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PREAMBLE
This Personnel Policy Manual is intended to assist all City of Marshall employees in understanding
their benefits and the operational limits arising from their employment with the City. The
underlying philosophy is that an informed employee is best able to serve the citizens of Marshall.
With the adoption of this Policy Manual, an attempt has been made to inform and educate each
employee in its contents. In some cases individual departments may have additional rules,
regulations, and/or criteria affecting an employee’s access to some benefits. It is the responsibility
of each employee to familiarize themselves with all applicable provisions of this Manual, and
any/all departmental rules.
The Human Resources staff is available to assist all employees in the interpretation and application
of these policies. It is the goal of the City Manager that all employees receive the total of benefits
due them, and that a positive work environment is maintained.
Your suggestions toward achieving the above goal are welcome, and may be submitted to the
Human Resources Manager/Civil Service Director.

CAVEAT
This manual (including any modifications) is prepared for informational and guideline purposes
only and does not constitute a contract in any respect between the City of Marshall and its
employees. Employment with the City is at will, and either the employee or employer may
terminate the relationship at any time for any or no reason. The City Manager may remove with
or without cause any employee of the City who is not appointed by the City Council. This removal
authorization is subject to any exceptions in the applicable provisions of Civil Service laws for
police officers and firefighters and the city charter.
This document supersedes any previous handbook, written policies, practices, and oral
representations or statements, can only be modified in writing by the City Manager. The City
Manager may unilaterally amend, modify or remove these policies at any time with or without
advance notice.
All statements in this manual regarding the at-will status of City employees or any benefits
provided herein shall control any contradictory statements by any other person, whether oral or
written. The at-will status of any employee may not be modified or rescinded by any oral or
written statements by any person, including appointed or elected officials, any employee
handbooks, employment applications, City of Marshall memoranda, or other materials provided
to employees in connection with their employment. Similarly, the City’s policies and practices
with respect to any matter or any benefits now offered may be terminated at any time and are not
to be considered as creating any contractual obligation on the City’s part.
Statements of specific grounds for termination set forth in this manual or in any other City
documents are examples only, are not all-inclusive lists, and are not intended to restrict the City’s
right to terminate at will.
Completion of an introductory or probationary period or “regular status” does not change an
employee’s status as an employee-at-will or any way restrict the City’s right to terminate such an
employee or change the terms or conditions of employment.
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1 - INTRODUCTION

1.1 PURPOSE
1.1.1

General. The City of Marshall realizes that the most valuable asset and resources are employees,
and that the success of City operations depends on the City attracting and retaining the best
employees. It is the City’s goal to treat employees equitably and to create and maintain an open
and honest atmosphere regarding personnel matters.
The City may add to, modify, or rescind any of the provisions of this personnel manual or
discontinue it in its entirety at any time for any reason, with or without advance notice. In addition,
it is not possible for the City to foresee all situations, which may arise, and circumstances may
occur, which make the strict application of the policies set out in this manual inappropriate.
Therefore, the City reserves the right to depart from the policies set forth in this manual from time
to time, as determined by the City in its sole discretion.

1.1.2

Not a Contract of Employment. This manual is not a contract, express or implied, guaranteeing
employment for any specific duration. Although the intention is to develop a long-term relationship
with each employee, either the employee or the City may end the employment relationship at any
time, for any reason, with or without cause. No supervisor, director, or the City Manager has the
authority to enter into any agreement with an employee for employment for any specified period
of time or to make any promises of future or continued employment.

1.1.3 Additional Personnel Policies and Procedures
A. Supplemental Directives. The City Manager may, from time to time, establish written
administrative directives to supplement the provisions of this manual.
B. Department Policies and Procedures. Individual departments may establish written
procedures and directives for their department, such as general orders, standard operating
procedures, etc., to govern operations which are specific to their department. All departmental
personnel procedures and directives must be approved by the City Manager and filed with
Human Resources.
C. Procedures. The City Manager may, from time to time, approve such written procedures as
may be necessary to implement the policies set out herein, or any supplemental directives
which have been approved by the City Manager pursuant to paragraph (A), above. A copy of
any additional procedures shall be distributed to all department Directors and kept on file with
Human Resources. Nothing contained herein shall be construed to prohibit a department
director to issue appropriate departmental directives concerning terms and conditions of
employment.
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1.2 HUMAN RESOURCES
1.2.1

General. The Human Resources Manager/Civil Service Director is responsible for the day-to-day
administration of these policies, and the procedures approved to implement these policies, under
the direction and supervision of the City Manager.

1.2.2 Duties of the Human Resources Manager/Civil Service Director
A. Administer the personnel program as set out in this manual, any written administrative
directives relating to personnel matters established by the City Manager, and written
department rules, regulations, orders and operating procedures, except as outlined by state
and local government regulations.
B. Recommend revisions to this manual and to written administrative policies, department
rules, regulations, orders and operating procedures, and respond to recommendations for
revisions from other employees.
C. Administer the City compensation and classification plan.
D. Review and recommend revisions to the City compensation and classification plan so that
the plan continues to reflect the current duties and responsibilities for each position, and
the appropriate pay therefore.
E. Create and maintain all required personnel records, including all required civil service
records.
F. Develop and administer recruiting and testing programs as may be necessary to obtain an
adequate supply of competent applicants for City positions. The Civil Service Director is
responsible for admissions and promotion of classified employees as outlined under Texas
Local Government Code, Civil Service and department regulations.
G. Prepare, certify and forward personnel changes to payroll, from information provided by
each department.
H. Administer the City’s Workers’ Compensation and Employee Benefits program and
respond to Unemployment claims on behalf of the City.
I. Perform other City personnel functions as apparent or required.
1.3

PERSONNEL RECORDS AND MEDICAL RECORDS

1.3.1

General. Personnel and medical records are considered confidential records by the City, except
as set out below. Written personnel and medical records will be kept in locked areas accessible only
to the Human Resources staff and the City Manager. Requests for access to personnel or medical
records must be directed to the Human Resources Manager/Civil Service Director. For further
information covered under the Health Insurance Portability and Accountability Act (HIPAA) see
section six (6).

1.3.2 Access to Personnel Records
A. Public Information Defined. An employee’s date of hire, position, and terms of compensation
are generally open records under state statute and under these policies.
B. Employee. An employee’s personnel file is accessible to the employee during normal business
hours. An employee may review the file in the Human Resources office in the presence of an
employee in that office. The Human Resources Manager/Civil Service Director may note in
the employee’s file that the employee reviewed the file, and the date on which that review
occurred.
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C. Employment Action. An employee’s personnel file is accessible to the employee’s supervisor,
the department director, the City Manager, and the Human Resources Manager/Civil Service
Director for all purposes related to the employee’s employment with the City.
D. Law or Court Order. An employee’s personnel file may also be accessible to courts and to
federal and state agencies, as may be required by court order or federal or state statute or
regulation. A copy of the court order requiring production of information or documents from
an employee’s personnel file shall be placed in the file.
E. Defense of Action against City. The City may access an employee’s personnel file when
necessary to defend the City against any lawsuit or charges filed against the City or its officers
or employees with a court or with a state or federal agency.

1.3.3 Access to Medical Records
A. General. An employee’s medical records are kept separately from the employee’s personnel
records. Employees’ medical records are closed records, except as further set out in this section.
Even when access would be allowed under this section, access to medical records will not be
allowed when a request is made for access to an employee’s personnel records and the request
does not specifically request access to the employee’s medical records.
B. Employee. An employee’s medical records are accessible to the employee during normal
business hours.
C. Employment Action or Defense of Action. Access to an employee’s medical records for the
purposes set out in paragraphs (C) and (E) in section 1.3.2, above, will be allowed only when
it is demonstrated that medical information is relevant to the purpose for which the request is
being made.
D. Court Order. Access to an employee’s medical records will be allowed in response to a court
order when that order specifies that access to medical records is to be allowed.
E. Workers’ Compensation and Other Insurance. Access to an employee’s medical records
will be allowed for purposes of processing any claims made by the employee under workers’
compensation or other insurance on a need-to-know basis.
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2 - EMPLOYMENT
2.1 APPOINTMENTS
2.1.1 General. This policy and its provisions shall apply to all positions unless otherwise stated in
the Texas Local Government Code. It is the commitment of the City to provide equal
opportunity with regard to all phases of the hiring process.
2.1.2 Advertising a Vacant Position. The hiring Manager/Supervisor submits a Requisition through
the Online Hiring Center (OHC) in the current HR software to be approved by the
Department Head, Finance, and Human Resources.
Upon approval, a vacancy
announcement is prepared by Human Resources. The vacancy announcement is posted on
the City’s website, and any additional resources deemed necessary such as other internet
sites, through professional organizations, newspapers, in trade journals and/or in special
publications. Vacancies will be posted for a total of two weeks. Week One: Internal
candidates only. Week Two: External applicants. NOTE: For referral list with three (3) or
more qualified internal candidates, the department designee must interview, make selection
or deny all candidates prior to receiving an external list.
2.1.3 Applications. The City of Marshall accepts applicants only from the city’s online employment
application system and for positions that are currently open.Individual departments may
request that applicants for a position or positions within that department be required to
complete supplemental application forms specific to the department or to the position for
which application is made. Supplemental applications must be approved by the City Manager
and filed with the Human Resources Manager/Civil Service Director.
2.1.4 Reviewing Applications. All applications meeting minimum qualifications for a position will
be forwarded to the department immediately upon the closing of the time period given for
the filing of applications for the vacant position, or, in the case of positions which remain
open until filled, upon request of the department director. The Human Resources
Manager/Civil Service Director shall determine which applicants meet the minimum
qualifications for the position. Applicants meeting the minimum qualifications and who are
suitable for city employment as evidenced by factors including but not limited to previous
employment history, job-related knowledge, skills and abilities, the department will
interview all applicants that have been forwarded over by Human Resources.

Each department, in cooperation with Human Resources, may conduct such other procedures,
including testing, background checks, contacting of references, and post-offer physical
examination (as further set out in these policies), as it deems appropriate for evaluating applicants
for the vacant position. Departments may give preference to hiring applicants who are current
employees of the City, and may choose to promote or hire from within the City without advertising
outside the City.

The Human Resources Manager/Civil Service Director shall assist the department in monitoring
the selection process to ensure that the City’s obligations under applicable statutes and regulations
prohibiting discrimination in employment are met, and to assist the department in selecting the
most appropriate candidate.
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2.1.5 Rejection or Discontinuation of Processing Application.
The following are grounds for rejection or discontinuance of processing of a job application.
Although not intended to be an exhaustive list, examples for grounds of rejection or discontinuance
of processing of a job application include, but are not limited to, the following. Such rejection or
discontinuance may occur at any time in the employment process.

1

2
3

4
5

6
7
8

9
10

11
12
13
14
15

Physical or Mental Impairment: Inability of the applicant to perform the essential
duties of the job due to medical, psychological, or physical impairments, even with
reasonable accommodations.
Minimum Requirements: Failure to meet the minimum requirements for the position
as prescribed by the Human Resources Manager/Civil Service Director.
Falsification, Deception, Fraud: Falsification of any material fact or any attempt to
practice deception or fraud by the applicant on the application and/or supplements,
during interviews with any representative of the City, during examinations, or during
any phase of the employment process.
Nepotism: Failure to disclose familial relationships is grounds for disqualification
and/or discharge.
Incomplete Processing or Documentation: Failure to report for interviews or
examinations and failure to provide information or documentation requested by the
City.
Closing Date: Failure to submit an application by the posted closing date.
Driving Record: Failure to meet the City’s driving requirements for those positions
which require the operation of equipment in the performance of their duties.
Criminal History: Conviction, deferred adjudication, or placement on probation for
a felony or crime other than traffic violations where such underlying conduct is a risk
to the City of Marshall or where such history is in conflict with the responsibilities and
duties of the job.
Neglect of Debts: Failure to pay or neglect of just debts.
Previous Disciplinary Action: Although not intended to be an exhaustive list,
examples for grounds of rejection or discontinuance of processing of a job candidate
include, but are not limited to, the following:
a. Involuntary termination from previous employer(s) for inadequate
performance of duties
b. Misconduct
c. Job abandonment
d. Attendance-related problems
e. Insubordination
f. Fighting
g. Violation of safety rules
h. Theft of employer property
i. Using, soliciting, or possessing alcohol or drugs while at work
Work Schedule: Inability or unwillingness of the applicant to work the required work
schedule.
Work History: History of instability as evidenced on the completed application and
supplements.
Incomplete Application: Failure to complete the application and supplements in the
manner prescribed.
Examinations: Inability to pass all required examinations.
Civil Service Classified or Unclassified: Due to the high level of public trust, the
high expectations of the public, the need for continued public confidence in the City’s
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public safety agencies, and the heavy responsibility for the safety of lives and property,
grounds for rejection or discontinuance of processing of a public safety job applicant
will be more comprehensive than those of other City personnel. Those additional
grounds for rejection or discontinuance of a public safety applicant will include, but
not be limited to, the following:
a. Prior inappropriate or illegal activity, whether detected or undetected, whether
prosecuted or not, whether convicted or not, whether completed, attempted, or
a conspiracy including, but not limited to:
1.
2.
3.
4.
5.
6.
7.

Theft, fraud, or other misappropriation of property;
Illegal use or possession of controlled substances or alcohol;
Sexual assault or misconduct;
Assault or other violent offenses, including family violence;
Bribery or other corrupt practice;
Perjury or other falsification;
Other inappropriate or illegal activity which might reasonably
cause the public to lose confidence in the public safety agency or
affect the credibility of a witness in a criminal case.

b. Prior civil action, whether litigated, settled, or pending, or anticipated
civil action against the applicant for an intentional tort or an alleged intentional
tort relating to duties as a law enforcement officer or security officer which could
reasonably be expected to influence a jury in any future tort action for a similar
duty-related incident.
c. Prior public activities which would offend community standards, or cause the
public to question the motives of a public safety agency, or cause the public to
lose confidence in a public safety agency, including, but not limited to;
1. Exotic dancing, posing nude or seminude for publication or public
display, or ownership, management, or employment in a sexuallyoriented business;
2. Public espousal of membership in or a philosophy of an
organization that espouses racial, religious, or ethnic hatred.
3. Public espousal of membership in or philosophy of an organization
that espouses civil disobedience.
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2.1.6 Reference Checks.
1. Applicants: Before an offer of employment is approved to a potential applicant, a minimum of
two (2) reference checks or a minimum of five (5) years of work history shall be verified.
Unfavorable references may eliminate a candidate from further consideration of employment.
2. Current or Previous Employees: All requests for information, written or verbal, from persons
outside the City concerning job applicants and/or current, retired, or terminated employees must be
referred to Human Resources.
Such requests shall include, but not be limited to:
a.
b.
c.
d.
e.

Verification of employment for loan and/or credit application.
Verification of employment status.
Salary verification or information.
Verification of work and/or attendance records.
Prior work history.

Without a signed release, Human Resources will release only the dates of employment, position
held and final salary. Except for the City Manager, no other person is authorized to release such
information.
Letters of Recommendation written for a current, retired, or terminated employee must be approved
by the Human Resources Manager/Civil Service Director prior to being released. A copy of the
letter shall become a portion of the employee's file.
2.1.7

Hiring an Applicant. Once a department has selected an applicant for employment, an offer
of employment may be made, contingent upon the prospective employee’s successful
completion of any required testing, training or physical examination, including drug testing.
Human Resources will be responsible for coordinating all non-civil service offers of
employment and starting date.
If an applicant accepts an appointment and reports to duty on the projected starting date, that
applicant shall be deemed to be appointed. If the applicant fails to appear on the projected
starting date, the applicant will be deemed to have declined the appointment and another
applicant shall be selected, either from among the current applicants or by advertising the
position again.

2.1.8

Employment at Will. All employees of the City are employees at will, and may be
discharged at any time, with or without cause.

2.1.9

Evaluations. The City has implemented a formal performance evaluation system based on
the following criteria:
A. Time. Each employee may receive a performance evaluation at the conclusion of five
months of employment, and annually thereafter. Should an employee not receive a
performance evaluation, it is their responsibility to notify their supervisor.
B. Purpose. The purpose of an evaluation is to inform the employee as to whether or not
his/her performance meets the requirements of the employee’s position.
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1. If an employee’s performance is adequate, the employee shall be so informed.
2. If an employee’s performance is inadequate, and it is deemed by the department that
the employee’s performance can be improved to meet the requirements of the position,
a plan of improvement shall be developed which shall include periodic reviews to
determine whether the benchmarks set out in the improvement plan are being met.
3. If an employee’s performance is inadequate, and it does not appear that the employee’s
performance can be improved to meet the requirements of the position, the employee
may be discharged immediately.
C. Not a Contract of Employment. An evaluation is not a contract or a commitment to
provide a salary or other form of compensation adjustment, a promotion, a bonus,
continued employment, or retention. An evaluation is only one of several factors that the
City uses in making these and other employment decisions. Any comments made on an
employee’s evaluation by the employee’s supervisor or other City representatives, or
statements made by such individuals during any discussions regarding the evaluation, or
an employee’s performance or future, including during any coaching or counseling session,
should not be construed as a promise or guarantee, since circumstances may change in the
future, including the City’s circumstances, and an employee’s performance.
D. Employee Response. An employee may respond in writing to an evaluation, and this
response shall be filed with the evaluation in the personnel file for the employee.
2.1.10 Re-Employment. An employee who has separated from employment with the City, and who
is eligible for rehire, may be re-employed within one year of separation without re-qualifying
for the position, upon approval of the Human Resources Manager/Civil Service Director and
the City Manager. Post-offer employment screening requirements must be completed. Those
reinstated within thirty (30) days of separation may be exempted from post offer preemployment requirements. Except as provided under Civil Service Provision 143, if rehired
the employee will not be credited for vacation or sick leave accrual prior to re-employment,
but shall be given credit for prior full-time employment for purposes of determining the rate
for subsequent accrual of leave time.
An employee who separated from employment with the City more than one year prior to his or her
re-employment shall be given no credit for prior employment in the accrual of leave time, and shall
meet all requirements of the position, including interviewing and testing requirements, prior to
appointment.

2.1.11 Transfers and Promotions. Employees must have completed 6 months in their current
position and in good standing to be eligible for a transfer or promotion. An employee who
transfers or is promoted from one position to another shall have no interruption in the accrual
of his/her leave time.
An employee who transfers or is promoted from one position to another shall be considered a
new hire for purpose of the evaluations set out in 2.1.9, above, and shall have a new
anniversary date as of the date of the employee’s transfer, or promotion for performance
evaluation purposes.
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2.2 EQUAL EMPLOYEEMENT OPPORTUNITY POLICY
2.2.1 General
The City of Marshall provides equal employment opportunities to all employees and applicants for
employment without regard to race, color, religion, gender, national origin, ancestry, age, disability, or
status as a veteran, in decisions regarding employment with the City, as set out in applicable laws and
regulations. It is a violation of this policy for any officer or employee of the City to discriminate against
individuals on the basis of race, color, religion, gender, national origin, ancestry, age, disability or status
as a veteran, in accordance with applicable laws and regulations.

2.2.2 Sexual Harassment Prohibited
A. General. Sexual harassment in the work place is not acceptable and will not be tolerated.
Employees must avoid unwelcome behavior or conduct toward any other employee or the public
which could be perceived or interpreted as sexual harassment.
B. Sexual Harassment Defined. Sexual harassment consists of sexual advances, requests for sexual
favors, or other verbal or physical conduct of a sexual nature when: (1) submission to the conduct
is made either explicitly or implicitly a term or condition of an individual’s employment; or (2)
submission to or rejection of the conduct by an individual is used as the basis for employment
decisions affecting the individual; or (3) the conduct has the purpose or effect of unreasonably
interfering with an individual’s work performance or creating an intimidating, hostile or offensive
work environment in the view of the complainant.
Activities which might constitute sexual harassment include, but are not
limited to: sex-oriented verbal “kidding”; “teasing” or jokes of a sexual
nature; subtle pressure for sexual activity; physical contact such as patting,
pinching, or brushing against another’s body; written documents; pictures;
or demands for sexual favors. Whether or not particular conduct rises to
the level of sexual harassment, this type of behavior is always
unprofessional and is not permitted in the workplace.
2.2.3

Other Harassment Prohibited. Employees shall not engage in conduct which constitutes
harassment of another employee on the basis of that employee’s race, color, religion, gender,
national origin, ancestry, age, disability, or status as a veteran, in accordance with applicable
laws and regulations. Activities which might constitute harassment include, but are not
limited to, kidding, teasing, jokes, cartoons and derogatory remarks relating to a person’s
race, color, religion, gender, national origin, ancestry, age, disability, or status as a veteran
(whether or not the person is actually of that race, color, religion, gender, national origin,
ancestry, age, disability or status as a veteran or is merely reasonably perceived to be such
conduct) or as in the view of the complainant.

