, must be taken as vacation or unpaid leave.

b. Unpaid Leave

The granting of unpaid leave is subject to the approval of the Depart-
ment Head or City Manager. The requesting employee must justify in
writing any request for unpaid leave. When an unpaid leave exceeds
two weeks in any month, service credit for all employment privileges
shall cease until the employee returns from leave.
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If an employee fails to return to work at the time specified in the ap-
plication for unpaid leave and does not provide a reasonable excuse
and notice to his’her department, that employee may be subject to dis-
ciplinary action in accordance with Civil Service Commission Rules
and regulations.

This policy does not entitle any employee to any right, benefit, or po-
sition of employment other than any right, benefit, or position to
which the employee would have been entitled had the employee not
taken leave. For example, if during an approved leave, the employee
is terminated for reasons unconnected with a legitimate leave, or the
employee’s position is eliminated through a reduction in force, the
commitment to return the employee to a position with the City will
cease on the day the employee is terminated or the position is elimi-
nated.

While on leave of absence, sick leave and vacation leave cannot be
accrued or used.

The employee’s service credit is adjusted upon return from unpaid
leave by the amount of leave taken.

When unpaid leave qualifies under the Family and Medical Leave
Policy, it also is subject to the requirements of Section ITI.B.c.

(1) Zero Time

A Department Head may authorize an unpaid absence of one
week or less as an extension of sick leave or vacation when those
benefits are exhausted.

Such leave shall be known as zero time and does not require that
the employee separate from the City as with the Leave of Ab-
sence (above). In certain cases zero time may exceed forty hours,
in which case the employee will forfeit a portion of accrued per-
sonal and sick leave according to leave penalty calculation tables.
An employee who exceeds forty hours zero time in a pay period
should be placed on leave of absence if appropriate. Zero time
may also qualify under the Family and Medical Leave Policy
(See Section III.B.1.c.).
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(2) Leave of Absence

Employees may be granted a leave of absence for illness, disabil-
ity, pregnancy, political activity, educational purposes, military
duty or for any other legitimate purpose. Employees must pro-
vide justification for requesting the leave to their Department
Head.

Leaves of thirty days or less may be approved by the Department
Head. Leaves of more than thirty days must be approved by the
Department Head and the City Manager or his/her designee.

An employee who is requesting a leave for one of the reasons
listed in Section III.B.1.c.(1), but who has exhausted family and
medical leave (see Section UI.B.1.c.), may be granted a leave of
absence. Leaves of absence of up to thirty days beyond the
twelve week family and medical leave allocation may be ap-
proved by the Departmental Head. Any leave of absence for more
than thirty days beyond the twelve week family and medical
leave must be approved by the Department Head and City Man-
ager or his/her designee. Extensions for the same purpose as the
leave was originally granted may be approved by the City Man-
ager or his/her designee for any period of time not to exceed a to-
tal absence of one year. Leaves of one year may not be renewed.

Employees who volunteer for military service or who are called
to service by military authorities at any time, shall be granted
military leave of absence. An employee on indefinite military
leaves who does not accept reappointment with the City in
his/her same or comparable position within ninety days after the
date of release from active duty shall be considered to have re-
signed from the City.

¢. Family and Medical Leave Policy
Employees who have been employed for at least twelve months, and
who have worked at least 1,250 hours during the preceding twelve-

month period are eligible for family and medical leave as required un-
der the Family and Medical Act (FMLA) of 1933. Except for those
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employees designated as “key employees,” employees will be return-
ed to the same or an equivalent position upon their return from leave.

(1) Conditions

All eligible employees shall be granted family or medical leave
consisting of unpaid leave, and when requested and appropriate,
accrued sick leave and/or vacation, for a combined total of up to
twelve weeks during the calendar year for the following reasons:

(a) Family Leave

1. The birth of the employee’s child and in order to care for
the child;

2. The placement of a child with the employee for adoption
or foster care;

(b)Medical Leave

1. To care for a husband, wife, domestic partner, child or par
ent who has a serious health condition;

2. A serious health condition that renders the employee inca-
pable of performing the functions of his or her job.

Employees are eligible to take medical leave intermittently or on
a reduced leave schedule on when medically necessary. Employ-
ees are not entitled to take family leave intermittently or on a re-
duced leave schedule unless approved by their Department Head.

