
PERSONNEL POLICIES 
FOR 

THE COUNTY OF BURNET 

APPLICABILITY 
This policy shall apply to all employees of Burnet County regardless of rank or position and shall 
include temporary and part-time employees. 

The only exception to this policy shall be the possession of controlled substances by law 
enforcement personnel as part of their law enforcement duties. 

POLICY 
The following shall be a violation of this policy: 

A. The manufacture, distribution, dispensing, possession, sale, purchase, or use of a 
controlled substance or drug paraphernalia on County property. 

B. Being under the influence of alcohol or illegal drugs while on County property or while 
on duty for the County. The use or possession of any kind of alcoholic beverage or illegal 
drugs while on duty is forbidden and will subject the offender to disciplinary action up to 
and including dismissal at the discretion of Department Head. 

C. The use of prescription or over-the-counter drugs, while on County property or while on 
duty for the County, in a manner other than that intended by the manufacturer or 
prescribed by a physician. An employee shall notify his supervisor while taking any 
prescription medication that has the potential to affect performance of duties. 

D. Employees are not covered under Workers' Compensation if it is established they were 
under the influence of alcohol or illegal drugs at the time of the injury. 

-· . 

DEFINITIONS 
A. A controlled substance shall include any substance listed in Schedules 1-V of Section 202 

of the Controlled Substance Act (21 U.S.C. S 812), as amended. 

B. County property shall include all County owned, rented, or leased real property such as 
buildings, land, parking lots etc. and property used by employees such as vehicles, lockers, 
desks, closets, storage areas·, etc. · 

C. Drugs shall include any chemical substance that produces physical, mental, emotional, or 
behavioral change in the user. 

D. Drug patabhernalia shall include equipment, a product, or material that is used or intended ,, 
for use in concealing an illegal drug or for use in injecting, ingesting, inhaling, or 
otherwise inducing into the human body an illegal drug or controlled substance. 

E. Illegal drug shall include any drug or derivative thereof which the use, possession, sale, 
transfer, attempted sale or transfer, manufacture, or storage of is illegal or regulated under 
any federal, state, or local law or regulation and any other drug, including (but not limited 
to) a prescription drug, used for any other than a legitimate medical reason, and inhalants 
used illegally. Included is marijuana or cannabis in all forms. 
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Employees that travel without an overnight stay must present receipts for reimbursement to be 
reimbursed on the employee's next paycheck. Amounts for each meal are as follows: breakfast may 
be reimbursed at $10.00, lunch $15.00 and dinner at $25.00. These meals are taxable as wages to the 
employee because travel must be away from home overnight to be excludable. 

Burnet County will not reimburse for the following items: 
a. Alcoholic beverages; 
b. Meals included in the costs of registration fees; 
c. Complementary or Continental breakfasts' supplied by the hotel; 
d. Guests' meals; 
e. Meals supplied by event sponsors. 

11.05 INCIDENTAL EXPENSES 
Employees or elected officials shall be reimbursed for the actual cost of the following incidental 
expense incurred during official travel: 

* Meals not to exceed Per Diem * Hotel/Motel 

* Standard Parking fees * Automobile Rental 

* Bus fares * Registration 

* Toll charges * Transportation Costs 

* Gratuities * Airplane Travel 

* Registration Fees * Taxi service 

Receipts for these expenses shall be attached to the expense report for reimbursement. 

Employees or elected officials shall not be reimbursed for expenditures incurred for the sole benefit of 
the traveler such as valet service, ente~inment, movie rentals, etc. Other expenditures no~ 
reimbursable include: 

a. Traffic fines for parking or speeding violations 
b. Lost or stolen cash or other personal property 
c. Repairs to personal vehicles used for County travel 
d. Cancella~ion fees for unreasonable failure to cancel hotel or transportation reservations. 
e. Spouse or family member expenditures 
f. Commuting costs between home and the office 
g. Laundry services 

11.06 EXPENSE REPORT 
All elected officials and employees filing an expense report shall do so within 30 days after the last 
date of travel. The expense report must be properly filled out, accompanied by the pertinent receipts, 
and signed by the department head. Reports are to be filed with the Auditor's Office. 

11.07 TRAVEL EXPENSE ADVANCES 
In order to receive an advance. on travel expenses, a Request for Advance Travel Expenses form 
covering hotel fees, meals, ·known parking fees, rental car fees, etc. must be submitted to the County 
Auditor's Office at least two weeks prior to departure. Upon return to Burnet County, a Travel Expense 
Report form must be completed and submitted to the County Auditor's Office. Any refund due the 
county will be paid to the County Treasurer's Office. 
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