2.2.4

Complaint Procedure.
A. An applicant for employment who experiences discrimination, sexual harassment, or other
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harassment should file a report with the Human Resources Manager/Civil Service Director.
B. An employee who experiences discrimination, sexual harassment, or other harassment may
file a report with his or her department director, or Human Resources Manager/Civil
Service Director, at the employee’s option. This report should be made as soon as
practicable. If the supervisor is the harasser the employee should be reporting the behavior
to the Human Resources Manager/Civil Service Director Employees and applicants are
encouraged to submit their report in writing. In circumstances where a report is not
submitted in writing, the person receiving the report will reduce it to writing and have it
signed by the person making the report. Every report of harassment or discrimination will
be investigated. Information regarding an investigation will be released to others only on a
need-to-know basis.
C. Any City employee who receives a report of discrimination or harassment shall report the
complaint to the Human Resources Manager/Civil Service Director. The Human Resources
Manager/Civil Service Director shall ensure that a timely and adequate investigation of the
complaint occurs and that the complainant is notified when the investigation of the
complaint is concluded.
D. All employees are expected to cooperate during any investigation and keep such
information confidential. Failure to cooperate or keep confidentiality is cause for
disciplinary action up to and including separation.

2.3 Disabilities
2.3.1 General. The City will provide a reasonable accommodation for qualified persons with a
disability who are employees or applicants for employment, in compliance with the
Americans with Disabilities Act of 1990 (ADA), its amendments, and all applicable federal,
state and local laws. Reasonable accommodations will be provided for the application
process, for applicants, and in the workplace, for employees.

2.3.2 Procedure
A. Applicants. An applicant with a disability who needs an accommodation in the examination
or interview process can request this accommodation from the Human Resources
Manager/Civil Service Director. In order to allow the City sufficient time to arrange for
the accommodation, the request must be made no later than forty-eight (48) hours (two
business days) in advance of the test or interview.
If the applicant believes that a reasonable request for an accommodation has not been
satisfactorily addressed, he or she shall notify Human Resources.
1. If an employee becomes disabled as defined by the American with Disabilities Act
(ADA), but may be able to continue his or her current employment with the City with
reasonable accommodation, the employee can notify his or her supervisor of the
disability by requesting such accommodation in writing, and attaching medical
documentation of the disability and the need for accommodation. The supervisor must
forward the request to the department director immediately.
2. The request for accommodation must be reviewed by the supervisor, the department
director and the Human Resources Manager/Civil Service Director or his or her
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designee. Discussions with the employee regarding the accommodation requested are
encouraged. The Human Resources Manager/Civil Service Director will provide the
employee with a response to the employee’s request either by approving the suggested
accommodation, proposing possible alternative accommodations, or by notifying the
employee that the City will be taking additional time to examine the request. Every
attempt will be made to resolve the request as quickly as possible.
3. If the City is unable to make the accommodation requested, and if no other reasonable
accommodation can be found, the City will notify the employee of this decision in
writing. This notification will also inform the employee of any other open positions
with the City for which the employee may qualify, and the duties of which the
employee would need to be able to perform, with or without an accommodation.
4. If the employee is unable to perform the essential functions of his or her position, or
of any other open position for which the employee may otherwise be qualified, he or
she will be discharged.
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3 - WORK SCHEDULE
3.1 HOURS OF WORK
3.1.1

Work Period. The work period for City employees shall be as follows:
A. Fire Department Employees on a 24-hour Shift. Fire department employees who work a 24hour shift shall have a 28-day work cycle. The work-day of 24-hour employees is considered
to be 12 hours for leave accrual/usage purposes.
B. Police Employees. Sworn police employees have agreed to an alternate work schedule
including a 14-day work period.
C. All other City Employees. All other City employees who are compensated on a salary rather
than hourly basis are paid their salary for all hours worked during the work week, regardless
of the actual number of hours worked. Any deductions for absences and tardiness will be made
in accordance with state and federal law. The seven (7) day work week shall commence at
12:00 a.m. Saturday and end the following Friday at 11:59 p.m. Fire Department Employees
on a 24-hour shift shall begin the work week at 5:00 p.m. Friday and end the following Friday
at 5:00 p.m.

3.1.2

Scheduling Hours of Work. Hours of work for department employees are scheduled by the
department director, with the approval of the City Manager. The City Manager may at any time,
upon appropriate notice and for the interest of the City and the protection of the public welfare,
alter the hours or work for City employees.

3.2 HOLIDAYS
3.2.1

Paid Holidays. The following twelve (12) days are holidays for which all regular employees,
except police and fire personnel, and employees who work 12-hour shifts, receive pay at their
regular rate:
New Year's Day

-

January 1

Birthday of Martin Luther King, Jr.

-

3rd Monday in January

Good Friday

-

Friday before Easter Sunday

Memorial Day

-

Last Monday in May

Emancipation Day

-

June 19th

Independence Day

-

July 4th

Labor Day*

-

1st Monday in September

(*also designated as September 11Day for Firefighters in accordance with LGC 142.0013(c))

Veterans Day

-

November 11th

Thanksgiving Day

-

Last Thursday in November
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Friday after Thanksgiving Day

-

Last Friday in November

Christmas Day

-

December 25

Floating Christmas Holiday

-

Day determined each year.

An employee who is absent without leave, or without making advance arrangements on the
working day immediately preceding or following a holiday shall lose pay for the holiday, as well
as for the other day or days off.
In lieu of holiday time off, police officers and fire department personnel, and other employees on
shift schedules shall accrue the holiday should they be scheduled to work the holiday. Holiday
Accrual must be used within 3 months of accruing the time. Police officers and shift personnel
(other than Fire Department personnel) shall receive 128 hours annually; fire department personnel
on shift schedules shall receive 192 hours annually.

3.2.2

Holidays Occurring on a Saturday or Sunday. When an authorized holiday falls on a Sunday,
the following Monday will be observed as the holiday; or when the holiday falls on a Saturday, the
preceding Friday will be observed as the holiday.

3.2.3

Work on a Holiday. In a department in which employees regularly work on holidays, the
employee will accrue the holiday for use later.

3.2.4

Holiday during other Leave Time. An authorized holiday that falls within an employee's vacation
or sick leave shall not be deducted from the accrued vacation or sick leave.

3.3 ATTENDANCE
3.3.1

General. Regular attendance at work and working all required hours are conditions of
employment. Proper notification of the reason for absence or tardiness requires the employee to
request authorization from the supervisor as far in advance as possible. Vacation leave must be
scheduled in advance with the employee's supervisor. Sick leave may be taken only for the purposes
set out in the sick leave policy. Absenteeism or tardiness that is unexcused or excessive in the
judgment of the City, and misuse of sick leave, are grounds for disciplinary action, up to and
including dismissal.

3.3.2

Reporting. It is the responsibility of each employee to call the employee’s department and report
that they will not be coming to work. Generally, the employee must make personal contact with
her/his immediate supervisor at least 30 minutes before the scheduled report time for work. (Refer
to specific departmental guidelines on reporting absences.) If their immediate supervisor is not
available, he or she must speak with another manager. If no manager is available, it is the
responsibility of the employee to provide a number and/or the location where the employee may
be contacted. It is ultimately the responsibility of the employee to contact the employee’s
supervisor. Failure to notify the supervisor could result in immediate separation.
In situations where the employee knows in advance of a pending absence, early notification is
desirable, as soon as possible or no later than forty-eight (48) hours, to allow for adequate
scheduling of personnel. Employees shall make every effort to contact a supervisor before
contacting other departmental personnel as an alternative source.
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Individual departments may have a more restrictive reporting policy.
3.3.3

Excessive Absences. An excessive absence is any pattern of absenteeism or tardiness which
appears to be unjustified or which interferes with the ability of the employee’s department to
accomplish the work of the department. Employees who are considered as having a record of
excessive absenteeism are subject to corrective action up to and including discharge upon the
occurrence of one unexcused absence. The City may have cause to believe that absences are
unexcused when:

A. absences are not scheduled (vacation leave) or reported (sick leave) in the manner
required by City policy or departmental guidelines;
B. absences exceed the employee’s accrued sick and/or vacation leave; or
C. the employee has a pattern of being absent on either end of a scheduled leave time or
otherwise; or on days when undesirable tasks have been scheduled.
It is recognized that legitimate circumstances may arise which result in acceptable long-term
absences. The City will adhere to all Federal and State guidelines which apply to such
circumstances.

3.3.4

3.3.5

Control and Correction. Supervisors are directly responsible for maintaining good attendance in
their respective departments. This responsibility may include maintaining attendance records,
counseling employees who are experiencing difficulties in attendance and, when necessary,
recommending corrective action or discharge. Nothing stated herein alters, or should be construed
as altering, the employment at-will status of any City employee.
Abandonment of Position. An employee who fails to report to work for three consecutive
regularly scheduled work days without being on approved leave will be considered to have
abandoned his or her position, and said abandonment will be treated as a voluntary resignation by
the employee.

3.4 WEATHER RELATED WORK ABSENCES
Per the discretion of the City Manager
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4

- COMPENSATION

4.1

COMPENSATION and CLASSIFICATION PLAN

4.1.1

General. The City has a Compensation and Classification Plan, set out in a separate document,
which lists each position within the City by grade. The Compensation and Classification Plan
establishes the salary range for each grade, and sets out guidelines for its administration.
Administration. Administration of the Compensation and Classification Plan is the responsibility
of the Human Resources Manager/Civil Service Director, as directed by the City Manager. It is the
policy of the City to:

4.1.2

1. Administer the pay plan in such a manner as to attract, motivate and retain the most
highly qualified individuals possible.
2. Evaluate positions in a consistent manner and place them in an appropriate pay structure
which is competitive in the marketplace.
3. Hire, promote, assign and reassign employees of the highest qualifications to vacant
positions within the organization without regard to race, color, religion, gender,
national origin, ancestry, age, disability, or status as a veteran.

4.2 POSITIONS
4.2.1

4.2.2

Positions Authorized. Positions with the City are defined by job descriptions which are on file
with Human Resources. Positions which have been established may be filled in accordance with
the City’s annual budget. Each position is assigned to a salary grade within the City’s
Compensation and Classification Plan, based upon the requirements, responsibilities, etc. of the
position.
Creation or Amendment of New Positions. Should a new position be created, or should changes
in the requirements of a position be so substantial as to warrant a change in grade, the City will
reevaluate the position. All classifications of new positions and changes in existing position
classifications must be approved by the City Manager.

4.3 PAYROLL
4.3.1

Duties of each Department. At the conclusion of each pay period, each department shall submit
time-worked reports, in accordance with procedures established by the Finance Department,
sufficient for the City to calculate the amounts owed to employees for their service to the City for
that pay period. Such information shall include, as a minimum: hours actually worked by each
employee, leave time taken and overtime/compensatory time earned and taken, and shall be
approved by the department director.

4.3.2

Duties of the Human Resources staff. The Human Resources Manager/Civil Service Director will
review all personnel action forms changing the pay, classification, or status and, will forward
approved information to the Finance Department for final processing and City Manager approval.

4.3.3

Changes in Employee Information
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A. Pay, Classification and Status Changes. Each department shall notify the Human Resources
Manager/Civil Service Director in a timely manner of any proposed changes in the pay,
classification or status of any person employed in the department.
B. Employee Information. Each employee shall notify the Human Resources Manager/Civil
Service Director via their supervisor of any changes in personal status, such as address,
telephone number, or changes in dependents. If the City does not have accurate information,
errors could result in determination or provision of benefits.

4.4 PAY CALCULATIONS
4.4.1

Salary Basis. Regular, full-time employees are paid on a bi-weekly basis. Employees who are
compensated on a salary rather than hourly basis are paid their salary for all hours worked during
the work week, regardless of the actual number of hours worked. Any deductions for absences and
tardiness will be made in accordance with state and federal law. The base pay for bi-weekly
paychecks is calculated as follows:
Annual salary, 26 = bi-weekly salary

4.4.2

Hourly Rate of Pay. For many purposes, specific payroll calculations are made on an hourly basis
for exempt and non-exempt employees. Those situations include:

1. Fire department employees on a 24-hour shift
2. Part-time, temporary and seasonal employees
3. New hires and separating employees who work less than a total pay period
4. Employees who take leave without pay
5. Pay increases when an employee's promotion occurs in the middle of a pay period
6. Disciplinary suspensions
The hourly rate for regular full-time employees (except Fire Department employees on a 24-hour
shift) is determined as follows:
Annual Salary ̧ 2080 = Hourly rate

4.5 PAY PERIOD AND PAY DAY
A pay period is that period of time for which a paycheck is issued. City employees shall be paid biweekly with normal pay days occurring every other Friday. Exceptions to pay days may occur due
to City observed holidays and City office closures.

4.6 PAY CHECKS
4.6.1

Direct Deposit. All employees will be required to participate in mandatory direct deposit; This
election may be modified at any time by completing the appropriate form available in the Human
Resources office.

4.6.2

Deductions; Leave Time Statement. All required deductions, such as for federal, state, and local
taxes, and all authorized voluntary deductions, such as for health insurance contributions, will be
withheld automatically from employee paychecks. In addition, pay stubs will reflect accumulated
leave time. Employees should review their pay stubs for errors, and immediately report any errors
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to their supervisor.

4.6.3

Involuntary Payroll Deductions
A. Court and Administrative Orders for Debt other than Child Support. If someone has
obtained a court order against an employee for money the employee owes them, the court can
order the City to withhold money from the employee’s paycheck. In addition, some state and
federal agencies have the authority to issue administrative orders to withhold money from an
employee’s paycheck.
If the City receives a court or administrative order to deduct money from an employee’s
paycheck for a debt other than child support, the City will begin withholding the amount
ordered upon receipt of the court order.

B. Child Support. If a court has ordered an employee to pay child support, the City will begin
withholding the amount of child support ordered by the court upon receipt of the court order.
It is extremely important that employees remain current in any court-ordered child support. If
an employee becomes delinquent in child support payments, the court may be able to require
the City to withhold up to 65% of the employee’s paycheck to pay past-due child support. The
City of Marshall charges a $5 processing fee for all Child Support payments.
4.6.4

Discrepancies. Employees should report any discrepancies in their pay check or pay stub
(overpayments, underpayments, incorrect leave time usage or accumulation) to their supervisor.
Failure to report an overpayment in payroll or in an expense reimbursement may result in
disciplinary action up to and including separation.
Should the supervisor be unable to resolve the issue, the supervisor should notify the department
director, who will notify the Human Resources Manager/Civil Service Director. Discrepancies in
a pay check or pay stub should be brought to the City’s attention, specifically the Human Resources
Manager/Civil Service Director, immediately. The City will promptly investigate any such matter
brought to its attention to determine whether there has been a violation of this Policy. It is the
obligation of all employees to cooperate in such an investigation. Any improper or mistaken salary
deduction will be remedied promptly.
The City prohibits retaliation, in any form, against any employee who makes a complaint under
this Policy or participates in the City’s investigation of such a complaint
In the event that an investigation establishes that a violation of this Policy has occurred, the City
will reimburse the employee for any improper deductions and will take all appropriate corrective
action to ensure that such deductions or conduct does not occur again.

4.7 OVERTIME
4.7.1

General. Subject to the exceptions set out below, the City pays overtime at time and one half for
all hours an employee actually works in excess of forty (40) hours per week. All overtime must be
approved in advance by the employee's supervisor.

4.7.2

Exempt Employees. Employees who qualify in accordance with the Fair Labor Standards Act
(FLSA) as bona fide executive, administrative, or professional employees are exempt from
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overtime requirements. Exempt employees are exempted from overtime pay or compensatory time
for hours worked over forty in a work week.
4.7.3

Police Department Civil Service Employees
A. Overtime. Police department Civil Service employees shall be paid overtime for actual hours
worked in excess of eighty (80) hours in any fourteen (14) day work period, in accordance with
4.7.1 above.
B. Emergency Call Back. See 4.8

4.7.4

Fire Department Civil Service Employees on a 24-hour Shift
A. Regular Overtime. The Fair Labor Standards Act sets out a schedule of hours which a fire
fighter may work without the payment of overtime, depending on the length of the work period.
Fire fighters with the City are on a 28-day work period, and are regularly scheduled to work
96, 120, or 144 hours during each pay period. Firefighters’ overtime pay is calculated in
compliance with FLSA provisions and in accordance with 4.7.1 above.
B. Call-backs. See 4.8

4.7.5 Exceptions to the Payment of Overtime
A.Flexible Shift Arrangements. Non-exempt employees working a 40-hour work week may be
scheduled to arrive early, stay over, or otherwise perform work for the City outside their regular
shift by their supervisor. Employees scheduled to perform work outside their regular shift may
be scheduled to take time off in an equal amount during that work period. For instance, if an
employee works two hours past his or her regular shift on Monday, then that employee may be
required to take two (2) hours off prior to the end of the work period which includes that
Monday. An employee's supervisor must schedule and approve a change in work hours.
All hours worked must be reported, and “off the clock” work is strictly prohibited. If for any
reason employees work beyond their regular work schedule, and do not take an equal amount
of time off during the work period, they must report the additional hours worked and will
receive overtime pay or compensatory time for all hours worked above forty (40) during the
work period. However, in such circumstances, employees may be subject to discipline, up to
and including discharge for repeat offenders, for incurring overtime which has not been
authorized in advance.
B. Department Training. Departments may schedule training outside an employee's
regular shift, and schedule equal time off during the work period for employees attending
the training. Attendance at a training session outside of an employee’s regular shift will
not be paid at the time-and-one-half rate. However, all hours physically worked, including
time in training classes, greater than forty (40) in work period are paid at time-and-onehalf.
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4.8 CALL-BACK/ON-CALL
4.8.1 After-Hours or Emergency Call-Back. Non-exempt employees who are called outside his or her
regular shift to return back to the workplace are paid at a rate of one-and-one-half times the
employee’s regular pay rate, regardless of the number of hours actually worked in the work period.
A minimum of two (2) hours will be paid for call-backs; however, if an employee is subsequently
called back within the initial two (2) hour call, he/she will not receive additional compensation until
the expiration of the initial two (2) hours. (Example: An employee’s regular shift ends at 5:00 p.m.
and he/she called back at 7:30 p.m. to respond to a call that lasts until 8:00 p.m. The employee
then receives another call out at 8:30 p.m. that lasts until 10:00 p.m. The total compensation for
these call outs will be two and one-half (2 ½) hours at a rate of one-and-one-half times the
employee’s regular pay rate.) An extension of the regular work schedule is not considered as called
back to the workplace.

4.8.2 On-Call. On-call time is not considered time worked and is not compensable. However, on-call
assignments are eligible for emergency call-back pay in accordance with 4.8.1. During on-call
time, the employee is free to pursue personal activities but must respond to summons (pager,
telephone, or radio) within designated guidelines determined by the department director.

4.8.3 Travel Time. Travel to and from work is not compensable.
Travel time for work related activities during regular work hours is compensable for non-exempt
employees. Travel time which is outside of regular working hours is not compensable unless the
employee is performing work.
4.8.4

Meal/Break Periods. Every effort will be made to ensure that all employees receive a daily
meal/break during the day. However, meal or break periods are not required. At the discretion of
the supervisor, a thirty (30)-minute to one (1)-hour allowance for meal breaks is customarily
granted to full-time employees. This meal period is not considered work time if employees are
completely relieved of their work duties. Employees are encouraged to take meal breaks away
from the work station.
If employees must continue their work duties through the meal or break period, this work time must
be supervisor-approved and recorded as work time.

4.9 COMPENSATORY TIME
4.9.1 Voluntary. Non-exempt employees will generally accrue compensatory time for hours worked in

4.9.2

4.9.3

excess of forty (40) hours in a work week, however, depending on budgetary constraints, overtime
pay may be offered. All overtime shall be approved by the department director or their designee
prior to the work being performed.
Accrual. Compensatory time accrues at the rate of one-and-one-half times the hours worked.
Employees may accumulate compensatory time up to the following limits unless a lower maximum
is set by department guidelines, based on operational demands: Maximum accrual is 80 hours and
will have 6 months to use the compensatory time or lose the time not used.(Police and Fire
personnel may accrue a maximum of 320 hours of time worked; which equates to 480 hours
compensatory time off.)
An employee will be paid overtime once he or she has reached the maximum accumulation of
compensatory time, and may be directed to use accrued compensatory time.
Exempt Employees. Exempt employees are not eligible to accrue compensatory time or receive
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overtime pay. An exempt employee who is absent shall have that time deducted from the
appropriate accrued leave. If all available leave is exhausted, the time will be counted as non-paid.
Due to the obligations for exempt employees to attend after hour meetings and work on projects
outside of regular work hours, department Directors have the discretion to allow an exempt
employee to be absent for a partial day in the work week without deducting any time from the
appropriate leave time. Unauthorized absences during a shift shall be addressed as a performance
issue.