Any family leave must be taken within twelve months from the
date of the birth or placement of a child for adoption or foster
care.

If medical leave is requested, the employee may use accrued sick
leave. After an employee’s accrued sick leave has been exhaust-
ed, vacation maybe used as sick leave upon request of the em-
ployee. If family leave is requested, the employee may use ac-
crued vacation. For the birth of the employee’s child and in order
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to care for the child, the employee may use accrued sick leave as
allowed under section III.B.1.a.(3)(d).

In the event that appropriate paid leave is exhausted, the remain-
der of the family or medical leave period will consist of unpaid
leave. Any use of accrued leave under this section will count to-
ward the 12 week annual family and medical leave allotment.

Request for leave

An employee should request leave in writing. An employee who
intends to take family or medical leave for planned medical
treatment must submit a request to their Department Head at least
thirty days before the leave is to begin. The request must state the
reason for the leave, the duration of the leave, and the starting
and ending dates of the leave. When it is not practicable under
the circumstances to provide thirty days advance notice, the em-
ployee must give notice to the Department Head as soon as pos-
sible but not later than two business days after the employee
learns of the need for the leave.

A Department Head may require satisfactory proof of the proper
use of medical leave and may disallow medical leave in the ab-
sence of such proof.

Benefits Coverage During Leave

While on family or medical leave, employees have the option to
continue health and other benefits coverages under the same con-
ditions that applied before the leave began. For coverages to con-
tinue, employees shall continue to pay premiums that they would
be required to pay if they were actively at work. Failure to pay
the premiums may result in loss of coverage.

Return to Work

Other than key employees under certain circumstances, employ-
ees eligible for family and medical leave will be returned to their
old position or to a position with equal pay, benefits, and other
terms and conditions of employment. The City cannot guarantee
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that employees will be returned to their original jobs. The City
will determine whether a position is an equivalent position.

An Employee on medical leave for five consecutive working
days or more for his/her serious health condition, must provide a
Return to Work Release from the employees health care provider
before the employee will be permitted to return to work. The Re-
turn to Work Release must state that the employee is able to re-
sume work.

This policy does not entitle any employee to any right, benefit, or
position of employment other than any right, benefit, or position
to which the employee would have been entitled had the employ-
ee not taken leave. For example, if during an employee’s ap-
proved leave, the employee is terminated for reasons unconnect-
ed with a legitimate leave, or his’her position is eliminated
through a reduction in force, the commitment to return the em-
ployee to a position with the City will crease at the time the em-
ployee is terminated or the position is eliminated.

(S5) Failure to Return to Work

Employees who do not return to work after using all family or
medical leave will be subject to termination unless additional
leave has been requested and granted. Employees should submit
a written request for an extension of leave to the Department
Head. This written request should be made as soon as the em-
ployee knows that he/she will not be able to return on the original
return date.

An employee who fails to return to work after the expiration of
leave will be required to reimburse the City for the City’s portion
of health premiums paid during the leave, unless the reason the
employee fails to return is a serious health condition which pre-
vents the employee from performing his/her job, or if the circum-
stances are beyond the employee’s control.

d. Absence Without Authorization

Employees who are absent prior to receiving approval to take leave, or
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who are absent even though leave has been denied, or who are absent

without contacting their supervisor regarding that absence will be
considered absent without authorization, and may be subject to disci-
plinary action. Such absences are recorded on time records in the
same manner as zero time.

2. Health Related Benefits

The City is committed to providing cost-effective benefits which assist
employees in being physically and mentally healthy. The benefits and
services offered by the City may be changed or terminated at any time
upon approval of the City Council and do not constitute a guarantee of
continued employment with the City.

Benefits are accompanied by eligibility requirements which must first be
met by the employee and dependants (if applicable) before being able to
be covered. The provisions of, and eligibility for the various benefits are
governed by each Plan instrument which may be a Plan document or cer-
tificate of coverage, or both.

With respect to medical and dental coverage, life insurance, the employee
assistance and wellness programs, the definition of eligible dependent
may vary from Plan to Plan. However, in no event, shall employees be
permitted to purchase coverage for a dependent who is not among those
dependents listed in Article IX, Section 4 of the City Charter.

a. Medical Coverage

The City may offer, if economically feasible, medical coverage for el-
igible employees and their eligible dependents. Medical insurance
may be offered for purchase by the employee and may be subsidized
by the City at a level approved by the Council on an annual basis.

b. Dental Coverage

The City may offer, if economically feasible, a dental assistance plan
for eligible employees and their eligible dependents. Dental coverage
may be offered for purchase by the employee and may be subsidized
by the City at a level approved by the Council on an annual basis.
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¢. Life Insurance

The City may offer, if economically feasible, basic life insurance to
eligible employees to help them protect their family in the event of the
employee’s death. Basic life insurance may be offered for purchase by
the employee and may be subsidized by the City at a level approved
by the Council on an annual basis. In addition to the basic life insur-
ance, the City may offer eligible employees the opportunity to pur-
chase supplemental life and accidental death and dismemberment in-
surance for themselves and dependent life insurance for their eligible
dependents.

d. Flextra

FLEXTRA is a tax savings program allowed by the Internal Revenue
Service Code. Based on Council approval on an annual basis, the City
may offer this program to enable eligible employees to deduct eligible
premiums on a before tax basis, and to set aside a portion of the em-
ployee’s salary for dependent care or out-of-pocket health care ex-
penses before tax and other such options as allowed by law.

e. Short Term Disability

The City may offer, if economically feasible, Short Term Disability
(8TD) coverage to eligible employees to provide them a portion of
their salary when they are unable to work as a result of an off-the-job
disability. Short-term disability insurance may be offered for purchase
by the employee and/or subsidized by the City at a level approved by
the Council on an annual basis.

f. Long Term Disability

The City may offer, if economically feasible, Long Term Disability
(LTD) coverage to eligible employees to provide them a portion of
their salary when they are unable to work as a result of a disability.
Long-term disability insurance may be offered for purchase by the
employee and/or subsidized by the City at a level approved by the
Council on an annual basis.

3. Other Benefits

28



. Blood Fund

The City may provide, if economically feasible, an Employee Blood
Fund. This fund is intended to reduce reliance on community blood
supplies by promoting continuai, voluntary blood donations to ease
the financial burden on employees who need blood products such as
transfusions or plasma.

. Bus Passes

The City may subsidize, when economically feasible, the cost of bus
passes for eligible employees. When this benefit is provided by the
City, eligible employees may purchase bus passes at a reduced rate for
transportation to work.

. Child Care Information

The City may offer, when economically feasible, individual consulta-
tion and information on community resources for child care. The City
may also, when economically feasible, subsidized child care costs for
eligible employees.

. Deferred Compensation

The City may make available a deferred compensation program. The
Deferred Compensation Program is a voluntary, tax deferred program
designed to help supplement eligible employees’ income at retire-
ment. Through this program, eligible employees may designate an
amount to be deducted from their gross salary on a before-tax basis
each pay period and placed in an investment account selected by the
employee.

. Employee Assistance Program

The City may offer, when economically feasible, an Employee Assis-
tance Program (EAP). This program is a professional, confidential
counseling service available to help eligible employees and eligible
dependents resolve personal problems. When funding is available, the
City will provide this program at no cost to employees.
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f. Tuition Reimbursement

The City may offer, when economically feasible, a Tuition Reim-
bursement Program for eligible employees. The Tuition Reimburse-
ment Program generally supports technical and academic courses at
accredited schools and institutions.

g. Wellness

The City may, when economically feasible, invest in the health and
well-being of its employees through a wellness program. This pro-
gram provides eligible employees access to wellness-related activities
and programs when funding is approved by the Council on an annual
basis.

IV. GRIEVANCES

A. General Statement

It is the City’s intent to provide a process by which employee complaints can
be addressed and resolved quickly. No employee shall ever be discriminated
against, harassed, intimidated, nor suffer any reprisal as a result of filing a
grievance or compliant in good faith or participating in the investigation of a
compliant. If an employee feels that he/she is being subjected to any of the
above, the said employee will have the right to appeal directly to the City
Manager or designee, with notice to the Director of Human Resources.