4.10

OUT OF POSITION PAY
Out of position pay may be paid to an employee who is approved by the City Manager to perform
work in a higher classification for an extended period of time. This temporary appointment must
be documented by a Personnel Action Form and forwarded to Human Resources. The rate of pay
for the out of position work shall be at least five percent greater than the employee’s regular rate
of pay. Out of class pay for public safety employees shall be appointed and paid in accordance
with the Texas Local Government Code.

4.11

QUESTIONS OR CONCERNS REGARDING COMPENSATION
The Human Resources Manager/Civil Service Director shall assist employees and management
with questions or concerns regarding compensation
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5 - Leave Time
5.1 SCHEDULING AND REPORTING LEAVE TIME
All use of leave time must be approved by the department director, in conformance with the rules
set out in these policies for each type of leave. Use of leave time must be reported concurrently
with the reporting of hours worked for payroll purposes. The Finance Department will
maintain permanent records of each employee’s use of leave time.

5.2 VACATION LEAVE
5.2.1 Accrual
A. Regular Full-time Employees. Regular full-time employees, except those fire and police
department employees discussed below, accrue annual vacation leave with pay from the date
of employment at the following rates:
Years of Service

Vacation/Year

Per Pay Period

Years 1-4

10 8-hour days per year

3.08 hours

Years 5-9

12 8-hour days per year

3.69 hours

After 10 years of service.

15 8-hour days per year

4.615 hours

B. Fire Department Personnel on a 24-hour Shift Schedule. Fire department personnel on a
24-hour shift schedule accrue vacation leave as follows:
Years of Service

Vacation/Year

Per Pay Period

15 12-hour days per year
1 + years of service

180 hours

6.92 hours

C. Police Department Personnel. Police department personnel working other than a forty (40)
hour, Monday-through-Friday schedule accrue vacation leave as follows:
Years of Service
1 + years of service

Vacation/Year
15 8-hour days
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Vacation Hours
Per Pay Period
4.615 urs

5.2.2 Newly Hired Employees
A. Accrual. Newly hired employees will begin accruing vacation leave with their first full pay
period.
B. Use of Vacation Leave. An employee may use vacation upon accrual, with the approval of the
department director, after completing six (6) months of employment.
5.2.3 Limit on Accumulation of Vacation Leave. In no case will more than 240 hours vacation be
carried over to the next year, unless waived in writing by the City Manager due to the existence
of special circumstances.
5.2.4 Scheduling of Vacation Leave
a. Vacation leave may be taken at such times as to meet the operating requirements of the City
and in so far as possible, the preference of the employee.
b. A supervisor may grant vacation leave at a time during the year that will best serve public
interest. Priority may be given to an employee based upon departmental guidelines.
5.2.5 Payment Upon Separation From Employment. Upon separation, accrued, earned vacation hours
are payable at the employee’s hourly rate at the time of separation, up to a maximum of 240 hours.
Deceased employees’ remaining accrued vacation leave (up to 240 hours) will be paid to his/her
estate.

5.3 SICK LEAVE

5.3.1 Purpose of Sick Leave. Allowances for sick leave with pay shall be granted to all regular full-time
employees in case of personal injury or sickness; and for necessary medical, dental and optical
examinations or treatments of the employee or a member of the employee’s immediate family
(spouse, child or parent, or the child or parent of a spouse). Sick leave may also be used for
bereavement leave, as defined in section 5.8.4. In addition, sick leave may be used in accordance
with the Family and Medical Leave Policy, as defined in section 5.5. Sick leave is meant to be a
protection in case of need, and not a benefit to be used whenever wanted. All allowances of such
leave shall be in conformance with this stated purpose.
5.3.2 Accrual of Sick Leave. Every regular, full-time employee accrues sick leave. For persons hired
after the adoption of this policy, all accrued sick leave is forfeited when employment is terminated
except as provided for in state and local government law, and except in the case of retirees. Yearly
sick leave accruals are as follows:
a. All employees, except Civil Service employees of the fire department working a 24-hour
shift, will accrue sick leave at a rate of 4.615 hours per pay period (120 hours per year).
b. Employees of the fire department on 24-hour shift will accrue sick leave at a rate of 6.92
hours per pay period (180 hours per year).
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5.3.3 Maximum Accrual. Sick leave may be accumulated in accordance with the following:
a.
b.

All regular employees except Civil Service classified personnel may accrue a maximum of
720 hours.
Civil Service personnel may accumulate sick leave without limit.

5.3.4 Holidays. If an official holiday occurs during a period of illness, an employee will be charged for
the holiday instead of sick leave.
5.3.5 Vacation. If an employee becomes ill while taking vacation leave, the period of illness may be
charged as sick leave, and the charge against vacation leave will be reduced accordingly. A written
request for this substitution must be made within three (3) days after the employee has returned to
work and must be supported by a medical statement from a health care professional.
5.3.6 Restrictions on Use
A. Minimum Use. Accrued sick leave absences may be taken in no smaller than fifteen (15)
minute increments.
B. Physician’s Certification. A physician’s certificate is a report from a licensed health care
professional that verifies that an employee has been seen by the physician. This certificate
should also state whether the employee is or is not able to perform their duties, as well as an
estimate of the duration of the illness.
1. A physician’s certificate may be required if an employee is off-duty due to illness or
injury for more than three (3) days. The original of this report is submitted to the
supervisor and forwarded to Human Resources.
2. The supervisor may require a doctor’s certificate for any employee whose sick leave
usage indicates a chronic illness or excessive usage pattern.
5.3.7 Doctor’s Release. A doctor’s release authorizing the employee to return to work is required:
1. When an employee is off work for an illness or non-work related injury for
three (3) days or longer.
2. When an employee has been hospitalized with a major medical occurrence
3. At the request of the department director or Human Resources Manager/ Civil
Service Director to ascertain the employee’s ability to perform his or her
duties.

5.3.8 Sick Leave Review. All sick leave usage will be reviewed. Employees having sick leave
indicating an excessive usage pattern will have their record scrutinized, and may be scheduled for
an interview to discuss their sick leave usage. (Note: An “incident” of sick leave is any
consecutive loss of time, either one-day or multiple days.) Upon review if it is determined that
there has been a negative review it will generate counseling and/or disciplinary action as
appropriate, and may require the employee to submit a doctor’s certificate for every absence until
this pattern is corrected.
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If an employee has a recurring health problem, every effort will be made to assist that employee in
recovering from the illness. Follow-up in these cases will be tailored to the needs of the individual
situation.
Items than can result in a negative sick leave review may include, but are not limited to:
1. Patterns of absenteeism.
2. Evidence of outside occupation during a sick leave period.
3. Recent denial of vacation or holiday leave or a substitution request that coincides with the
sick leave period.
4. Evidence that indicates an abuse of sick leave.

5.3.9 Summary. It is the intent of this policy to provide for the health and well being of all employees,
while assuring compliance with reasonable standards of work attendance, state and federal laws.
Sick leave is not a free day off – it is a form of insurance against income loss for ill or injured
employees or other members of the family as defined in the policy. Inappropriate use of sick leave
will be subject to disciplinary action

5.3.10 Payment Upon Separation From Employment. Employees hired after the adoption of this
policy (1/1/2022) will not receive payment for accrued sick leave upon separation from
employment, except in the case of retirement. Persons eligible to retire in accordance with TMRS
guidelines and with twenty (20) years continuous service shall receive payment for one-half (1/2)
of accrued sick leave (maximum accrual - 720 hours; maximum payment – 360 hours). Civil
Service employees shall be paid for accrued leave as provided for in state and local government
codes.
a. Employee is not in their initial employment probation period, during which
period sick leave does not vest.
b. Employee must deliver a written notice to his/her Department Head no less
than ten (10) working days prior to his intended separation of employment.
*Those employees hired prior to January 1, 2022 are still eligible for payment of one-half (1/2) the
accrual of their unused sick leave if they complied with all of the following requirements prior to
their separation of employment with the City of Marshall that is stated above.

5.4 LEAVE TIME DEFICITS
5.4.1 General. It is the standard practice of the City of Marshall that City employees not be allowed to
accrue leave time deficits. Departments may not allow an employee to have a leave deficit by any
informal practice, such as failing to report leave time when actually taken. The City recognizes,
however, that special circumstances may arise in which allowance of a temporary leave time
deficit may be reasonable.

5.4.2 City Manager Approval. When an employee is requesting leave time for which the employee has
not accumulated sufficient leave, the Department Director shall notify the City Manager. If the
City Manager finds that special circumstances exist which make the granting of the deficit leave
time reasonable, the City Manager may allow the employee to run a temporary leave time deficit.
Special circumstances which the City Manager may consider include, but are not limited to,
personal or family emergency and special needs of the City.
5.4.3 Factors. In deciding whether to allow the deficit, the City Manager may consider the length of the
employee’s employment with the City, the employee’s pattern of leave time usage, and the length
of time which will be required for the employee to accumulate sufficient leave time to cover the
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deficit.

5.5 FAMILY MEDICAL LEAVE
5.5.1 Eligibility. Any employee who has twelve (12) months of continuous service and has worked at
least 1,250 hours in the last twelve (12) months is eligible for leave under the federal Family and
Medical Leave Act (FMLA). Requests for Family and Medical Leave shall be on forms provided
by the City, shall state the purpose for which Family and Medical Leave is being requested, and
shall indicate the requested timing for the Family and Medical Leave.
5.5.2 Leave Time Available. An employee may request up to twelve (12) weeks of Family and Medical
Leave during a twelve 12-month period (or up to 26 weeks of leave to care for an injured or ill
service member), measured for a previous rolling twelve-month period. Under this method, an
employee may determine the amount of Family and Medical leave to which he or she is entitled
to at any given time simply by reviewing his or her use of leave during the immediate past twelve
(12) months. The amount of leave taken during this period is deducted from twelve (12) weeks to
determine the amount of additional leave time to which the employee is entitled.
5.5.3 Payment for Leave Time Taken. An employee on Family and Medical Leave must use all accrued
sick, vacation, and compensatory leave time as part of Family and Medical Leave time. After all
accrued leave time has been exhausted; the remainder of all Family and Medical Leave taken will
be leave without pay.
5.5.4 Use of Family and Medical Leave Time
5.5.4.1 Purposes. Under the Family and Medical Leave Act (FMLA), leave may be taken for one or
more of the following:
1. for the birth and care of the newborn child of the employee;
 Entitlement to a leave for the birth or adoption (including foster care placement) of a child
shall expire twelve (12) months after the date of such birth or placement.
2. for placement with the employee of a son or daughter for adoption or foster care;
 Entitlement to a leave for the birth or adoption (including foster care placement) of a child
shall expire twelve (12) months after the date of such birth or placement.
3. to care for an immediate family member (spouse, child or parent) with a serious health condition;
4. to take medical leave when the employee is unable to work because of a serious health condition,
whether occupational or non-occupational;
5. a covered family member’s active duty or call to active duty in the Armed Forces;


An employee whose spouse, son, daughter or parent either has been notified of an impending
call or order to active military duty or who is already on active duty may take up to 12 weeks
of leave for reasons related to or affected by the family member’s call-up or service. Reasons
related to the call-up or service include helping the family member prepare for the departure or
caring for children of the service member. The leave may commence as soon as the individual
receives the call-up notice. (Son or daughter for this type of FMLA leave is defined the same
as for child for other types of FMLA leave, except that the person does not have to be a minor.)
This type of leave would be counted toward the employee’s 12-week maximum of FMLA leave
in a 12-month period.
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6.





Employees requesting this type of FMLA leave must provide proof of the qualifying family
member’s call-up or active military service before leave is granted.
To care for an injured or ill service member.
This leave may extend to up to 26 weeks in a 12-month period for an employee whose spouse,
son, daughter, parent or next-of-kin is injured or recovering from an injury suffered while on
active military duty and who is unable to perform the duties of the service member’s office,
grade, rank or rating. Next-of-kin is defined as the closest blood relative of the injured or
recovering service member. An employee is also eligible for this type of leave when the family
service member is receiving medical treatment, recuperation or therapy, even if the service
member is on temporary disability retired list.
Employees requesting this type of FMLA leave must provide certification of the family
member or next-of-kin’s injury, recovery or need for care. This certification is not tied to a
serious health condition as for other types of FMLA leave. This is the only type of FMLA leave
that may extend an employee’s leave entitlement beyond 12 weeks to 26 weeks. Other types of
FMLA leave are included with this type of leave totaling the 26 weeks.

5.5.5 Definitions
Twelve (12) Month Period – Calendar year January 1 – December 31

Spouse - The husband or wife of the employee (defined in accordance with applicable state law). If
both spouses are employed by the City and are eligible for family/medical leave their collective leave
shall be limited to a total of twelve (12) workweeks of leave in a twelve (12) month period for the
birth, adoption (including foster care placement) of a child, or to care for a parent with a serious health
condition.
Child - A son or daughter either under eighteen (18) years of age, or eighteen (18) years of age or
older who is incapable of self-care because of a mental or physical disability. An employee's "child"
is one for whom the employee has actual day-to-day responsibility for care and includes a biological,
adopted,
foster,
or
stepchild.
For purposes relating to an injured or ill service member, the child does not have to be a minor.
Parent - The biological parent of an employee, an individual who stood in place of the parent to that
employee, but not a parent "in-law".
Serious Health Condition - An illness, injury, impairment, or a physical or mental condition that
involves:
1) Any period of incapacity for treatment in connection with or consequent to in-patient care in a
hospital, hospice, or a residential medical care facility; or
2) Any period of incapacity requiring absence from work, school, or other daily activities, for
more than three consecutive calendar days, AND that involves continuing treatment by a health
care provider; or
3) Continuing treatment by a health care provider for a chronic or long-term health condition that
is incurable or which, if left untreated, would likely result in a period of incapacity of more
than three calendar days; or
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4) Prenatal care by a health care provider.
Health Care Provider - A doctor of medicine or osteopathy, podiatrist, dentist, clinical psychologist,
optometrist, chiropractor, nurse practitioner or nurse midwife, and Christian Science practitioner.

Continuing Medical Treatment - Includes:
1) Two (2) or more visits to a health care provider; or
2) Two (2) or more treatments by a health care practitioner on referral from, or under the direction
of, a health care provider; or
3) A single visit to a health care provider that results in a regimen of continuing treatment; or
4) In the case of a serious long-term or chronic condition or disability that cannot be cured,
being under the continuing supervision of, but not necessarily being actively treated by a
health care provider.
Family/Medical Leave - Qualified leave permitted by Family and Medical Leave Act, 1993 (FMLA).

5.5.6 Scheduling Family and Medical Leave
1.

2.

3.

4.

The City shall make every reasonable effort to accommodate the leave schedule requested by
the employee. However, when practicable, the employee must make a reasonable effort to
schedule leave time so as not to unduly disrupt the operations of the City.
When the circumstances of the need for the leave are reasonably foreseeable, the employee
shall provide the City with at least 30 days notice before the date the leave is to begin. When it
is not possible to give 30 days notice, the employee shall provide such advance notice as is
practicable.
When leave is requested to care for an immediate family member or for the employee’s own
serious health condition, the employee must furnish a certification issued by the health care
provider of the person with the serious health condition as to that person’s need for care.
Family and Medical Leave may be taken in the form of a reduced schedule or flexible schedule,
when medically necessary. At the discretion of the City Manager, employees working reduced
or flexible schedules may be transferred to an alternative position with equivalent pay and
benefits.

5.5.7 Medical Certification and Reporting Requirements. A family/medical leave request based on
a serious health condition shall be supported by a completed "Physician or Practitioner
Certification" form (see attached WH-380) issued by the health care provider of the employee, the
employee's spouse, child, or parent, as appropriate. A copy of this certification shall be submitted
to the Department Head in a timely manner, but not later than fifteen (15) days after the leave is
requested unless it is not practicable under the circumstances to do so despite the employee's
diligent, good faith efforts.
If an employee fails to submit the certification within fifteen (15) days for a foreseeable leave, the
City may deny the leave request until the employee provides such certification. When a leave is
not foreseeable, the employee must still attempt to provide the certification within fifteen (15) days
or as soon as practicable under the circumstances. If an employee fails to provide the certification
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within a reasonable time, under pertinent circumstances because of the employee's lack of diligence
or good faith effort, the City may deny the continuation of the leave.
The certification shall include:
1)
2)
3)

4)
5)

The date the serious health condition commenced.
The probable duration of the condition based on the health care provider’s best medical
judgment.
The appropriate medical facts within the knowledge of the health care provider regarding the
condition, including but not limited to the diagnosis, regiment of treatment, and whether inpatient hospitalization is required.
A statement that the employee is unable to perform his/her position functions (if applicable).
A statement that the employee is needed to care for a seriously-ill family member, or that the
employee's presence would be beneficial or desirable for the care of the family member, and
an estimate of the amount of time that the employee is needed to provide the care.

The City may require (at its own expense), that the employee/family member obtain a second
opinion. The City is permitted to designate the health care provider to furnish the second opinion,
but the selected health care provider can not be employed on a regular basis by the City. If the
second opinion conflicts with the original opinion, the City may require (at its own expense), that
the employee/family member obtain the opinion of a third health care provider designated and
approved jointly, by the City and the employee. This third opinion will be final and binding on
both parties. The City may require that the employee/family member obtain subsequent
recertification’s on a reasonable basis.
Documentation of the Covered Family Member’s Active Duty or Call to Active Duty in the
Armed Forces. Employees requesting this type of service member FMLA leave must provide
proof of the qualifying family member’s call-up or active military service. This documentation
may be a copy of the military orders or other official Armed Forces communication.
Documentation of the Need for Service member FMLA Leave to Care for an Injured or Ill
Service member. Employees requesting this type of Service member FMLA leave must provide
documentation of the family member’s or next-of-kin’s injury, recovery or need for care. This
documentation may be a copy of the military medical information, orders for treatment, or other
official Armed Forces communication pertaining to the service member’s injury or illness
incurred on active military duty that renders the member medically unfit to perform his or her
military duties.
5.5.8 Return to Work. An employee who takes Family and Medical Leave is entitled, on return from
such leave, to be restored to the position of employment held by the employee when the leave
commenced, unless the needs of the City have necessitated the permanent filling of the position.
In such case the employee is entitled to an equivalent position with equivalent employment
benefits, pay, and other terms and conditions of employment. An employee does not have a right
to be restored to employment if the position which the employee occupied prior to taking Family
and Medical Leave is appropriately or legally eliminated or the employee would have been subject
to layoff had Family and Medical Leave not been taken.
Employees on a leave shall notify their supervisor periodically of his/her leave status and intention
to return to work. The supervisor has the authority to determine how often the employee shall
provide this notification. A fitness-for-duty release to return to work shall be required if the leave
was based on a serious health condition of the employee. The City may deny job-restoration until
the employee provides such certification.
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5.5.9 Benefits and Accrual of Leave Time. Other than vacation and sick leave taken as part of Family
and Medical Leave, the taking of Family and Medical Leave will not result in the loss of any
employment benefit accrued prior to the date on which the leave commenced. Employment
benefits, such as sick leave and vacation leave, do not accrue during any period of Family and
Medical Leave which is unpaid.
5.5.10 Paid or Unpaid Leave. An employee shall be required to substitute accrued leave (in the following
order) sick leave, vacation, and holiday leave for any qualified family/medical leave of a nondiscretionary nature. Non-discretionary leave shall be defined as any leave resulting from an
illness, injury, impairment, or other physical or mental condition that would prevent the employee
from performing his/her position functions.
An employee shall be required to substitute accrued leave (in the following order) vacation,
holiday, and sick leave for any qualified family/medical leave of a discretionary nature.
Discretionary leave shall be defined as any leave which does not qualify as non-discretionary leave
as that term is defined above.
When an employee has exhausted his/her accrued leave as outlined above, the employee may
request an additional period of unpaid leave, providing the combined total of the paid and unpaid
leave does not exceed twelve (12) workweeks in a twelve (12) month period.
An employee on paid or unpaid leave is not allowed to be actively employed elsewhere during
hours that he/she would have been regularly scheduled to work for the city.
5.5.11 Medical Insurance. While the employee is on family medical leave, the City will continue to
provide the employee with health and dental insurance benefits. These benefits will be provided
to the employee under the same conditions as if the employee was actively working. The
employee must continue to pay applicable premiums, co-payments, deductibles and other out-ofpocket expenses (including premiums for dependent coverage, if any).
Any employee taking family medical leave must work with the Finance Department to determine
a written schedule for paying insurance benefit premiums. This schedule shall, when feasible, take
place prior to the employee taking family medical leave.
A 30-day grace period for payment of employee premiums will be provided before coverage is
affected.
An employee who is on unpaid family medical leave and chooses not to pay, or agrees but fails to
pay, insurance premiums, shall have insurance coverage cancelled for non-payment of insurance
premium. An employee whose insurance benefits are cancelled (due to non-payment of premium)
shall, upon returning to work (full-time), have insurance benefits restored as if there was no break
in coverage. Insurance benefits for the employee will be restored without the employee having to
meet any qualifications, take a physical examination or satisfy pre-existing conditions.
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5.6 WORK RELATED INJURY
Work related injuries and illnesses will run concurrent with Family and Medical Leave.