Any employee may file a compliant through the chain of supervision to the
Department Head.

B. General Grievance
The Fire and Police Departments shall establish grievance procedures for
work related complaints. The procedures shall be adopted by the Department
Head of the respective departments and approved by the City Manager.

C. Discrimination Grievance

Any employee who has a compliant based upon discrimination or harass-
ment on the basis of race, creed, color, national origin, sex, age, religion,
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veteran status, sexual orientation or disability, including an individual’s
AIDS or HIV status, may file a grievance.

An employee who feels discriminated against or harassed is urged to contact
the Department Head, Assistant Department Head, or the Director of Human
Resources as soon as possible. Any employee, supervisor or manager who
becomes aware of any such discrimination or harassment should immediate-
ly report it to the Assistant Department Head, Department Head or to the Di-
rector of Human Resources to ensure that such conduct does not continue.

The Department Head or the Director of Human Resources, as appropriate,
is responsible for investigating the compliant and assuring that necessary ac-
tion is taken. An employee who is dissatisfied with the action taken should
contact the City Manager’s Office as soon as possible. The City Manager

may refer the complaint for investigation prior to the Manger’s considera-
tion.
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DEFINATIONS*

Absence without Authorization
Absence from work without permission of an employee’s immediate supervisor. This in-
cludes failure to notify the immediate supervisor of the inability to report to work.

Break in Service
An absence from the service of the City of Austin occurring between the termination date
and subsequent reemployment date, which causes the loss of service credit.

Classification

A group of positions sufficiently similar in duties and responsibilities such that the same
title may be used to designate each of the positions, that the same employment standards
may be applied to all incumbents or applicants and that the same pay grade may be ap-
plied with equity under comparable employment conditions.

Classification Study

The collection, analysis and evaluation of data by the Human Resources Department to
determine the proper value of a classification and/or the proper classification of an indi-
vidual position.

Demotion

The assignment of an employee from a position in one pay grade to a position in another
pay grade having a lower maximum salary rate made for non-Civil Service employees at
the discretion of the Department Director.

Department
A major functional unit of the City government.

Department Director

A person appointed by and responsible to the City Manager or City Council for admin-
istration of a Department.

Department Head

The chief or head of the fire or police department or that person’s equivalent, regardless
of the name or title used.

Division
A major functional unit of a Department.
*NOTE: Some of the definitions in this manual may pertain to Civil Service or Non-Civil Service exclusively.
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Domestic Partner

The individual who lives in the same household and shares the common resources of life
in a close, personal, intimate relationship with a City employee if under Texas law the in-
dividual would not be prevented from marrying the employee on account of age, consan-
guinity or prior undissolved marriage to another. A domestic partner may be of the same

or opposite gender as the employee. (A requirement for proof of a domestic partnership is
that it be part of a public record.)

Employee

Any individual working in the service of the City of Austin in an official, paid capacity or
who is on unpaid leave of absence. (See also Employee, Probationary; Employee, Regu-
lar: and Employee, Temporary.)

Exempt
The employment status which indicates that an employee is salaried and not eligible for
overtime compensation except by approval of the Director of Human Resources.

Full-Time
The employment status which indicates that an employee is regularly budgeted to work
40 hours or more per week.

Non-Exempt
The employment status which indicates that an employee is paid on an hourly basis and is
eligible for overtime compensation as provided in these policies.

Part-Time
Regularly budgeted to work less than 40 hours per week.

Employee, Probationary
An employee who has not completed six months of continuous service with the City in
one or more regular budgeted positions.

Employee, Regular

Any employee who has completed six months of continuous service with the City after
his/her initial employment or reemployment in one or more regular budgeted positions, or
who entered the service of the City before January 1, 1954, and has been in service con-
tinuously since that time.
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Employee, Temporary
Any individual employed for a period of time which usually does not exceed six months,
or for some longer period when the position requires non-continuous, but repetitive,
short-term assignments.

Foster Care

“As defined by the regulations implementing the Family and Medical Leave Act of
1993.”