5.7 MILITARY LEAVE
5.7.1

Leave With Pay. All employees who are members of the military services, active services,
reserve units, National Guard, or other special units are entitled to a leave of absence from their
respective duties without loss of vacation time, seniority, or salary on all days during which they
are engaged in authorized training or duty ordered, up to fifteen (15) work days per calendar year
(not necessarily consecutive).
Time required over and above the maximum allowed military leave must be taken as vacation leave
or leave of absence without pay
The provisions of this section apply to all City employees regardless of length of service and
whether they are in regular or temporary positions. In the case of temporary and regular part-time
employees where the work schedule is variable, the employee will be paid on the basis of the
average daily time worked. All requests for leave must be accompanied by a copy of the order,
directive, notice, or other document requiring absence from scheduled work.

5.7.2

Leave Without Pay. This is a form of leave distinct from paid military leave which applies to all
regular full-time employees who either volunteer or are inducted directly into any branch of the
U.S. Armed Forces. Leaves under this provision continue for the duration of the employee’s initial
term of enlistment, not to exceed six (6) years. To be considered for re-employment following
service in the Armed Forces, an employee must receive an honorable discharge and must apply
for re-employment without any intervening employment. The veteran has ninety (90) days from
discharge in which to claim the position previously held. He/she will then be restored to the same
or equivalent position as that held at the time of enlistment or induction.
Reinstatement of Civil Service employees who have taken a military leave of absence shall be in
accordance with Local Government Code, Chapter 143.

5.7.3

Discrimination Prohibited. No employee shall be discharged from employment for being a
member of the National Guard or a branch of the armed forces of the United States, nor shall any
employee be hindered or prevented from performance of any military service which the employee
is called upon to perform by proper authority nor otherwise be discriminated against or dissuaded
from enlisting or continuing his or her service in the military by threat or injury to the employee
in respect to his or her employment

5.8 MISCELLANEOUS LEAVE TIME
5.8.1 Jury Duty. An employee will be granted leave with pay when required to be absent from work for
jury duty. An employee required to serve on jury duty shall notify his or her department director
as soon as practicable of the requirement to serve, and the projected length of time the employee’s
attendance will be required.
5.8.2 Appearance as a Witness. An employee will be granted leave with pay when required to be absent
from work to appear as a witness in a court proceeding to testify on behalf of the City or to appear
as a City employee to testify as to a matter related to his or her employment with the City in a case
in which the City is not a party. When the employee is required to appear as a witness or party in
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any other court proceeding, the employee may use accumulated vacation time or compensatory
time for court appearances. Under court order an employee may appear without pay. The
employee shall provide his or her department director with a copy of the subpoena or other record
requiring the employee’s appearance in court.
5.8.3 Voting. City employees will be allowed three consecutive hours off in order to vote, subject to the
following restrictions:
1. The time available from the time polls open until the beginning of the employee’s shift, or from
the time the employee’s shift ends until the time the polls close will be considered as part of
the time the employee has available to vote.
2. Employees must use the time taken only for the purpose of voting.
3. Employees must be at work during all regularly scheduled hours that are not actually used to
vote. Employees may not engage in other activities during time when they have been released
from work to vote.
4. Scheduling of the time off for voting must be approved by the employee’s supervisor.
5.8.4 Bereavement Leave
A. Paid Leave. An employee may be granted emergency leave with pay for up to three (3) days
per-life event, to attend the funeral, or to deal with other matters relating to the death of an
immediate family member. For purposes of this provision, immediate family member shall
mean the employee’s spouse; and the parents, grandparents, siblings, children, and
grandchildren of the employee or the employee’s spouse, and members of the employee’s
household, whether or not related by blood or marriage.
B. Use of Other Leave Time. An employee may use accumulated leave time, including sick
leave, for the purpose of attending a funeral or to deal with other matters relating to the death
of an immediate family member or household member, as defined above, when bereavement
leave is exhausted.
C. Leave Without Pay. Upon approval of the department director and the City Manager, an
additional forty (40) hours of leave without pay may be granted to employees who have
exhausted bereavement leave and all other paid leave time to deal with matters relating to the
death of an immediate family or household member.
D. Other than immediate family. Death of a relative or other person not included in the
immediate family may be considered on an individual basis as approved by City Manager or
his/her designee and time off granted as the circumstances warrant.

5.9 DISCRETIONAY LEAVE OF ABSENCE WITHOUT PAY
Employees who are not eligible for family and medical leave, or who have exhausted such leave, or
who seek leave for reasons other than family and medical leave, may apply for a discretionary leave
of absence. Such leaves are totally within the discretion of the City and will be granted only if the
City Manager believes the employee’s time away from the job would be in the best interests of both
the employee and the City. If such a leave is approved, it will be for such length of time and on such
other terms and conditions as the City approves, up to a maximum of one (1) year. The employee
must have exhausted all sick, compensatory and vacation time. The City reserves the right to fill such
positions and may not be able to hold an employee’s job open while the employee is on discretionary
leave. Thus, an employee on such leave cannot be guaranteed reinstatement at the conclusion of such
a leave.
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5.10 TERMINATION OF LEAVE OF ABSENCE
If an employee’s absence while on leave will impair the functions of the City, the employee may
be replaced after all family and medical leave is exhausted. If the previous position is not available
the employee may apply for another position within the City if they are able to perform the essential
functions of that job with or without reasonable accommodation.
However, the employee may be considered terminated upon missing a cumulative twelve (12)
months of work due to injury or illness, and if is medically shown that because of chronic physical
injury, ailment or condition:
1. The employee is unable to return to his/her position and perform the essential functions
of the job, with or without reasonable accommodations.
2. The employee is unable to transfer to another position within the City and perform the
essential functions of that job with or without reasonable accommodation
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6 - BENEFITS
6.1 GENERAL
Except as otherwise noted, the benefits described in this section are available only to regular fulltime employees. This policy expressly excludes third party workers. The City’s policies and
practices with respect to any manner or any benefits now offered may be terminated at any
time and are not to be considered as creating any contractual obligation on the City’s part.

6.2 INSURANCE
6.2.1 Medical Insurance
A. Employees. Full-time employees are eligible to participate in the City’s group health/dental
insurance plan; coverage becomes effective 60 days after the date of hire. For details regarding the
plans which are available, please consult the printed information available through the Human
Resources office. If the employee chooses a plan for which there is a cost to the employee then the
employees’ portion of the premium will be withheld from the employee’s paycheck. Should more
than one health insurance plan be available to employees, the employee must choose among the
plans at the time of the employee’s hire, and the employee will be given an opportunity to choose
among the available plans during the open enrollment time, which occurs in the final quarter of
each year.
B. Dependents. If the employee chooses to purchase dependent coverage for his or her dependents,
the employees’ portion of the premium will be withheld from the employee’s paycheck. When an
employee enrolls for insurance with the City, or when a dependent becomes eligible for insurance
(marriage, the birth of a child, or annual enrollment), the employee should immediately (within 30
days) inform Human Resources if he or she wants the dependent added for medical insurance
coverage.
6.2.2 Dental Insurance. Full-time employees are eligible to participate in the City’s group
health/dental insurance plan; coverage becomes effective 60 days after the date of hire. For
details regarding available dental insurance plans, please consult the printed information
available through the Human Resources office. If the employee chooses a plan for which there
is a cost to the employee then the employees’ portion of the premium will be withheld from the
employee’s paycheck. Employees may cover their dependents under their City dental insurance
plan. If the employee chooses to purchase one of these plans for his or her dependents, the
employee’s portion of the premium will be withheld from the employee’s paycheck. Should
more than one health insurance plan be available to employees, the employee must choose
among the plans at the time of the employee’s hire, and the employee will be given an
opportunity to choose among the available plans during the open enrollment time, which occurs
in the final quarter of each year.
6.2.3 Life Insurance/AD&D. The City may pay for a life insurance and accidental death and
dismemberment on each employee. Employees should consult the Human Resources office
for more information.
The City has elected to include a Supplemental Death Benefit under the Texas Municipal
Retirement System (TMRS) plan. If an employee subscribing to the TMRS retirement plan
dies while employed by the City, TMRS will pay the designated beneficiary or estate a benefit
approximately equal to current annual salary, plus any retirement benefits due.
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6.2.4 Flexible Benefit Plan. The City makes a flexible benefit plan available to employees. This plan
allows employees to purchase dependent health and dental insurance with pre-tax dollars. The
cost of insurance purchased through this plan will be deducted from the employee’s salary
before taxes are calculated, reducing the employee’s taxable income and the amount of taxes
paid by the employee.
6.2.5 Voluntary Benefits. The City may offer other low cost benefits at a group rate to employees
via payroll deduction. Employees should consult the Human Resources office for additional
information.

6.3 COUNTINUING OR CONVERTING GROUP HEALTH INSURANCE UPON
SEPERATION FROM EMPLOYEEMENT
6.3.1

Availability of Continuation Coverage
A. General. If an employee resigns or is separated from employment with the City, or if an
employee’s work hours are reduced, and if this event makes the employee or the employee’s
dependents no longer eligible to participate in one of the City’s group health insurance plans,
the employee and the employee’s eligible dependents may have the right to continue to
participate for up to eighteen months at the employee’s (or the dependents') expense. If the
employee is deemed disabled under the Social Security Act at the time the employee’s
separation from employment or if the reduction in hours occurs or within sixty days of these
events, the employee may be entitled to continuation coverage for up to twenty-nine months.
B. Extended Coverage. Eligible dependents may also extend coverage, at their expense, for up
to thirty-six months in the City’s group health insurance plans in the event of an employee’s
death, divorce, legal separation, or enrollment for Medicare benefits, or when a child ceases to
be eligible for coverage as a dependent under the terms of the plan. The eighteen-month
continuation coverage period provided in the event of an employee’s separation from
employment or reduction in working hours may be extended to thirty-six months for the
employee’s spouse and dependent children if, within that eighteen-month period, the employee
dies or becomes divorced or legally separated, or if a child ceases to have dependent status. In
addition, if an employee enrolls for Medicare during the eighteen-month period, the employee’s
spouse and dependent children may be entitled to extend their continuation period to thirty-six
months, starting on the date that the employee enrolls for Medicare.

6.3.2

Cost of Continuation Coverage. If an employee or an employee’s eligible dependents elects to
continue as members of the City’s health insurance plans, the employee will be charged the
applicable premium charged the City by its carriers plus an additional percentage. The premium is
subject to change if the rates charged to the City increase or decrease. If this election for
continuation coverage is made, the employee has the right to convert this coverage to an individual
policy assuming the plan permits with the City’s insurance carrier at the end of the continuation
period.

6.3.3

Termination of Continuation Coverage. Continuation coverage may end, however, if any of the
following events occur: (1) failure to make timely payments of all premiums; (2) assumption of
coverage under another group health plan, which does not exclude or limit coverage provided to
the employee or dependent on account of a preexisting medical condition unless the preexisting
condition does not apply due to the Health Insurance Portability and Accountability Act; or (3) the
City’s termination of its group health plans. If an employee enrolls for Medicare, the employee will
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no longer be eligible for continued coverage, but the employee’s spouse and dependent children
may be entitled to extend their continuation coverage.
6.3.4

Notice. The City’s plan administrator or his/her designee will contact an employee concerning
these options at the time the employee separates from employment or the employee’s work hours
are reduced. The plan administrator will contact an employee’s listed qualified beneficiaries in the
event of the employee’s death or enrollment for Medicare benefits. However, in the event that an
employee becomes divorced or legally separated, or one of an employee’s dependents ceases to be
eligible for coverage under the City’s group health insurance plans, the employee and/or the
employee’s dependents are responsible for contacting the Human Resources office to discuss any
continuation/conversion rights the employee and/or dependent may have. The employee and the
employee’s qualified beneficiaries are also responsible for notifying the Human Resources office
within sixty days of qualifying for Social Security disability benefits.

6.3.5

Summary. This policy serves as a general guide only, and is believed to be accurate at the time of
publication. In addition, other options for obtaining health insurance coverage may be available to
individuals whose insurance coverage under a City group health insurance plan is terminating. For
further details regarding continuing or converting your group health insurance benefits, please
contact Human Resources.

6.4 HEALTH INSURNACE PROTABILITY AND ACCOUNTABILITY ACT OF 1996
6.4.1

General. The Health Insurance Portability and Accountability Act of 1996 (HIPAA), also
referenced in section 1.3 of this policy:
1. Ensures that employees and their dependents who leave their employer's group health plan
will have ready access to coverage under a subsequent employer's health plan regardless
of health status and claims experience; and
2. Limits the length of time that health plans and health insurance issuers may limit benefits
for a preexisting condition, and prescribes conditions under which such a limitation may
not be applied at all.

6.4.2

Limitation on Pre-existing Condition Exclusions. HIPAA provides that group insurance plans
and insurers may not exclude new employees' pre-existing medical conditions for longer than 12
months. A pre-existing condition is one for which advice, diagnosis, or treatment was given or
recommended within the previous six (6) months. Pre-existing conditions may not include the
conditions of newborn or adopted children or a pregnancy existing on the date coverage takes effect.

6.4.3

Portability Provisions. HIPAA requires that when an employee moves to a new job, his or her
subsequent employer or health plan must give the employee credit for prior continuous coverage.
If an employee was covered for twelve (12) months or more by the previous employer or health
plan without a gap in coverage of more than sixty-three (63) days, that employee must be eligible
for insurance from the new employer regardless of any pre-existing condition. Credits of less than
twelve (12) months would be applied against the twelve (12) month pre-existing condition
exclusion period.
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6.4.4

Certificate of Creditable Coverage. HIPAA requires that employers provide employees at the
time they leave their jobs with information showing how long the employee was covered while
working for the employer. The documentation is to be submitted to any subsequent employer or
health plan to establish an appropriate credit.
New employees who can provide a certificate of creditable coverage will qualify for the limitation
on preexisting exclusions under the City’s group health plan(s), as set out in HIPAA.
Employees who are separating from the City should request a certificate of creditable coverage to
present to their new employer in order to qualify for the limitation on pre-existing exclusions under
the health insurance plan(s) of their new employer.

6.5 RETEREMENT
6.5.1

Texas Municipal Retirement System (TMRS). The City provides a retirement benefit for
employees through TMRS. The plan is administered in accordance with the Texas Municipal
Retirement Act (Texas Government Code, Title 8, and Subtitle G) and is governed by a Board of
Trustees appointed by the Governor. A brief outline of the plan is as follows:

1.
2.
3.
4.

Participation in the program is mandatory.
Municipal matching ratio is two to one at the time of retirement.
Service retirement eligibilities - 5 yrs/age 60; 20 years at any age.
Vesting requirement is five years.

6.5.1

Deferred Compensation Plans. Deferred compensation plans allow full-time employees to
contribute to a retirement savings plan with pre-tax dollars through payroll deduction. Any money
the employee contributes to the plan will be deducted from the employee’s salary before taxes are
calculated, reducing the employee’s taxable income and the amount of taxes paid by the employee.
Employees are encouraged to contact Human Resources for information on the deferred
compensation plans currently available to employees.

6.5.2

Insurance for retirees. Employees hired prior to August 1, 2005 and who retire at age 60 AND
with 20 years of service are eligible to continue participation in the City’s Group insurance plan.
These retirees are eligible for coverage until the age of 65 and/or become eligible for Medicare; or
until they become eligible for coverage under another health plan. City employees hired after
August 1, 2005 are not eligible to continue participation in the City’s Group Insurance plan.

6.6 LONGEVITY
Regular full-time employees will be compensated at a rate of $4.00 per month for each year of
service (after the completion of one year of continuous service) up to a maximum of 25 years or
$1,200.00. Longevity pay will be issued once annually, in the form of a check (direct deposited)
separate from the employees’ regular payroll check, usually during the second pay period in
November. In order to receive longevity pay, the employee must be employed on the date of
issuance of the longevity check.
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6.7 TUITION REIMBURSEMENT
In recognition of the long-range contribution that additional job-related education can make to the
City of Marshall, it is the policy of the City of Marshall to provide educational assistance to its
employees in accordance with the guidelines described in this policy.
6.7.1

Eligibility. To be eligible for educational assistance, employees must have regular full-time status
and have been employed for a minimum of one (1) year.

6.7.2

Procedures.

1. Eligible employees who want educational assistance must have approval of the City Manager or
his/her designee before enrollment.
2. Eligible employees may be reimbursed only for courses of study and book expenses which the City
determines are directly related to the employee’s potential for advancement to a position within the
City and to which the employee has a reasonable expectation of advancing. Required certification
and continuing education courses shall be reimbursed through department budget as a conference
and training expenditure.
3. Reimbursement will be paid only for courses offered by accredited institutions.
4. Employee must complete a request form, indicating the name of course, school, hours attending,
reason for taking course (pursuing degree, etc.). The employee’s supervisor will review the request
to ensure that the class schedule will not conflict with his/her job schedule. The supervisor may
grant an alternative work schedule that will not adversely impact City operations.
5. The City Manager, or his/her representative and supervisors, will consider the following factors in
evaluating requests for educational assistance:
1)
The nature and purpose of the course of study;
2)
The benefits to be derived by the employee and the City; and
3)
The estimated cost.
6. Classes must not be scheduled during normal work hours, except as may be approved by the City
Manager.
6.7.3

Reimbursement Schedule. Employee reimbursement for eligible educational assistance will be
upon the grade received for the course, as follows:
1) For a grade of “A” (90-100), 85% of tuition& books;
2) For a grade of “B” (80-89), 70% of tuition & books;
3) For a grade of “C” (70-79), 60% of tuition & books
4) No reimbursement will be made for a grade lower than “C” (69 or less) or if the employee
does not pass a pass-fail course.
5) A “pass-fail” course will be reimbursed at 60% of tuition.
6) The maximum annual educational assistance per employee is $1,000.00.

6.7.4

Certification. Employees seeking reimbursement for educational expenses must submit to Human
Resources or his/her designee a certified transcript of their grades, and receipts for the expenses
incurred.
Records of all education programs completed by each employee will be maintained by Human
Resources or his/her designee.
Employee agrees to work for the City of Marshall for 2 (two) years after receiving Tuition
Reimbursement.
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6.8 EXPENSES
6.8.1

General. The City will reimburse employees for approved expenses incurred by the employee in
the course of the employee’s employment. Expenses which will be reimbursed or otherwise paid
by the City are discussed below.

6.8.2

Protective Equipment. All safety and protective equipment necessary for the performance of an
employee’s job duties will be provided by the City. Protective equipment shall be the exclusive
property of the City and shall remain at the job site or at a City facility, where appropriate.

6.8.3

Uniforms. Uniform guidelines are established by the City Manager through Administrative
Directive.

6.8.4

Business Related Expenses

A. Seminars. Upon prior approval of the department, the City will pay the cost of seminar registration
for employees for seminars, conferences and other training programs related to the employee’s
employment with the City.
B. Travel Expenses. Employees will be reimbursed reasonable travel expense for attendance at
seminars, conferences, and other training programs outside of Marshall, upon prior written approval
of their department director. Reasonable travel expense include, but are not limited to:
1) Transportation costs, which may include:
1. If the employee drives a City car to the seminar, the cost of gas and any necessary emergency
repairs.
2. If the employee is required to travel by public transportation, air, bus or train; the cost of the
round-trip air, bus or train fare for the employee.
3. If the employee drives his or her own car, the lesser of air fare to the location of the seminar
(if available), or mileage at the reimbursement rate allowed by the Internal Revenue Service.
4. Car rental at the location of the seminar, if the employee travels to the seminar location by a
means other than automobile.
5. Cab fare while attending the seminar, if the employee does not rent a car.
6. City employees receiving a monthly car allowance shall receive reimbursement only on travel
outside a seventy-five (75) mile radius of the Marshall city limits.
2) Lodging costs. Employees should request government rates, when possible,
unless a lower rate is available.
3) All travelers will be given a per diem meal allowance in accordance with the
reimbursement rate allowed by the Internal Revenue Service for the destination
city.
4) Phone calls to the employee’s City office, or regarding City business.
C. Costs which Will Not Be Reimbursed: The following costs will generally not be
reimbursed:
1) Alcoholic beverages;
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2) Entertainment expenses;
3) Personal phone calls;
4) Travel expenses of friends or relatives who accompany the employee on the trip.

6.9 IMMUNIZATIONS
6.9.1 Immunizations Provided by City
A. General. Employees in positions which may expose the employee to certain diseases may
obtain immunizations at the cost of the City. Specific requirements are outlined under state
and local law.
B. Post-Accident or Post Exposure. When an employee has been injured in the work-place, or
encountered a possible exposure to a communicable disease, the City will pay for
immunizations recommended by the employees’ treating physician. The Texas Department of
Insurance, Workers’ Compensation Division and/or the County Health Department may
impose additional responsibilities upon the City and the affected employee.
6.9.2

Department Regulations. Each department may establish rules and regulations regarding
immunization of employees as approved by the City Manager. When department rules or
regulations require immunization of employees, employees may decline the immunization by
providing written notice on a form provided by the City.

6.9.3

Additional Immunizations. Department Directors may request that additional immunizations be
made available to department employees as approved by the City Manager.

6.9.4

Record of Immunizations. Records of immunizations provided by the City must be maintained in
the employees’ medical records with the City.

6.10

PHYSICAL EXAMINATIONS

6.10.1 General. The City requires medical and physical examinations only where such examinations are
necessary to determine an employee’s fitness to perform the essential functions of the employee’s
position. This section sets out those situations in which medical or physical examinations may be
required.
6.10.2 Physical Agility Tests. Departments may require all applicants for a position to perform certain
physical activities to test the applicants’ fitness to perform the physical requirements of the position.
Examples of such tests include, but are not limited to, physical agility tests for Police Officers and
Firefighters, lifting and/or digging exercises for laborer positions with Public Works, Water
Utilities, Parks and Recreation Departments, and other positions that are determined to be
physically demanding.
6.10.3 Drug and Alcohol Testing. The City’s policy for testing of applicants for employment and
employees is set out in Chapter 7, Alcohol & Controlled Substance Testing Policy.

6.10.4 Medical Examinations. Whenever a department director has reason to believe that the physical or
mental condition of an employee is endangering his or her own health or safety or the health or
safety of other employees, or has rendered the employee incapable of performing the essential
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functions of the employee’s position, the department director may request that the employee submit
to a medical examination. The request for medical examination must be made in writing to the
Human Resources Manager/Civil Service Director and must specify the scope of the examination
being requested and the reasons for requesting the examination. Expenses for medical examinations
requested by the City will be paid by the City.
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7 - EMPLOYEE CONDUCT
7.1 PERSONAL APPERANCE
General. The director or division manager retains the discretion to establish appropriate dress
guidelines for the work area and to determine if uniforms are to be worn.
7.1.1 MONDAY THROUGH THURSDAY DRESS CODE
The following is appropriate;
Females and Males- are asked to dress professional, clean and well groomed; dress pants, shirts,
skirts, or jackets that are not overly revealing or distracting to customers or employees. This
includes city-issued uniform attire, if applicable.
Only City-issued caps are to be worn (if applicable). All city-issued caps will be positioned
properly, i.e. in a straight forward position, during work hours. Visible tattoos should not be
vulgar, in poor taste and/or offensive. This policy applies to all employees within the City of
Marshall.
CASUAL DAYS (INCLUDING FRIDAYS)
Ideally, casual day is defined as respectable blue jeans and clean unworn sneakers. Those
employees required to represent the city in public, in court, or any other public forum on any
casual dress day are always required to be in city issued and identifiable work uniforms.
CLOTHING NEVER ALLOWED








Torn, patched or faded clothing even if purchased new in such condition
Clothing with printed messages or pictures that are offensive
Torn Athletic shoes, house slippers or flip flops
Non City-issued and revealing shorts, revealing low rider or sagging pants or shirts that reveal the
mid-section
Bare-back dresses, blouses, single layer tank or tube tops, or muscle shirts
Warm-up suits
No nose, tongue, lip or other head piercings are allowed.

If an employee is found in violation of this policy, the department head may request the employee
change his/her attire or take appropriate disciplinary action.

7.2 OUTSIDE EMPLOYMENT
7.2.1

General. No employee shall engage in outside employment which interferes, or is a
conflict, with the employee’s employment with the City. If an employee’s outside
employment is found to be a conflict of interest, the employee shall be notified of such fact
and directed to terminate the conflicting outside employment.

7.2.2

Employment Which Is Deemed to Be a Potential Conflict with City Employment.
Self-employment or ownership providing goods or services to the City or regulated by the
City, or as otherwise restricted by the City Charter.

7.3 CONFLICT OF INTEREST
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7.3.1

General. Employees shall refrain from any activities that would cast doubt on the employee's
ability to act with total objectivity with regard to his/her position with the City of Marshall. This
section shall not prevent an employee from working for a person or entity doing business with the
City when the employee’s position with the City is not one where the employee can affect the
decision of the City to use the services of the person or entity, provided such employment is not
otherwise prohibited by these policies.

7.3.2

Prohibited Activities. No employee shall:
A. Disclose confidential information or information from closed records to any person,
except as required by the employee’s employment, state statute or court order.
B. Use information obtained in the course of or by reason of his/her employment with the
City for financial gain to the employee or the employee’s spouse; the children, parents,
siblings, aunts, uncles, nieces, nephews, grandchildren and grandparents of the employee
or the employee’s spouse; or any business with which the employee or such relative is
associated.
C. Accept any item of value from any person or entity doing business with the City or having
any matter before the City.
D. Act or fail to act in his/her capacity as a City employee in exchange for any payment, offer
to pay, or promise to pay anything of value in exchange for such act or failure to act.
E. Act or fail to act in his/her capacity as a City employee in order to specially benefit the
employee or the employee’s spouse; the children, parents, siblings, aunts, uncles, nieces,
nephews, grandchildren and grandparents of the employee or the employee’s spouse; or
any business with which the employee or such relative is associated.
F. Act or fail to act in his/her capacity as a City employee in order to coerce or extort from
another anything of value for the employee or the employee’s spouse; the children,
parents, siblings, aunts, uncles, nieces, nephews, grandchildren and grandparents of the
employee or the employee’s spouse, or any business with which the employee or such
relative is associated.

7.3.3

Vendor Relations. Gifts of any type should never be accepted by any employees or relative
involved in a bid, proposal, or contract during the bid process.
A. Prohibited gifts – Acceptance of trips, money, and merchandise of value in excess of
$50.00, personal services, or work to be provided by City suppliers, and offers of future
employment from City suppliers, or any similar gift is prohibited.
B. Acceptable gifts – Gifts that would not ordinarily be interpreted as affecting an employee’s
impartiality, such as an occasional business lunch, potted plants, flowers, boxes of candy
or other food for office personnel, advertising office supplies such as pencils, calendars, or
pens and other token gifts of small value are not prohibited.
C. Vendor lunches – Lunches are often a convenient time for meeting with vendors. Repeated
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lunches that are paid for by the vendor should be avoided and the employee may want to
consider having the City pay for their or both lunches, assuming there is available budget
money.
D. Vendor sponsored training – Attending vendor sponsored training including incidental
lunches or refreshments are appropriate if it helps the employee to do their job more
effectively. The City, as part of a department’s training budget, should generally pay travel
and lodging costs for out-of-town training unless it is part of a contract or bid award. If
the vendor pays travel costs, the employee should carefully consider that the location of
the training and the length of the stay do not create an appearance of personal benefit and/or
favoritism to the vendor.
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7.4 NEPOTISM
7.4.1

General. No employee may participate in the hiring of a relative, and no employee may work under
the supervision of a relative. Additionally, two relatives shall not be employed in a full-time or
part-time capacity, in the same business unit, unless approved in writing by the City Manager. As
in all cases of employment with the City, the City reserves the right to transfer or reassign any
employee at any time with or without cause.

7.4.2

Existing Relationships. Relatives employed in violation of this policy as of the date of adoption
of this policy may remain employed in the same business unit so long as one relative does not,
directly or indirectly, through promotion, transfer, or otherwise, supervise or have the opportunity
to supervise the other relative, or so long as one relative does not occupy a position which has
influence over the other’s employment, promotion, salary administration, or other related
management or personnel considerations.

7.4.3

Relative defined. For purposes of this provision, relative is defined as:
CONSANGUINITY (BLOOD)
FIRST DEGREE

SECOND DEGREE

THIRD DEGREE

Father

Brothers

Uncles

Mother

Sisters

Aunts

Children

Grandparents

Nephews

Grandchildren

Nieces
Great-grandparents
Great-grandchildren

AFFINITY (MARRIAGE)
FIRST DEGREE

SECOND DEGREE

Spouse

Sister-in-law

(Both employee’ and spouse’s)

Step-children

Brother-in-law

(Both employee’ and spouse’s)

Step-parent

Spouse’s Grandparents

Father-in-law

Spouse’s Grandchildren

Mother-in-law
Son-in-law
Daughter-in-law
7.4.4

Business Unit Defined. For purposes of this provision, a business unit is considered to be each
division within a department, wherein the nature of jobs within the division can function
independently, without being intertwined or closely dependent on jobs from another division. If a
question arises with regard to whether a business unit conflicts with this policy, the City Manager
shall resolve such conflict by written determination
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Examples of multiple divisions that are considered to be so closely related as to form one business
unit:
A. Police Administration, Patrol, CID and Special Services are considered to
form one business unit, and
B. Fire Prevention, Suppression, and Emergency Medical Services are
considered to form one business unit.

7.4.5 City Council and City Manager. No person related within the consanguinity and affinity
relationship to any member of the City Council or the City Manager shall be appointed to any
office, position or clerkship or other service of the City, except, if the individual is employed in the
position immediately before the election or appointment of the Council Member, or appointment
of the City Manager, to whom the individual is related and that prior employment is continuous for
at least thirty (30) days if the Council Member or City Manager is appointed or six (6) months if
the Mayor or council is elected, this policy shall not apply, provided participation in any
deliberation or voting on the appointment, reappointment, confirmation of the appointment or
reappointment, employment, reemployment, change in status, compensation, or dismissal of the
individual if that action applies only to the individual and is not taken regarding a bona fide class
or category of employees. (Texas Government Code Chapter 573; Texas Local Government Code
Chapter 171; Marshall Code of Ordinances Article VI, Section 127.)
7.4.6

Supervision by Relatives. No employee shall be employed, promoted, transferred or reinstated in
or to any position and shift where the employee will supervise directly or be supervised directly by
any relative.

7.4.7

Marriage. Upon marriage, where a situation of nepotism as defined by this policy, is created, the
situation of nepotism may be resolved within sixty (60) days by one of the employees’ transfer or
resignation from employment with the City.

7.4.8

The City has no desire to become involved in the personal lives of employees. Employee personal
relationships, involving other employees, family members, or other individuals, on their personal
time and off of City property are generally outside the City’s area of responsibility. However, the
City will become involved and will take appropriate action if:
1.
2.

problems resulting from such relationships manifest themselves on the job; or
a supervisor engages in such a relationship with a subordinate who reports directly
and immediately to him, or the involved supervisor has influence over the other’s
employment, promotion, salary administration, or other relevant management or
personnel considerations.

As a minimum, reassignment may result from those instances involving two or more employees.
Depending on the circumstances, other actions, such as demotion, termination, or disciplinary
action may be necessary.

7.5 POLITICAL ACTIVITY
7.5.1 Voting. The City encourages each employee to exercise his/her right to vote in all elections.
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7.5.2 City Time, Uniforms, Equipment and Facilities. Employees shall not campaign for or against
any individual or ballot measure while on duty with the City, or while wearing a City uniform.
Employees shall not use, or allow to be used, City equipment or facilities in any campaign for or
against any individual or ballot measure. (Civil Service employees refer to 143.086 LGC). This
prohibition includes, but is not limited to:

1.
2.
3.
4.

Using his/her official capacity or employment to influence, interfere with, or otherwise
affect the results of any election or nomination for office.
The wearing of political pins, stickers or decals while on duty or while in the workplace;
The display of campaign materials in work areas, or on City bulletin boards, vehicles,
equipment or City facilities; and
The display of campaign “bumper stickers” of city elections, including individual or
ballot measures on vehicles parked in any City owned or controlled parking lot or parking
space.

7.6 USE OF ELECTRONIC MEDIA
7.6.1

General. All business equipment and communications systems are the City's property and are to
be used for work-related purposes. Business equipment and communications systems include, but
are not limited to: computer (including e-mail), electronic (including paging), and telephone
communications (including voice mail and cell phone) systems; computers, facsimile machines
and copying machines; and any other equipment or systems used for the transmission, reception,
or storing of information. This policy on the use of electronic media applies whether an employee
accesses the City’s business equipment and communications systems in the workplace or from
outside the workplace.

A. Monitoring. To ensure proper use of communications systems and business equipment, the
City may monitor the usage of these systems and equipment from time to time. The City
reserves the right to monitor its communications systems and business equipment in order
to ensure that its property is being used for work purposes, and as necessary to conduct the
business of the City.
B. Disclosure Restricted. Employees should not disclose information or messages transmitted
or received through or by, or stored in, City communications systems and business
equipment except only to authorize employees.
C. No Right to Privacy. Employees do not have personal privacy rights in any matter created,
received, or sent through the communications systems or business equipment.
D. Recording of Telephone and Other Conversations. No employee shall record any
telephone or other conversation with any other person(s) except as follows:
1. Recording of public meetings; or
2. Circumstances specifically authorized by the City Manager; or
3. Otherwise provided for law enforcement and emergency personnel.
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7.6.2

When these Policies Are Applicable. These policies and procedures apply to all communications
systems and business equipment which are: (1) accessed on or from City premises; (2) accessed
using City communications systems or business equipment, or via City-paid access methods; or (3)
used in a manner which identifies the individual with the City. These policies cover access to City
networks from an employee’s home or using an employee’s own equipment, and the use of an
employee’s equipment while identifying the user as a City employee or identifying transmissions
made as connected with the City.

7.6.3

Restricted Communications. The following types of communication are prohibited.

A. Harassing, Obscene or Illegal Communications. City communications or business equipment
may not be used for knowingly transmitting, retrieving or storing any communications of a
harassing nature; which disparage any individual or group based on their race, gender, religion,
ethnic or national origin, ancestry, disability, sexual orientation or age; which are obscene or
sexually oriented; which are of a defamatory or threatening nature; which are "chain letters;" or for
any other purpose which is illegal or otherwise against City policy or contrary to the City's interest.
B. Anonymous Communications. No communications may be sent to or from City communications
systems or business equipment which attempt to hide the identity of the sender, or represent the
sender as someone else, except as may be necessary and authorized by the City Manager for law
enforcement purposes.
C. Personal Communications. City communications systems and business equipment are primarily
for City business use. Use of City communications systems or business equipment for personal,
non-business purposes, other than on a limited, occasional or incidental basis, is not allowed.
D. Outside Communications. Any messages or information sent by an employee to one or more
individuals via a City communications system or using City equipment (e.g., e-mail, bulletin board,
on-line service, pagers, or Internet) are statements identifiable as coming from, and thus may be
attributed to, the City. All communications sent by employees via a network must comply with this
and other City policies, and may not disclose any confidential or protected information.
7.6.4

Other Use Restrictions
A. Access. Employees may not:
1) Use another employee's password or access code (even with that employee's
permission) unless authorized by City management.
2) Authorize anyone else to use their password or access code unless authorized by City
management.
3) Attempt to discover another user's password or access code, except that passwords and
access codes are available to the City’s systems administrator and may be made
available to an employee’s department director.
B. Software; Computer Programs. Employees may not:
1) Copy, disclose, or transfer any software provided by the City, except upon permission
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of the City for City business.
2) Install their own software on a City computer without the permission of the Information
Technology Manager.
3) Intentionally write, produce, generate, copy, propagate, or attempt to introduce any
computer code designed to self-replicate, damage, or otherwise hinder the
performance of any computer's memory, file system, or software. Such software is
often called a virus, worm, Trojan horse, or some similar name.
C. Tampering. Employees may not:
1) Engage in conduct that interferes with the normal and proper operation of the City's
communications systems or business equipment, or which adversely affects the ability
of others to use City communication systems or business equipment.
2) Copy, rename, change, examine, or delete files (including programs, subroutine
libraries, or data) that was created by someone else without prior authorization from
that person.
3) Intentionally damage any City communications system or business equipment,
intentionally damage information created by another, intentionally misuse
communications system or business equipment resources, or allow others to misuse
communications system or business equipment resources.
4) Tamper with terminals, microcomputers, printers or other associated equipment.
5) Collect or discard output other than your own without the owner's permission.
6) Attempt to break into any communications system or business equipment whether of
the City or another organization (hacking or cracking).
D. Other. Employees may not:
1) Use City communications systems, business equipment or programs for illegal
purposes.
2) Use City time and resources for personal gain.
3) Refuse to cooperate with a reasonable investigation of the use of the City's
communications systems or business equipment.
7.6.5

No Expectation of Privacy. The City does not routinely examine user files. However, the
following conditions should be noted:
A. Authority of City. To protect the integrity of the City’s communications systems and
business equipment, and protect legitimate users from the effects of unauthorized or
improper use of these facilities, the City has the authority to take any of several steps. These
include the authority to:
1) Limit or restrict any employee's usage of the City’s communications systems or
business equipment, or any system resources that may undermine the proper use of that
system;
2) Inspect, copy, remove or otherwise alter any data, file, or electronic information created
and/or communicated by an employee using e-mail, word processing, utility programs,
spreadsheets, voicemail, telephones, Internet/www access, etc.; and
3) Take any other steps deemed necessary to manage and protect the City's
communications systems and business equipment. This authority may be exercised
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with or without notice to the user. The City disclaims responsibility for any loss or
damage to data or software that results from its efforts to enforce these rules.
B. Monitoring. The City may routinely monitor usage patterns for both voice and data
communications (e.g., number called or site accessed; call length; times of day calls), to
verify usage patterns and costs.
C. Obtaining Documents. It may occasionally be necessary for City employees to access the
files of another employee to obtain documents or information necessary to the conduct of
City business.
D. Compliance with these Policies. The City also has the right, in its discretion, to review any
employee's electronic files and messages and usage to the extent necessary to ensure that
electronic media and services are being used in compliance with the law and with this and
other City policies.
E. Use of Security Measures. Each employee who uses any security measures on Citysupplied communications systems or business equipment must provide his/her supervisor
with his/her passwords for City use if required. (Example: there may be a need for the City
to access an employee's system or files when he/she is away from the office.)
7.6.6

Confidentiality. Employees must respect the confidentiality of other people's electronic
communications and may not attempt to read, "hack" into other systems or other people's logins,
or "crack" passwords, or breach computer or network security measures, or monitor electronic files
or communications of other employees or third parties except by approval of the City Manager.

7.6.7

Copying
A. Written Materials. Anyone obtaining electronic access to other entities’ or individuals'
materials must respect all copyrights and may not copy, retrieve, modify or forward
copyrighted materials except as permitted by the copyright owner or a single copy for
reference use only.
B. Software. Employees may not copy, use or distribute software or computer programs in
violation of law

7.6.8 External E-Mail. When sending email outside the City, the following guidelines should be
followed:
A. MAIL ON THE INTERNET IS NOT SECURE. Never include in an e-mail message
anything which you want to keep private and confidential. E-mail is sent unencrypted, and
is easily readable.
B. Observe rules established by other systems.
C. Open e-mail promptly and delete it when no longer needed.
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7.7 CONTROLLED SUBSTANCE AND ALCOHOL-FREE WORKPACE
7.7.1.

Purpose. It is the City’s goal to provide a drug-free, healthful and safe work place. To promote this
goal, employees are required to report to work in appropriate mental and physical condition to
perform their jobs in a satisfactory and safe manner.

7.7.2

Prohibition against Alcohol and Illegal and Unauthorized Drugs. While on duty, while on the
premises of the City of Marshall, while conducting City related business or other activities off
premises, while wearing clothing with the City’s name or logo, while driving a City owned or
leased vehicle, or while operating or using other City owned or leased property or equipment, an
employee may not use, possess, distribute, sell or be under the influence of alcohol (except under
the limited circumstances described below), inhalants, synthetic substances, illegal drugs, including
drugs which are legally obtainable but which were not legally obtained, and prescribed or over the
counter drugs which are not being used as prescribed or as intended by the manufacturer.

7.7.3

Prohibition against Illegal and Unauthorized Drug Related Paraphernalia. This policy also
prohibits the use, possession, distribution and sale of drug related paraphernalia while on the
premises of the City of Marshall, while on duty, while conducting City related business or other
activities off premises, while driving a City owned or leased vehicle or while operating or using
other City owned or leased property or equipment. Drug related paraphernalia includes material
and/or equipment designed for use in testing, packaging, storing, injecting, ingesting, inhaling or
otherwise introducing illegal or unauthorized drugs into the body.

7.7.4

Permissive Use of Prescribed and Over the Counter Drugs. The legal use of prescribed and over
the counter drugs is permitted while on the premises of the City of Marshall, while on duty, while
conducting City related business or other activities off premises, while driving a City owned or
leased vehicle, or while operating or using other City owned or leased property or equipment only
if it does not impair an employee’s ability to perform the essential functions of the job (or operate
the vehicle, property or other equipment) effectively and in a safe manner that does not endanger
the employee, citizens or other individuals in the workplace. Examples of impairment include, but
are not limited to, drowsiness, dizziness, confusion or feeling unsteady.