Health Care Provider
“As defined by the regulations implementing the Family and Medical Leave Act of
1993.”

Immediate Family
An employee’s immediate family includes the employee’s:

e Parents (biological parents, adoptive parents or persons in loco parentis to employee
when employee was a child);

e Spouse (husband, wife or domestic partner),

o Child (biological, adopted, foster, stepchild, legal ward or a child who is under 18,

Jor whom the employee is a person standing in loco parentis, or age 18 or older with

a disability and incapable of self care);

Sisters, brothers;

Grandparents;

Grandchildren;

Parents and grandparents of an employee’s spouse; and

Any relative living in the same household with an employee.

Immediate Supervisor

An individual charged with the responsibility for directing another employee’s daily ac-
tivities.

In Loco Parentis

“As defined by the regulations implementing the Family and Medical Leave Act of
1993.”

Initial Employment Date
The original date of entry into a paid position in the service of the City.
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Lateral Reassignment

Reassignment of an employee to a position in the same pay grade but having different du-
ties and responsibilities.

Layoff

The elimination of a position by the City for reasons beyond the control of an employee
and not reflecting discredit to the employee.

Military Leave

An absence from the service of the City for service in the Armed Forces of the United
States.

Month
One calendar month

On-Cali
Available fo be called back to work outside officially scheduled work hours.

Overtime
Any time worked by a non-exempt employee which exceeds the legally permitted num-
ber of non-overtime hours for the work period.

Pay grade

Divisions of pay schedule with specified rates of pay into which positions are classified,
based on the value of the duties, responsibilities, authority and other factors relative to all
other positions in the system.

Pay Grade Adjustment

An adjustment in the pay grade assigned a classification as a result of a change in the
value of the classification relative to all others in the system.

Performance Planning and Review

The process of assessing an individual’s past performance and present capabilities against
established performance standards and objectives for the purpose of improving organiza-
tional effectiveness and developing individual potential.

Regular Budgeted Position

All uses of the term “regular budgeted position” in these policies refer to posmons filled
by probationary or regular employees.
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Physician, Licensed
A physician licensed by the Texas State Board of Medical Examiners.

Position
A group of defined duties and responsibilities assigned or delegated by an appointing au-
thority, requiring full-time or part-time employment.

Position Reclassification
A change in classification for an individual position based on a change in duties and re-
sponsibilities.

Probatienary Period

A working trial period of six months following initial employment or reemployment into
a regular budgeted position, during which an employee is required to demonstrate his/her
ability to perform the duties of the position.

Promotion
The assignment of an employee from a position in one pay grade to a position in another
pay grade having a higher maximum salary rate.

Reemployment Date

The date of entry into a paid position in the service of the City following the termination
date of a previous period of employment with the City.

Salary Adjustment
A Change in an individual’s pay rate based upon the individual’s attainment of any re-
quired licenses, registrations or certifications, or a reassessment of the individual’s em-

ployment history and educational background as related to the approved employment
standards for a given position.

Serious Health Condition

“As defined by the regulations implementing the Family and Medical Leave Act of
1993.”

Service Credit

The credit allowed for an employee’s length of service when computing certain benefits
such as vacation leave, sick leave and retirement.
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Transfer

The move of an employee from one department to another. This move may be promo-
tional, demotion or lateral.

Voluntary Reassignment

A change to a position in a pay grade with equal or lower maximum salary rate made at
the request of an employee.

Weapon

Weapons include, but are not limited to the following: any firearm, including air pistols,
air rifles, any switchblade knife or other knife with a blade longer than five and one-half
inches in length (unless such a knife is used as a regular tool in the performance of the
employee’s duties) explosive materials, toxic agents, or any other weapon or device in-
tended to be used as a tool of violence (e.g. chains, brass knuckles, baseball bats, tire
iron).

Work Day or Working Day
Any one shift during which a department is open for business or on which an employee is
scheduled to work.

Work Period

Usually seven continuous 24 hour days; for some public safety employees, a longer peri-
od designated by the Department Head or Director.

Zero Time

An unpaid absence from the City during which benefits are accrued and service credit is
earned.
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