7.7.5

Use of Alcohol. The use of alcohol by a City employee while on duty is prohibited. At no time may
an employee under the influence of alcohol drive a City owned or leased vehicle or operate or use
other City owned or leased property or equipment. Further, an employee on duty or conducting
City business, including City related business entertainment, may not drive his or her own personal
vehicle while under the influence of alcohol. No employee in his work related capacity should ever
be impaired because of the excessive use of alcohol. Absent specific approval by the City Manager,
City employees may not bring alcoholic beverages on City premises, including parking lots
adjacent to City work areas, and may not store or transport alcohol in a City owned or leased
vehicle.

7.7.6

Police and Fire Department Exemptions. Certain City of Marshall Police and Fire Department
employees may be required to be in possession of alcohol and/or drugs in carrying out their job
duties. Such employees will be exempted from certain portions of this policy under certain limited
conditions. Additional guidelines are established in Police and Fire Department operating
procedures.

7.7.7

Mandatory Disclosure by Employees. Employees taking prescription medication and/or over the
counter medication must report such use to either their Department Head or to the Human
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Resources Manager/Civil Service Director if there is a reasonable likelihood the medication will
impair the employee’s ability to perform the essential functions of his job (or operate a vehicle or
other equipment, if applicable) effectively and in a safe manner that does not endanger the
employee, citizens or other individuals in the workplace. Examples of impairment include, but are
not limited to, drowsiness, dizziness, confusion or feeling unsteady.
7.7.8

On-Call Employees. Employees scheduled to be on call are expected to be fit for duty upon
reporting to work. Any employee scheduled to be on call, and who is called out, is governed by this
policy. At times an employee who is not scheduled to be on call may, nevertheless, be called out.
If this or any other situation occurs where the employee called out is under the influence of drugs
and/or alcohol, such that reporting to work would result in a violation of this policy, the employee
must so advise the appropriate supervisor on duty. The employee will not be required to report to
work under such circumstances.

7.7.9

Off-Duty Conduct. The City of Marshall may take disciplinary action, up to and including
termination of employment, if an employee’s off-duty use or involvement with drugs or alcohol is
damaging to the City’s reputation or business, is inconsistent with the employee’s job duties or
when such off-duty use or involvement adversely affects the employee’s job performance.

7.7.10 Mandatory Reporting of Convictions. Employees must notify their Department Head and the
Human Resources Manager/Civil Service Director, in writing of any criminal drug conviction, a
plea of guilt or nolo contendere, , placement of an employee on deferred adjudication, or pre-trial
diversion for a violation occurring off duty and/or in the workplace. Such notification must be
provided no later than five calendar days after the conviction or, plea, or placement on any type of
probation or pre-trial diversion.
7.7.11 Rehabilitation/Treatment. It is the City’s desire to assist employees who voluntarily request
assistance with their alcohol or drug dependency. For City support and assistance, however, an
employee must acknowledge his problem and seek and accept counseling and/or rehabilitation
before it impairs his job performance and/or jeopardizes his employment.
An employee, who has successfully completed the probationary period and who has a drug or
alcohol problem that has not resulted in, and is not the immediate subject of disciplinary action or
criminal prosecution of any kind, including but not limited to filing of an information or indictment,
probation, deferred adjudication, or pre-trial diversion may request approval to take a leave of
absence to participate in a rehabilitation or treatment program. An employee may not enroll in a
rehabilitation or treatment program in lieu of disciplinary action.

A leave of absence to participate in a rehabilitation or treatment program may be granted in the
City’s sole discretion. Factors considered by the City in deciding whether to grant leave include:
the length of the employee’s employment with the City; the employee’s prior work and disciplinary
history; the employee’s agreement to abstain from the use of the problem substance and follow all
other requirements of the rehabilitation/treatment program; the reputation of the program and the
likelihood of a successful outcome; the employee’s compliance with City policies, rules and
prohibitions relating to conduct in the workplace; and the degree of resulting hardship on the City
due to the employee’s absence. Unless otherwise required by law, it is the City’s policy to grant
such a leave of absence only once during the course of an individual’s employment with the City.
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Note: Under certain circumstances, treatment for substance abuse may be covered under the City’s
Family Medical Leave Act Policy.

The cost of any rehabilitation or treatment may be covered under the City’s group health insurance
policy. In any case, the employee is responsible for all costs associated with any rehabilitation or
treatment program.

During time off for a City approved rehabilitation or treatment program, the employee must use
any available vacation leave, sick leave, accrued holiday or other accrued paid leave time. If the
employee has no paid time off available, the time away from work will be unpaid. Where
applicable, any time off for rehabilitation or treatment under this policy will also be designated as
leave under the City’s Family and Medical Leave Act policy.

If the employee successfully completes his prescribed rehabilitation or treatment, the City will
make reasonable efforts to return the employee to his prior position or one of similar pay and status.
However, employment with the City following a City approved leave for rehabilitation or treatment
is conditioned on the following:

 Initial negative test for drugs and/or alcohol before returning to work;
 A written release to return to work from the City approved rehabilitation or treatment
facility/program;
 Periodic and timely confirmation of the employee’s continuing cooperation and
successful participation in any follow-up or on-going counseling, testing or other
treatment required in connection with the City approved rehabilitation or treatment
program, if applicable;
 In addition to any testing required in connection with the employee’s ongoing treatment
or follow-up to treatment, all employees who participate in rehabilitation or treatment
under this section will also be required to submit to periodic and/or random testing
by the City at any time following the employee’s return to work following treatment;
 The employee must sign a formal written agreement to abide by the above conditions,
as well as any other conditions deemed appropriate by the Human Resources
Manager/Civil Service Director. The employee must meet with the Human Resources
Manager/Civil Service Director to discuss the terms of his or her continued
employment and sign the formal agreement before returning to work.
7.7.12 Policy Violations. Violations of this policy will generally lead to disciplinary action, up to and
including immediate termination of employment and/or required participation in a substance abuse
rehabilitation or treatment program. Police and Fire Department employees should also consult
their department’s policies for additional disciplinary rules regarding violations of the Drug and
Alcohol Use Policy.
Employees with questions or concerns about substance dependency or abuse are encouraged to
discuss these matters with their immediate supervisor, their Department Head or the Human
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Resources Manager/Civil Service Director to receive assistance or referrals to a substance abuse
counselor or other appropriate resources in the community.

7.8 CONTROLLED SUBSTANCE AND ALCOHOL TESTING
7.8.1

Testing of Applicants. All applicants to whom a conditional offer of employment has been
extended and all employees subject to this policy will be required to submit to testing for alcohol
and/or illegal and unauthorized drugs as directed. A positive test result, refusal to test, or attempts
to alter or tamper with a sample or any other part of the test, will render the applicant ineligible for
consideration of employment, or for current employees, may be rendered ineligible for continued
employment with the City.

7.8.2

Testing of Employees.
A. Authorization for Testing. All drug and alcohol testing must normally be authorized in
advance by both the employee’s Department Head and the Human Resources
Manager/Civil Service Director. If the Department Head is unavailable within a
reasonable period of time, the Human Resources Manager/Civil Service Director may, in
his/her sole discretion, authorize the testing of an employee. If the Human Resources
Manager/Civil Service Director is unavailable within a reasonable period of time, the
Department Head may, in his sole discretion, authorize the testing of an employee.
Supervisors are responsible for ensuring that employees are transported to the testing
facility.
Police and Fire Department employees are also subject to any applicable departmental
rules and regulations regarding testing for illegal/unauthorized drugs and alcohol.
B. Reasonable Suspicion Testing. An employee shall not report for duty or remain on duty
while having an alcohol concentration of 0.01 or greater. There will be no tolerance for
alcohol use and/or the use of illegal drugs or abuse of controlled substances in the
workplace.
For purposes of this policy, reasonable suspicion is a belief based on clearly articulated
observations sufficient to lead a prudent supervisor to suspect that the employee is under
the influence of drugs and/or alcohol and is impaired in his ability to perform the functions
of the job or his ability to safely perform the job is reduced. All employees are subject to
reasonable suspicion testing for drug and alcohol abuse based on objective facts and/or
observable on-duty behavior. Examples of such objective facts or observable behavior
include observation of alcohol or drug use, apparent physical state of impairment,
incoherent mental state, changes in personal behavior that are otherwise unexplainable,
deteriorating work performance that is not attributable to other factors, evidence of
possession of substances or objects which appear to be illegal, or unauthorized drugs or
drug paraphernalia.

City of Marshall Personnel Policy and Procedure Manual
P a g e | 53

Supervisors who refer an employee for reasonable suspicion testing must document the
specific factors that support reasonable suspicion testing, e.g., the who, what, when, and
where of the employee’s behavior and other symptoms, statements from other employees
or third parties, and other evidence supporting the reasonable suspicion testing.

The employee will be provided with transportation to the testing facility, and a supervisor
or other designated City representative will be required to remain with the employee
during the testing process. The City will also make arrangements to have the employee
transported home following the testing, if necessary.

C. Post-Accident/Injury Testing. All employees will undergo drug and alcohol testing in the
following circumstances to rule out the possibility of drug or alcohol related accidents or
injuries:
1. When the employee, acting in the course and scope of his employment, sustains
personal injuries requiring medical attention from a medical treatment facility,
and/or
2. When the employee is involved in a moving vehicular accident with City owned
equipment or vehicles, or in a personal or rented vehicle while acting in the course
and scope of his/her employment, where there is:
a. A fatality, or
b. An injury resulting from the accident in which either party requires
medical attention from a medical treatment facility, or
c. Damage to any vehicle resulting in quantifiable property damage, as
determined by the investigating officer at the scene of the accident.
Accident Procedure
When an employee is in an accident, please follow the steps listed below:
D. Human Resources needs to be notified
E. Employee needs a Drug test (within 3 hours of the accident)
1. A supervisor needs to take the employee to designated facility
F. Employee & Supervisor needs to complete the Employee Vehicular Incident report
1. This form needs to be sent to the communication coordinator (within 24 hours of
accident)
G. Employee & Supervisor needs to complete Workers Compensation Injury report
1. This form needs to be sent to HR (within 24 hours of accident)
H. Supervisor needs to email City Manager with the details of the accident (within 24 hours
of accident)

I.

No vehicle should get fixed without approval from communication coordinator.
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This policy is not intended to delay necessary medical attention for injured persons
following an accident or injury or to prohibit a City driver from leaving the scene of an
accident for the period necessary to obtain assistance in responding to the accident.

J. Random Testing - Safety Sensitive Positions are considered jobs where an employee's
use of drugs or alcohol could create a threat to safety whereby the employee's ability to
perform assigned duties is impaired and the performance of those duties in such mental or
physical condition creates or could create a safety hazard that has caused or could cause
injury or harm to the employee or other employees or citizens or damage to property. An
employee in a Safety Sensitive Position shall not report to work (1) within 4 hours
after the consumption of any alcoholic beverage; (2) While under the influence of
alcohol; (3) While using any drug that affects the person’s faculties in any way
contrary to safety; or (4) While having an alcohol concentration of 0.04 or greater in
a blood or breath specimen. Alcohol concentration means grams of alcohol per
deciliter of blood or grams of alcohol per 210 liters of breath. “Under the influence
of Alcohol” for a Safety Sensitive Position can include suffering from the adverse
effects of consumption of alcohol, even when no concentration of alcohol is present
in the blood (I.e. impaired performance due to “hangover.”)
Examples of “safety-sensitive” positions include, but are not limited to:

1. Fire Fighters;
2. Police Officers and Police Reserve Officers;
3. Specialized Police and Fire positions including K-9, Marshall Criminal
Apprehension Team (MCAT), Special Weapons and Tactics (SWAT), SWAT
EMTs/Paramedics, and SWAT Reserves;
4. Communication Specialists/911 Operators;
5. parks and recreation positions involving regular contact with children such as
Lifeguards;
6. positions falling under the Department of Transportation rules and regulations.
7. Safety-sensitive positions will be subject to a minimum of 4 random tests
annually. A minimum of 10% of the total number of employees in this
classification will be tested with each random test.

K.Testing Procedures. Drug and alcohol testing will occur as soon as reasonably possible
following an accident or injury or in concert with any medical treatment administered at
the time of the accident or injury, or as soon as authorized for reasonable suspicion testing.
All substance abuse testing will be performed by an approved laboratory or health care
provider chosen by the City. All positive test results will be subject to confirmation testing.
L. Types of Tests. Testing may include one or more of the following: urinalysis, hair testing,
breathalyzer, intoxilyzer, saliva, or other generally accepted testing procedure.
M. Refusal/Lack of Cooperation with Testing. An employee who leaves the scene of an
accident or injury before a required test is administered, fails to remain readily available
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for testing, or attempts to alter or tamper with a sample or any other part of any testing
process will be subject to disciplinary action, up to and including termination.
N.Confidentiality of Records. Drug and alcohol tests will be maintained in a confidential
file separate and apart from the employee’s personnel file. Any medically related
information will be confidential and accessible only by the Human Resources
Manager/Civil Service Director; supervisors/managers on a need to know basis, including
those who have a need to know about necessary restrictions on the work or duties of an
employee and any necessary accommodation; first aid and safety personnel when
appropriate; government officials; insurance companies as may be necessary to provide
health or life insurance to employees; by court order or as otherwise legally mandated;
and as necessary to protect the interests of the City.
7.8.3 Controlled Substance and Alcohol Testing For Employees Subject to Department of
Transportation Regulations
City employees who drive a commercial motor vehicle (CMV) requiring a Commercial Driver’s
License (CDL) as part of their job duties are subject to alcohol and drug testing as required by the U.S.
Department of Transportation (DOT) and the Federal Motor Carrier Safety Administration and as
outlined in this policy. The employee’s supervisor and Department Head will advise the employee if
he is subject to DOT testing and the terms of this policy. Applicants for employment for a position
requiring a CDL are also subject to testing under this policy.

Employees covered by this policy are also required to comply with the City’s Drug and Alcohol Use
policy. This policy is in addition to, and not in lieu of, the provisions of the City’s general Drug and
Alcohol Use policy. DOT testing will be completely separate from non-DOT tests in all respects. DOT
tests take priority and will be conducted and completed before a non- DOT test is begun. All drug and
alcohol testing performed under this policy will comply with applicable DOT procedures. If this policy
conflicts with DOT regulations in any way, the DOT regulations will govern.

An employee subject to the provisions of this policy may be a person employed by the City, a
contractor engaged by the City or an employee of such contractor. Those employees who are subject
to the testing provisions of this policy may change as job responsibilities change or as new jobs are
added to the City’s work force. Employees who hold these jobs are required to carry their CDLs when
they are at work or are operating City equipment.

7.8.3.1 Prohibited Alcohol Use.

A.On-Duty and Pre-Duty Use. Reporting for, or remaining on, duty requiring the
performance of safety sensitive functions is prohibited under the following conditions:
 while having a breath alcohol concentration of 0.01 or more as indicated via breath
test;
 while using alcohol; or
 within four hours after using alcohol.
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B. Use Following an Accident/Injury. An employee required to take a post-accident/injury
alcohol test pursuant to this policy is prohibited from using alcohol for eight hours
following the accident/injury, or until undergoing a post-accident/injury alcohol test,
whichever occurs first.
C. Prohibited Drug Use. Illicit use of drugs by safety sensitive drivers is prohibited both on
and off duty. An employee may not report for duty or remain on duty when he uses any
controlled substances, except when the use is pursuant to the instructions of a licensed
medical practitioner who has advised the employee that the substance will not adversely
affect his ability to safely operate a commercial motor vehicle (CMV). An employee may
not report for duty, remain on duty or perform a safety sensitive function if the employee
tests positive for controlled substances or has adulterated or substituted a test specimen.
D.Required Alcohol and Drug Tests. DOT requires the following testing for covered drivers:
pre-employment, post-accident, random, reasonable suspicion, return to duty, and followup testing. Before conducting any required DOT testing, the City will notify the driver
that the alcohol or drug test is required by DOT regulations.
1. Pre-Employment Testing. All Drug and alcohol tests will be conducted after
a conditional offer of employment is made, but before actually performing
safety sensitive functions for the first time. These tests are also required when
employees are promoted, demoted or transferred into a safety sensitive driver
position.
2. Post-Accident Testing. Drug and alcohol tests will be conducted after
accidents in which the driver’s performance could have contributed to the
accident (as determined by a citation for a moving traffic violation) and for all
fatal accidents even if the driver is not cited for a moving traffic violation. Postaccident testing must be conducted as soon as practical on all surviving drivers
following an occurrence involving a CMV operating on a public road in
commerce, as follows:
i. when the employee is issued a moving traffic violation citation and one or
more of the vehicles involved is disabled and must be towed from the
scene;
ii. when the employee is issued a moving traffic violation citation and any
person involved in the accident is injured to the extent that he requires
and receives immediate medical treatment away from the scene of the
accident; or
iii.In an accident involving a fatality, testing will be performed on anyone who
was performing safety sensitive functions with respect to the vehicle.
3. An employee subject to post-accident testing must remain readily available for
such testing or will be deemed by the City to have refused to test.
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Nothing in this policy shall be construed to require the delay of necessary
medical attention for injured people following an accident or to prohibit an
employee from leaving the scene of an accident for the period necessary to obtain
assistance in responding to the accident or to obtain necessary medical care.

In post-accident situations, the City may substitute a saliva, blood or breath
alcohol test for a urine drug test, so long as the test is performed by state or local
law enforcement officials using procedures required by their jurisdictions,
provided such test results are received directly from the local jurisdiction or the
driver. A positive post-accident test administered by law enforcement will result
in the same action as a positive post-accident test performed at the City’s behest.

4. Post-Accident Alcohol Testing. If alcohol testing cannot be administered
within two hours of one of the above listed occurrences, a written statement
explaining why the alcohol test was not promptly administered must be
provided to the Human Resources Manager/Civil Service Director by the
appropriate supervisor. If alcohol testing cannot be administered within eight
hours after the occurrence, the City will cease attempts to administer an alcohol
test and document the reasons the alcohol test was not administered. This report
must be promptly forwarded to the Human Resources Manager/Civil Service
Director.
5. Post-Accident Drug Testing. A driver will be drug tested as soon as practical
but not later than 32 hours after one of the above listed occurrences. If the driver
is not drug tested within 32 hours, the appropriate supervisor must prepare a
report documenting the reason why and promptly forward the report to the
Human Resources Manager/Civil Service Director.
6. Reasonable Suspicion Testing. Reasonable suspicion drug and alcohol testing
is conducted when a trained supervisor has reason to believe that an employee
is in violation of this policy. The reasonable suspicion must be based on
specific, contemporaneous, articulable observations concerning the appearance,
behavior, speech, or body odors of the employee. The observations may also
include indications of the chronic and withdrawal effects of controlled
substances. The supervisor must consult with the Department Head (or
designee) and affirm the basis of his/her suspicion. If the Department Head
concurs, he may order the employee to undergo testing only after consultation
with the Human Resources Manager/Civil Service Director. A written report of
the reasonable suspicion observations must be prepared by the supervisor(s)
who made the observation within 24 hours of the observed behavior or before
the results of tests are released, whichever is earlier. This report must be
promptly forwarded to the Human Resources Manager/Civil Service Director.
7. Reasonable Suspicion Alcohol Testing. Reasonable suspicion alcohol testing
is permitted only if the reasonable suspicion observation is made during, just
before, or just after, the period of the work day the employee is required to be
in compliance with this policy. An employee may be directed to undergo
reasonable suspicion testing only while the employee is performing, just before
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he is to perform, or just after he stopped performing, safety sensitive functions.
If alcohol testing cannot be administered within two hours after the reasonable
suspicion observation, a written statement that explains why the alcohol test
was not promptly administered must be provided to the Human Resources
Manager/Civil Service Director. If alcohol testing cannot be administered
within eight hours after the observation, the City will cease attempts to
administer an alcohol test and the appropriate supervisor must immediately
document the reasons that the alcohol test was not administered. This report
must be promptly forwarded to the Human Resources Manager/Civil Service
Director.
Notwithstanding the absence of a reasonable suspicion alcohol test under this
policy, an employee may not report for duty or remain on duty requiring the
performance of safety sensitive functions while the employee is under the
influence of or impaired by alcohol, as shown by the behavioral, speech and
performance indicators of alcohol misuse. In such instances, the employee will not
be permitted to perform or continue to perform safety sensitive functions until:


an alcohol test measures the employee’s alcohol concentration at less than
0.01; or



24 hours have elapsed since the reasonable suspicion observation was made.

8. Reasonable Suspicion Drug Testing. A driver will be drug tested as soon as
practical but not later than 32 hours after the reasonable suspicion observation.
If the driver is not drug tested within 32 hours, the appropriate supervisor must
prepare a report documenting the reason why and promptly forward the report
to the Director of Human Resources.
9. Suspicion of DWI – In situations where an employee may have operated a
vehicle or mobile equipment and the possibility exists that they may be charged
with DWI, supervisors should immediately consult with their management
10. Random Testing. Drivers are selected for random, unannounced drug and
alcohol testing using a scientifically valid method, such as a random number
table or a computer based random number generator that is matched with the
employee’s Social Security number, payroll identification number, or other
comparable identifying numbers. Each driver subject to this policy will have an
equal chance of being tested each time random selections are made.
The number of drivers randomly selected will be in accordance with applicable
DOT regulations. Each driver randomly selected for testing will be tested during
the selection period. Dates and times for random testing are unannounced and
spread reasonably throughout the calendar year. Each driver selected for random
testing must proceed to the test site immediately after notification; if, however,
the driver is performing a safety sensitive function, other than driving a CMV, at
the time of notification, the City will instead ensure that the driver ceases to
perform the safety sensitive function and proceeds to the testing site as soon as
possible. A driver will be randomly tested for alcohol just before, during, or just
after performing, safety sensitive functions. Random testing for drugs does not
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have to be conducted in immediate time proximity to performing safety sensitive
functions.

11. Refusal to Test. Refusal to take a breath and/or urine test is grounds for
discipline, including termination.
Refusal to take a drug test will be considered an automatic positive as well.
In no event will an employee who refuses breath or any other substance abuse
testing be scheduled for work.
Except in the case of pre-employment testing, a refusal to test includes the failure to appear for testing
within a reasonable time, as well as failure to remain at the testing site until the testing process is complete.
Failure to test also includes the failure to provide the required sample with no adequate medical explanation,
and the failure to cooperate with any part of the testing process (e.g., refusing to empty pockets when asked
to do so, behaving in a confrontational way that disrupts the collection process, or failure to undergo a
medical exam or evaluation as directed as part of the verification process)
12. Consequences of a Positive Alcohol Test. An employee who is tested and has
an alcohol concentration of 0.01 or greater will be disciplined and may be
terminated. An employee who is tested and has an alcohol concentration of 0.01
to 0.039 will not be permitted to perform safety sensitive functions for a
minimum of 24 hours and will be disciplined, up to and including termination.
If the employee is not terminated, he will receive a mandatory referral to a
substance abuse professional. Any non-compliance with the treatment
recommendations of the substance abuse professional will result in disciplinary
action, up to and including termination.
The employee will be placed on administrative leave without pay during the
treatment period. In certain circumstances, and with the approval of the
Department Head and the Human Resources Manager/Civil Service Director, the
employee may be allowed to use sick leave during the treatment period.

13. Alcohol Testing Procedures. A trained breath alcohol technician will conduct
alcohol tests. If the alcohol concentration is 0.01 or greater, a second
confirmation test will be conducted in accordance with DOT regulations, the
results of which will determine any actions taken. Any result of less than 0.01
alcohol concentration is considered a “negative” test. The second, confirmation
test results determine if the employee is in violation of this policy. Testing
procedures that ensure accuracy, reliability and confidentiality of test results
will be follow pursuant to DOT regulations.

13. Drug Testing Procedures. Drug testing is conducted by analyzing a driver’s
saliva or urine specimen at a lab certified by the U.S. Department of Health and
Human Services. The driver provides a specimen in a location that affords
privacy and the “collector” seals and labels the specimen, completes a chain of
custody document, and prepares the specimen and accompanying paperwork for
shipment to a drug testing lab. “Split” urine specimens provide drivers with an
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opportunity for a second test, if needed. If the driver challenges the validity of
the test, he/she has 72 hours to request that the split specimen be sent for testing
to another certified lab approved by the City’s Human Resources Manager/Civil
Service Director. The second test will be at the driver’s own expense.
14. Drugs Tested For. The Department of Transportation requires testing for the
following drugs:


Marijuana (THC)



Cocaine



Amphetamines



Opiates



Phencyclidine (PCP)

A screening test is performed first. If this test is positive for one or more of
these drugs, a confirmation test is performed. Whenever the terms “drug,”
“drugs,” or “controlled substances” are used in this policy, they refer to the
substances listed above. The City will not test for any other substances under
this policy. The City may, however, test for other controlled stances pursuant
to its general Drug and Alcohol Use Policy.

15. Review of Drug Test Results. All drug test results are reviewed and interpreted
by a physician medical review officer (MRO) before they are reported to the
City. If the lab reports a positive result to the MRO, the MRO will contact the
driver, either in person or by telephone, and will conduct an interview to
determine if there is an alternative medical explanation for the drug(s) found in
the driver’s urine specimen. If the driver provides appropriate documentation
and the MRO determines that it is a legitimate medical use of the prohibited
drug(s), the drug test result is reported as a negative to the City.
E. Consequences of a Positive Drug Test. A driver will be removed from safety sensitive
duties and placed on administrative leave if he/she tests positive for drugs. The removal
cannot take place until the MRO has interviewed the driver and determined that the
positive test resulted from the unauthorized use of a controlled substance. A confirmed
positive drug test will result in termination of the employee.
F. Confidentiality. Test results may be released only to the driver, designated City officials,
a substance abuse professional, laboratory officials or a medical review officer. Records
will also be made available to a subsequent employer or other identified person upon the
driver’s specific written request. Test results will not be released to others except as
required by law or expressly authorized in the applicable DOT regulations (e.g., the
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decision maker in a lawsuit, appeal or administrative proceeding initiated by or on behalf
of the driver and arising from a positive DOT drug or alcohol test or refusal to test; this
includes workers’ compensation and unemployment proceedings.)
All test results will be kept in a confidential file maintained by the Human Resources
Manager/Civil Service Director. Management and supervisory personnel who are
authorized to have access to alcohol and drug testing results must maintain complete
confidentiality regarding this information. City employees who have a reasonable
suspicion observation or who witness an accident must also maintain confidentiality.
Breach of confidentiality relating to test results, or any other related matters will likely
result in disciplinary action, up to and including termination of employment.
G. Information from Prior Employers. For new hires, promotions and transferred employee
drivers seeking to perform safety sensitive functions for the first time, the City is required,
with the driver’s written consent, to obtain information from previous employers
regarding alcohol test results of 0.02 or greater, verified positive drug test results, refusals
to test (including verified adulterated or substituted drug test results), and any other
violation of DOT drug and alcohol testing regulations within the two years prior to the
date of the driver’s application, promotion or transfer.
Affected individuals must sign a Breath Alcohol and Drug Testing Results Request. The
City will obtain and review the information before allowing the person to perform safety
sensitive functions. If the City receives any such information about an applicant driver, the
applicant will not be hired. If such information is received about an employee seeking
promotion or transfer, the employee will not be promoted or transferred to the driver
position and may also receive disciplinary action, up to and including termination of
employment.
The City will maintain a written, confidential record of the information it obtains and/or
the good faith efforts it made to obtain the information. This information will be retained
for a minimum of three years. The City will also ask the person if he/she has tested positive
or refused to test, on any pre-employment drug or alcohol test administered by an employer
to which the driver applied for, but did not obtain, safety sensitive transportation work
covered by a DOT agency drug and alcohol testing rules during the past two years. If the
person admits to such conduct, the person will not be allowed to perform safety sensitive
functions for the City. If the driver refuses to provide the City with the required written
consent, the driver will not be permitted to perform safety sensitive functions and will
likely be disciplined (up to and including termination of employment) if employed, or not
hired if applying for employment.

H.Record Retention. The City will maintain and retain records under this policy as mandated
by DOT regulations.
I. Notification of Applicants/Employees of Positive Test Results. The City will notify
applicants of the results of a pre-employment drug test if the applicant requests such results
within 60 calendar days of being notified of the disposition of the employment application.
The City will notify an employee of the results of random, reasonable suspicion and postaccident drug tests if the test results are verified positive, and also which controlled
substance(s) verified positive. The City will also make reasonable efforts to contact and
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request each driver who tested positive to contact and discuss the results of their drug test
with a MRO who has been unable to contact the driver. The City will immediately notify
the MRO that the driver has been notified to contact the MRO within 72 hours.
J. Employee Admission of Drug/Alcohol Use. An employee who admits to alcohol misuse
or drug use must do so in accordance with the City’s general Drug and Alcohol Use policy;
provided the employee may not self-identify in order to avoid the testing requirements of
this DOT policy. Further the employee must make the admission prior to performing a
safety sensitive function, i.e., prior to reporting for duty. The employee may not perform
a safety sensitive function until the City is satisfied that the employee has been evaluated
and has successfully completed educational or treatment requirements in accordance with
the City’s general Drug and Alcohol Use policy. A drug and alcohol abuse evaluation
expert, i.e., an EAP professional, a substance abuse professional or a qualified drug and
alcohol counselor, will determine successful completion. Prior to the employee
performing safety sensitive functions, the employee must undergo a return to duty alcohol
test with a result of less than 0.02 and/or a return to duty drug test with a negative test
result.
K. Safety Sensitive Functions. For purposes of this policy, safety sensitive function or duty
means all the time, from the time a driver begins to work or is required to be in readiness
to work until the time he is relieved from work and all responsibility for performing work.
Safety sensitive functions/duties include:
o

All time at a City facility or other property, or on any public property, waiting
to be dispatched, unless the driver has been relieved from duty by the City;

o

All time inspecting equipment as required by applicable DOT regulations or
otherwise inspecting, servicing, or conditioning any CMV at any time;

o

All time spent at the driving controls of a CMV in operation;

o

All time, other than driving time, in or upon any CMV;

o

All time loading or unloading a vehicle, supervising or assisting in the loading
or unloading, attending a vehicle being loaded or unloaded, remaining in
readiness to operate the vehicle, or in giving or receiving receipts for
shipments loaded or unloaded; and

o

All time repairing, obtaining assistance, or remaining in attendance upon a
disabled vehicle.

L. Transportation to Testing Site. With the exception of pre-employment testing, employees
will be driven to the testing facility by a supervisor. The supervisor will remain with the
employee during the testing process. The City will make arrangements to have the
employee transported back to the City or home, as appropriate, after the testing is
complete.

City of Marshall Personnel Policy and Procedure Manual
P a g e | 63

M. Questions Regarding This Policy. Any questions regarding this policy should be
addressed to the Human Resources Manager/Civil Service Director.
7.9 RETURN TO WORK REQUIREMENTS
After an employee has had a first occurrence positive drug/alcohol test, except as otherwise provided in
these rules, he/she will be suspended for up to five (5) work days (forty(40) hours). With the approval of
the department head, and depending upon the substance consumed, the employee may remain off up to 20
work days to assure a clean drug screen when returning to work. The employee should be advised that a
second drug test will result in termination.
Before returning to work the employee MUST complete the following:
A.

B.
C.
D.

Take, pay for, and pass a return to work drug test. This must be done at an HR approved
provider. Drug tests from any provider that has not been approved by HR will not be
accepted.
If the employee’s return to work drug test is positive for drugs or alcohol, he/she will be
terminated.
If the employee does not complete the return to work drug test within five (5) day (forty(40)
hours) suspension, he/she will remain unpaid status until complete
In no event will an employee be allowed to remain off duty and away from work for longer
than twenty (20) work days (one hundred sixty (160) hours) starting from the first day of
suspension. If the employee has not successfully completed his/her return to work test within
the twenty (20) work days (one hundred sixty (160) hours), he/she will be considered to have
abandoned his/her job and will be terminated accordingly.

7.10 TOBACCO RESTRICTIONS
7.10.1 Tobacco in Designated Areas Only. It is the policy of the City of Marshall that a tobacco-free
environment shall be provided in all City-operated facilities, except for designated smoking areas
in accordance with city ordinance. The use of tobacco products is strictly limited to designated
areas. It is anticipated that employees wishing to use tobacco products shall do so outdoors during
those breaks normally provided by departmental policy or procedure. No employee will be
provided additional break time as a result of this policy.
7.10.2 Designated Tobacco Areas
A. Tobacco and or the use of tobacco products is not allowed in City vehicles. City vehicles are
defined as any motorized equipment owned by the City, including such items as trucks, heavy
equipment and all automobiles.
B. Department Directors shall designate an outdoor tobacco area for each department facility, and
specify that the indoor facilities are non-smoking/non-tobacco use, in accordance with city
ordinance.
C. At no time will smoking be allowed around or within a hazardous range of flammable liquids
or highly volatile substances.
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7.10.3 Enforcement
A. All employees are charged with informing members of the public of the details of this policy.
An employee who observes a member of the public using tobacco in a City building or vehicle
should politely inform the citizen that tobacco is prohibited, except in designated outdoor areas.
B. All supervisors are charged with informing their employees of the details of this policy. A
supervisor who observes an employee using tobacco in a City building or vehicle, except in
designated outdoor areas, should ask them to refrain from using tobacco.
C. Willful or repeated violations of this policy will result in appropriate disciplinary actions.

7.11 DRIVER SAFETY & VEHICLE OPERATION
1. The City defines a vehicle as any passenger car, truck, motorized equipment (see following
section), or similar type as defined by the Texas Motor Vehicle Law which is owned, leased,
rented, or otherwise under the care, custody, or control of the City of Marshall including police
and fire vehicles.
2. Motorized equipment includes, but is not limited to golf carts, backhoes, bulldozers, mowers,
tractors, loaders, graders, and similar equipment.
3. To operate any City Vehicle, or any other motor vehicle in the course of City business, an
employee must:
a. Have a valid Driver License for the class of vehicle to be driven;
b. Have a record of no more than three moving violations and/ or chargeable accidents
within a 24-month period;
c. Have no record of DWI or DUI convictions in the preceding 24 month period;
d. Be at least 18 years old; and
e. Be otherwise qualified under federal and state regulations to drive the vehicle in question.
4. Driving records of employees who operate motor vehicles in the course of City business will be
examined on an annual basis by Human Resources
5. Driver Training: Supervisors may require employees who demonstrate questionable driving
capabilities, habits or are involved in a preventable accident to attend driver training.
6. Citations: Employees are responsible for paying any violation(s) fines out of the employee’s
personal funds for traffic citations received while operating a City vehicle.
7. Employees who operate motor vehicles in the course and scope of their employment must notify
their supervisor:
a. When their driver’s license becomes invalid or suspended for any reason. Such
employees will immediately be prohibited from the operating any vehicles on City
business.
b. Immediately during regular working hours (or by the next working day if after hours)
when any ticket or citation for any moving violation of state law or a local ordinance is
received. This notice must be in writing and include:
i. Driver’s full name and license number;
ii. Date of the incident
iii. Nature of the violation;
iv. Whether or not the violation was committed in a commercial vehicle; and
v. Location of the offense
8. An employee shall operate any vehicle used for City business in a careful and prudent manner
and shall obey the laws, policies, regulations, and procedures of the state, City and any political
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9.

10.

11.
12.

subdivision pertaining to such operation. An employee’s operation of a vehicle shall, at all times,
set a proper example for other reasons.
Requirements for use of Personal Vehicles on City Business: Any employee using a personal
vehicle on City business shall be required to maintain auto liability insurance of at least the
minimum required by state law.
As required by law, passenger restraint systems must be worn by the driver and passenger when a
vehicle is in operation. The driver is responsible for ensuring compliance by all occupants. If the
restraint system is inoperable, the vehicle cannot be used until it is repaired.
There is to be no use of cell phones while operating a City vehicle. Any phone calls that must be
taken MUST BE hands-free.
There are to be no unauthorized passengers in City vehicles. This would include but not limited
to family members, non-City employees or contractors.

7.12SOLICIATATIONS
7.12.1Among Employees. Solicitation of contributions for charitable events and causes among
employees is permitted. However, such solicitations are subject to the restrictions set out below.
a) All solicitations must clearly state the purpose for which the contribution is being requested,
including the name of the organization to which the contributions will be distributed.
b) All solicitations must clearly state the name of the employee accepting contributions on
behalf of the organization.
c) Direct contact should be kept at a minimum, so as not to interfere with the work of the City
or cause annoyance to fellow employees.
7.12.2Political Campaigns. Solicitation of contributions for political campaigns, whether in support of or
against an individual or an issue, is prohibited in the workplace. General announcements of political events
are allowed, with the prior approval of the City Manager. See section 7.4 of these policies for restrictions
on political conduct in the workplace or while in City uniform, and the use of City equipment in conducting
political activities.
7.12.3By Employees Outside the Workplace
a) There is no restriction on the solicitation of contributions for charitable events and causes by any
employee outside the workplace, as long as the employee does not identify himself or herself as a
City employee and does not make any representation that the solicitation is supported by the City.
b) Solicitations by employees outside the workplace for contributions for or against political
candidates or issues is governed by state statute. However, under no circumstances may an
employee represent himself or herself as a City employee in the course of such solicitation, or
represent that the candidate or issue is supported or opposed by the City.
c) With the advance approval of the City Manager, City employees may solicit contributions for
charitable events and causes outside the workplace while identifying themselves as City employees
(i.e., while in uniform), subject to the following:
1.

The solicitation is approved in advance by the City Manager.
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2.
3.

4.
5.

The solicitation is a joint effort of the employees of at least one or more
departments.
Any printed information, or oral communications, used during the solicitation
indicates that the solicitation activity is being conducted by City employees for a
stated organization and no indication is given that the City is supporting that
organization.
The solicitation is in compliance with all applicable ordinances, statutes and
regulations.
The solicitation will not damage the image of the City, result in undue controversy,
create any conflict of interest, or violate any local, state or federal regulation or
statute.`

7.13EMPLOYEE ARREST
7.13.1General. In the case of the arrest of a City employee, the following
procedures should be followed:
a) An employee must inform their supervisor of any arrest within 24 hours of the
event.
b) Notification of the arrest and/or offense report shall be made by the supervisor or
director to the Human Resources Manager/Civil Service Director, who will
notify the City Manager and City Attorney.
c) If an employee fails to contact their immediate supervisor, they will be subject to
disciplinary action up to and including termination.

7.14 DISCIPLINARY ACTION
7.14.1General. It is important for employees to know what personal conduct is expected of them while on
the job. In most instances, an employee’s own good judgment will tell the employee the right thing to do.
However, employees should know what specific rules must be followed, since violation of these rules may
result in discharge of an employee from employment.

While the majority of City employees consistently do a good job, there are times when some
employees will perform at an unsatisfactory level, violate a City policy or work rule, or engage in
conduct which is inappropriate for or at work. To effectively address and resolve such problems,
disciplinary action may be appropriate. Disciplinary actions with respect to all positions in the City
service under the jurisdiction of the City Manager shall be by action of the City Manager or as the
City Manager has authorized the Human Resources Manager/Civil Service Director or a
department director to take such action, or as provided by the Texas Local Government Code.

7.14.2Reasons for Disciplinary Action
A. General. An employee may be subject to disciplinary action for failure to observe work rules,
administrative or department policies, or for poor performance, work habits, attitude or personal
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conduct in the workplace. An employee may be subject to disciplinary action for activities
occurring outside the workplace when such activities could compromise the image of the City with
the public, adversely affect the City workplace, or adversely affect the ability of the employee to
perform the functions of his or her position.
B. Major Causes for Discipline. Types of behavior and conduct that the City considers inappropriate
and which could lead to disciplinary action up to and including discharge from employment without
prior warning at the sole discretion of the City include, but are not limited to, the following:
1.
2.
3.
4.
5.
6.

Unsatisfactory, incompetent, or inefficient performance,
Gross negligence in the performance of duty,
Unsafe work activity,
Disorderly or disruptive conduct on the work premises,
Intentional or negligent damage to City property,
Discourteous, offensive, or abusive attitude, language or conduct, to the public or to
fellow employees while in the line of duty,
7. Coercion, intimidation, or threats against citizens, supervisors, coworkers, or City
officials,
8. Gossip, or making or publishing, false, vicious, or malicious statements about the City,
or a coworker, supervisor, or member of management;
9. Unauthorized disclosure of confidential information,
10. Waste, theft, conversion, misuse or misappropriation of City property, whether on or
off duty,
11. Insubordination,
12. Engaging in any act or conduct showing a lack of good moral character or conduct
unbecoming of a City employee or City, including off-duty actions or involvements
which are damaging to the City’s reputation or business this includes social media;
13. Violation of the City’s policies and procedures regarding use of drugs or alcohol or
tobacco,
14. Violation of the City’s policies regarding discrimination, harassment and/or workplace
violence,
15. Hindering departmental operations because of habitual tardiness or excessive
absenteeism,
16. Violation of any Charter, administrative directive or special order, departmental rule,
or City policy,
17. Falsifying, misrepresenting, or providing false information for, any City record,
including an application for employment,
18. Violation of the City’s policies regarding outside employment, conflicts of interest,
nepotism, political activity, or use of electronic media,
19. Conviction of a criminal offense, including moral turpitude,
20. Failure to achieve or maintain job standards such as required license or certification,
etc.,
21. Permanent or chronic physical or mental ailment or defect that renders them
incapacitated for the performance of their duties, subject to the City’s compliance with
State and Federal Law concerning disability,
22. Any other conduct or action which makes continued employment inappropriate, or
23. As otherwise stated for those governed by state and local government codes.
24. Follow the Chain of Command
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7.14.3Types of Disciplinary Action
A. General. The following is a list of steps that supervisors may follow in administering disciplinary
action. These steps are guidelines only and may not always be followed. Disciplinary action may
be initiated at any step in this process, at the City's discretion, depending on the performance
problem, the type of conduct, the nature of the offense involved, and the employee’s employment
history with the City. The implementation of this policy should not be construed as preventing,
limiting, or delaying the City from taking disciplinary action, including immediate discharge,
without prior warning or notice, in circumstances where the City deems such action appropriate.
B. Oral Communication. Whenever a supervisor observes or receives a complaint regarding an
employee violating a work rule, or becomes aware of poor performance, work habits, attitude or
personal conduct in the workplace, the supervisor may discuss the violation or poor performance,
work habits, attitude or personal conduct in the workplace with the employee and give the employee
counsel and assistance on avoiding further violations or correcting the poor performance.
Corrections and suggestions should be made in a constructive and helpful manner. The supervisor
should make a written note of the discussion for future reference. This note shall be filed in the
employee’s personnel file maintained by Human Resources.
C. Written Reprimand
1. Whenever an employee’s failure to observe work rules or poor performance, work
habits, attitude or personal conduct in the workplace is repeated or material, the
employee’s supervisor shall meet with the employee, explain the nature of the
employee’s failure to observe work rules or poor performance, work habits, attitude or
personal conduct in the workplace, and direct the employee as to what steps the
employee must take to abide by the work rules or improve his or her poor performance.
The nature of the violation of work rules or poor performance, work habits, attitude or
personal conduct in the workplace, and the directions for correction, shall be reduced
to a written corrective action report which must be signed by the supervisor and the
department director. The employee shall be given a copy, and asked to sign
acknowledging receipt. This written corrective action report shall become a part of the
employee’s personnel file.
2. The employee shall be given an opportunity to add his/her words of explanation to the
written corrective action report before it is placed in the employee's personnel file.
3. The written corrective action report shall document any prior oral communications with
the employee involving related violations of work rules or poor performance, work
habits, attitude or personal conduct in the workplace.
4. In circumstances involving poor performance, work habits, attitude or personal conduct
in the workplace, the employee shall be given a review date when the employee’s
performance will be reviewed for improvement.
5. The written corrective action report shall state that failure to improve may result in
further disciplinary action.
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6. Civil Service Personnel should refer to state and local government regulations.
D. Suspension without Pay. Whenever an employee commits one of the offenses set out in 7.11.6
paragraph B., or violates the conditions of a written reprimand, or has had prior disciplinary or
corrective measures, or repeats conduct which has been the subject of prior disciplinary action, an
employee may be ordered off work for no more than ten (10) work days/shifts without pay. The
number of days of suspension shall be related to the seriousness of the conduct which is the subject
of disciplinary action.
Should the absence of an employee cause departmental operations to suffer, the department director
may utilize equivalent alternate forms of discipline such as reduction in vacation leave time
equivalent to the number of days suspended, or a temporary reduction in pay in lieu of suspension
without pay. The advantage of exercising these options rather than the suspension without pay
option is that the employee is required to be at work; therefore, the work group does not suffer
because of the employee’s absence. Also, the employee’s pay is impacted with the hope that the
employee will realize the severity of the problem. If an employee’s rate of pay is reduced 10% for
one pay period, this is equivalent to one day without pay. Likewise, if an employee’s rate of pay is
reduced 5%, this reduction in pay for two pay periods is equivalent to one day without pay.
Therefore, if a supervisor believes a three-day suspension without pay is in order, the supervisor
may reduce an employee’s rate of pay 10% for three pay periods or 5% for six pay periods.

A recurrence of an offense similar to the one for which an employee has been suspended and
occurs within one (1) year of the first offense may constitute grounds for dismissal.

Civil Service personnel are subject to the provisions of State and Local Government Code.
Exempt employee suspensions shall be made in accordance with the Fair Labor Standards
Act.

E. Decision-Making Leave (DML). Decision-Making Leave (DML) is appropriate after previous
attempts have not corrected the problem and the employee violates the same rule or commits the
same offense. DMLs are also appropriate for first offenses of a serious nature, such as
insubordination or dishonesty, when the circumstances surrounding the incident do not necessarily
justify termination.
1. The immediate supervisor, with advice and counsel of intervening levels of supervision
and Human Resources, assembles all documentation and records leading to and supporting
the application of DML. A discussion with the employee is conducted by the supervisor,
division manager and/or department director, where the employee’s overall work record,
performance, attendance, and conduct problems are reviewed.
2. This discussion is followed by the employee being placed on a one-day DML day with pay
the following workday (shift), in order for the employee to decide whether he wishes to
continue his employment with the City. A letter that outlines the following will be given
to the employee, who will provide his signature to acknowledge receipt:
i. Cause for the action, including the date, time, and place the infraction occurred;
ii. Rules, policies, or procedures violated;
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iii. Previous related disciplinary action, if any;
iv. Date the DML is to be taken;
v. Who this decision may be appealed to and the time limit.
3. The employee will report his decision the next workday (shift) after the DML. This will
be in the form of a letter of resignation or the workings of a written performance
improvement plan. If the employee decides to continue employment with the City, the
supervisor and department director will discuss the employee’s plans to make needed
performance improvements. The employee may be placed on probation for up to 12
months, during which time if he does not live up to this recommitment and meet all job
requirements, termination may result. The employee will be given a letter signed by the
department director and employee summarizing the DML discussion and the employee’s
decision.
4. The supervisor shall follow-up and counsel the employee as a means to reinforce expected
performance. This should occur at the following intervals:
i. One month after the DML
ii. Six months after the DML
iii. One month prior to the 12-month period following the DML
F. Disciplinary Demotion. Whenever an employee commits one of the offenses set out in 7.11.6
paragraph B, or has been suspended, returned to active employment and once again faces
disciplinary action, or has violated the conditions of a written reprimand, the employee may be
demoted to a lower job classification.
G. Discharge
1. General. Employees may be dismissed with or without cause and may not be considered
as eligible for rehire.
2. For Cause. An employee may be discharged for cause whenever the employee: (a)
commits one of the offenses set out in 7.11.6 paragraph B.; (b) has violated the conditions
of a written reprimand; or (c) has been suspended and returned to active duty, or demoted,
and once again faces disciplinary action. Dismissal of an employee for cause will be
justification to deny future employment with the City.
3. Without Cause. An employee may be discharged without cause when the City Manager
deems the discharge of the employee to be in the best interests of the City.

Appeal. All employees shall have the right to appeal any disciplinary action in accordance with the
procedures established for resolving complaints in Section 8 of this document, or as outlined in the
State and Local Government Codes.

7.15 WORKPLACE VIOLENCE
The City of Marshall is committed to preventing workplace violence and to maintain a safe work
environment for its employees. As preventive measures, the City of Marshall has adopted the
following executive order to address workplace and domestic violence which may be displayed
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through intimidation, harassment, or threats which may occur on City property during working
hours.
A
The City of Marshall realizes workplace violence and domestic violence in the workplace
may cause detrimental and/or devasting effects on management and its employees. It is therefore
the policy of the City that workplace violence will not be tolerated and shall be reported
immediately. Employee conduct which violates these standards will not be tolerated. “Workplace
Violence” may include acts that result in damage to city resources. Workplace harassment and
bullying may include forms of workplace violence. Domestic violence that spills overinto the
workplace in the form of assaults, threats or other actions by outside parties with whom employees
have a relationship and that occur at the workplace. In addition to a potential loss of human
resources, the fear of workplace violence can affect morale, productivity and attendance.
Workplace violence increases hostilities, increases cost to the City and its citizens, and tarnishes
the public service image of City government.
7.16

Weapons Policy:
Employees are prohibited from carrying personal handguns, firearms and other weapons onto City
property or in City vehicles or City buildings unless carrying of weapons is considered part of the
employee’s job. Violation of this policy may result in disciplinary action up to and including
termination.
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8 - CONFLICT/COMPLAINT RESOLUTION PROCESS
8.1 GENERAL. The most effective accomplishment of the work of the City requires prompt
consideration and equitable treatment of employee complaints. The City hereby establishes these
procedures for resolving complaints. In the event that an administrative investigation has been
initiated involving the employee or relevant conduct, the issues raised will be referred to the
administrative investigator for fact finding purposes. The procedures outlined herein shall be abated
pending that investigative report.
8.2 MATTERS SUBJECT TO THIS POLICY. Any employee who encounters a problem in the
workplace involving the conduct of another employee (except conduct constituting harassment), work
conditions, the interpretation or application of department rules, interpretation of these personnel
policies, and/or disciplinary action may submit the matter to resolution through these procedures.
Complaints may not be submitted in the abstract, but must relate to actual facts involving the employee
in situations which have resulted in adverse action against the employee or had an adverse impact on
the employee.
If an employee’s problem or concern relates to harassment under the City’s Equal Employment
Opportunity policy, the employee should follow the procedures included in Section 2.2 of these
policies for reporting concerns or problems.
If an employee’s problem or concern relates to the City’s health insurance plan(s), life insurance
plan, cafeteria plan, or retirement plan(s), each such plan has its own procedure to address
complaints to the plan administrators, and the employee must follow the applicable procedure
rather than those contained in these Personnel Policies.
Where applicable the rules outlined in the state and local government code shall be applied. Civil
Service employees may not appeal through this process.
8.3 COMPLAINT RESOLUTION PROCEDURE. Misunderstandings or conflicts can arise in any
organization. To ensure effective working relations, it is important that such matters be resolved
before serious problems develop. Most incidents resolve themselves naturally; however, if a situation
persists that an employee believes is detrimental to the employee or to the City, the employee should
follow the procedure described here for bringing his/her complaint to management's attention.
Step 1.
Discussing the problem with the employee’s immediate supervisor is encouraged as a first step. If,
however, the employee does not believe a discussion with his/her supervisor is appropriate, the
employee may proceed directly to Step 2. If the employee brings the problem to his/her supervisor’s
attention and the problem is not resolved, the employee may proceed to Step 2.
Step 2.
If an employee’s problem is not resolved after discussion with his/her supervisor or if an employee
feels discussion with his/her supervisor is inappropriate, the employee is encouraged to request a
meeting with his or her department director. The employee shall prepare a written summary of
his/her concerns and with a proposed resolution. In an effort to resolve the problem, the department
director will consider the facts, conduct an investigation, and may also review the matter with the
Human Resources Manager/Civil Service Director. An employee will normally receive a response
regarding the problem within five (5) working days of meeting with the department director.
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Step 3.
If an employee is not satisfied with his/her department director's decision and wishes to pursue the
problem or complaint further, the employee shall request that the matter be reviewed by Human
Resources. Human Resources may either refer the matter to another member of management for
consideration, who after a full examination of the facts (which may include a review of the written
summary of the employee’s statement, discussions with all individuals concerned, and further
investigation if necessary), will make a recommendation to the City Manager regarding resolution
of the problem, or conduct his/her own investigation.
The Human Resource Manager will normally advise the employee of the City Manager’s decision
within fifteen (15) business days of the employee’s written request for review. The decision of the
City Manager shall be final.

8.4 RETALIATION PROHIBITED.
The City does not tolerate any form of retaliation against employees availing themselves of this
procedure. The procedure should not be construed, however, as preventing, limiting, or delaying
the City from taking disciplinary action against any individual, up to and including discharge, in
circumstances (such as those involving problems of overall performance, conduct, attitude, or
demeanor) where the City deems disciplinary action appropriate.

8.5 EMPLOYEE REPRESENTATIVES.
An employee may have one (1) other employee present with him/her, for observation purposes,
during meetings with management to discuss a complaint against that employee. Employee
representatives do not have the right to interject themselves into the conversation, nor the right to
direct the intended employee on how to answer questions.

8.6 TEXAS WHISTLEBLOWER ACT
Protects public employees who make good faith reports of violations of law by their employer to
an appropriate law enforcement authority. An employer may not suspend or terminate the
employment of, or take other adverse personnel action against, a public employee who makes a
report under the Act.
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9 - NON-DISCIPLINARY SEPERATION
9.1 LAYOFF
9.1.1

General. A department director, upon approval of the City Manager, may suspend or discharge the
service of an employee due to a lack of funds, curtailment of work, the abolition of the position or
other material changes in the duties or organization, or for related reasons which are outside the
employee's control and which do not reflect discredit upon the service of the employee.

9.1.2

Prior Notification. When it becomes necessary for any regular full-time employee to be laid off,
he/she shall be notified in writing at least two (2) weeks before the day of layoff.

9.1.3

Order of Layoff. When appropriate, layoff of employees shall be made from the part-time,
temporary, seasonal or emergency work force in the affected department prior to any reduction of
full-time employees. Layoffs shall be determined by the department director based upon employee
performance and department need.

9.1.4

Re-employment List. Employees separated from the City service through layoff will be placed on
a re-employment list in the order of length of service with the City. The eligibility of all candidates
on the re-employment list will expire one (1) year from the date on which they are placed on the
list.

9.2 VOLUNTARY SEPARATION FROM EMPLOYMENT
9.2.1

Resignation. Employees may resign their employment at any time by submitting written
notification to the department director at least two (2) weeks in advance. Failure to provide a two
(2) week notice will be noted in an employee’s file and may affect rehire eligibility. For harder to
fill positions or more high profile roles, the City advises our employees to give at least a 45 day
notice. Failure to provide a 45 day notice will be noted in an employee’s file and may affect rehire
eligibility.

9.2.2

Retirement. Whenever an employee meets the retirement conditions for the applicable retirement
system, the employee shall be eligible to retire and receive all benefits earned under the applicable
retirement system. In order to receive payment of retirement benefits with no break in
compensation, an employee planning to retire should notify Human Resources at least sixty (60)
days prior to his or her projected retirement.

9.3 DEATH
The date of an employee’s death will be considered his/her separation date. Any monies owed by
the City to the employee at the time of the employee’s death shall be paid to the employee’s estate.

9.4 SEVERANCE PAY
Employees who separate from the City shall not be entitled to severance pay.

9.5

ACCRUED LEAVE TIME
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Regular employees who separate from City service shall receive payment for all earned salary and
accrued annual vacation leave (up to the maximum limit), subject to deductions for any
indebtedness to the City Regular employees who separate from City shall receive accrued sick leave
that is in 5.3. Civil Service employees shall be paid for accrued leave as provided for in state and
local government codes.

9.6

CITY PROPERTY IN POSSESSION OF EMPLOYEE
At the time of separation and prior to final payment of the employee’s salary, all records, assets
and other items of City property in the employee's custody shall be transferred to the department
director.
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10 – COORINATION WITH OTHER LAWS & POLICIES
10.1 These personnel policies shall be administered in compliance with federal, state and local laws related
to employment. In the case of apparent conflicts between these policies, other policies, and applicable
laws, the policy administrator shall make the appropriate rulings to resolve the potential conflicts,
whenever possible.
10.2 In the event that any part of these policies is judicially determined to be in conflict with any law or to
be in violation of any law or is rendered ineffective because of some state or federal legislative
enactment, that part(s) shall be void, but the remainder of these policies shall remain in effect. Parts
that are void or voided shall be replaced as soon as possible so as to maintain the full effect of these
policies and/or to bring them into compliance with relevant laws.
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DEFINITIONS
Alcoholic Beverage. Any beverage containing more than one-half of one percent of alcohol by volume
which is capable of use for beverage purposes either alone or when diluted.
Alcohol testing. Testing for blood alcohol concentrations by, blood, Saliva, urine, breath tests or other
appropriate means.
Anniversary Date. The date on which an employee first performed the duties of the employee’s position.
The anniversary date is used to calculate evaluation dates and step increase dates.
Business Unit. Each division within a department, wherein the nature of jobs within the division can
function independently without being intertwined or closely dependent on jobs from another division.
City means the City of Marshall.
Commercial Motor Vehicle. Any motor vehicle other than a motorcycle, designed or used for the
transportation of property, including every vehicle used for delivery purposes as defined in accordance with
49 USC § 31101, as amended.
Controlled Substance. Any drug or controlled substance for which the manufacture, distribution,
possession, sale, or consumption of which is illegal, or a prescribed or over-the-counter drug which is
legally obtained but not being used for its intended purpose, or a prescribed or over-the-counter substance
which is legally obtained and used for its intended purpose but the use of which causes the employee to be
impaired or in an unfit condition. The definition of controlled substance shall include, but is not to be
limited to, all controlled substances, volatile chemicals, abused glues, aerosol paints, and marijuana as those
terms are now or shall hereafter be defined in Title 6, Chapters 481-485 of the Texas Health and Safety
Code, or any successor Code thereto.
Decision-Making Leave. A step in the disciplinary process. This leave is a one-day, paid leave wherein
the employee must decide whether they want to continue working for the City, and upon return to work,
must present their supervisor with a plan of action.
Department. A major functional unit of City government.
Department Director. Any person, employed by the City Manager with the consent of the City Council,
who is responsible for the administration of a department, as identified on the City organization chart.
Division. A functional unit of a department as identified on the City organization chart.
Drug testing. Testing for the presence of drugs or controlled substances in accordance with the procedures
set forth in the Policy. Drug testing may be accomplished by any scientifically acceptable means and may
include but is not limited to the collection of saliva or urine samples and laboratory analysis of samples.
Full-Time Employees. Employees, other than temporary or seasonal employees, who are regularly
scheduled to work forty (40) or more hours a week in a calendar year, are considered full-time employees.
Hire Date. That date on which an employee first commences full-time employment with the City, and
appears for work. An employee’s hire date is used to calculate an employee’s entitlement to benefits, such
as leave time accrual and longevity.
Impaired. The employee’s behavior or ability to work are adversely affected by a controlled substance,
drug or alcohol, or the combination of them, in any manner.
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Medical Review Officer. A licensed physician responsible for reviewing laboratory results generated by
the City’s drug testing program who has knowledge of substance abuse disorders and has appropriate
medical training to interpret and evaluate an individual’s positive test result together with his medical
history and any other biomedical information.
Military Leave. Any authorized absence of an employee for active or reserve duty training in the United
States armed forces.
Part-Time Employees. Employees who are regularly scheduled to work fewer than forty (40) hours a
week are considered part-time employees. Part-time employees receive no benefits and are not allowed to
work more than 1,000 hours in a year.
On-Call. Employees assigned by supervisory personnel to respond to calls to duty 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.
Overtime. Those hours worked, by non-exempt employees during any Fair Labor Standards Act-defined
workweek, which normally exceeds 40 hours specified for such workweek. (Overtime is defined separately
for shift personnel within the Police and Fire Departments as per section 207(k) of the FLSA.)
Policy Administrator. The Human Resources Manager/Civil Service Director is the policy administrator
under the direction of the City Manager.
Promotion. Promotion is the assumption of expanded duties in a new position and higher pay grade. In
most cases, the employee will move to the A or B step of the new range, depending upon prior experience,
certifications, etc.
Reasonable Suspicion. The belief that an employee has violated the alcohol or drug prohibitions, based
on specific, contemporaneous observations concerning the appearance, behavior, speech, or odors of the
employee.
Regular Employees. Regular employees are full-time or part-time employees who have been hired for an
indefinite, continuing period of time and are not employed by a third party.
Safety-Sensitive Position. Employment positions which are safety-sensitive are those where an
employee’s impaired perception or judgment can impose a significant danger to the employee and others.
These positions include those in which: the handling and possession of firearms is required; the immediate
protection or defense of human life may be required; the provision of life-saving techniques and the
administration of medical services or care is required; and the operation of emergency vehicles is required.
Safety-sensitive positions include licensed peace officers, certified/licensed firefighters, drivers of
authorized emergency vehicles (including police squad cars, fire trucks and apparatus, ambulances and
mobile intensive care units), those who repair or perform maintenance on City vehicles, lifeguards, and
those persons certified or licensed as emergency medical technicians and paramedics.
Supervisor. Any person, regardless of job title, who is responsible for directing the work of others.
Temporary or Seasonal Employees. Temporary or seasonal employees are those employees who have
been hired on a temporary basis to fill a temporary need of the City, fill in for an employee on leave time,
or to perform seasonal work.
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Acknowledgement of Receipt of
City of Marshall
Personnel Policies and Procedures Manual
I acknowledge that I have received a copy of the City’s Personnel Policy and understand that it contains
important information on the City’s general guidelines and on my privileges and obligations as an
employee.
I understand that it is my responsibility to familiarize myself with the material in the policies and that I
must comply with their provisions and any other policies or rules of the City.
I understand that my agreement to comply with these policies and provisions will be constituted by virtue
of my continued employment with the city.
I further understand that the City may change, add to or delete any policies or provisions in the Personnel
Policy from time to time, in its sole discretion, with or without prior notice.
I understand that the City’s Personnel Policies are not intended as either an express or implied contract of
employment between the City and any of its employees.

Date:

Signature:

Printed Name:
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