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From: Josephine L. Ramirez

To: valde.guerra@co.hidalgo.tx.us; "Monica Badillo"

Cc: "Yolanda Chapa"; victor.garza@da.co.hidalgo.tx.us; rene.querra@da.co.hidalgo.tx.us
Date: Friday, May 03, 2013 11:38:45 AM

Attachments: Biometic Electronic Clock Policy - draft.docx

Public Accountability Policy - draft.docx
FLSA Non-Covered Employees - draft.docx

Attached are the proposed policies to address the following: 1)the biometric time clock; 2)the
public accountability issue; and/or 3) the option of a modified policy on leave for FLSA Exempt
employees.

Please present these as the three options for discussion on Tuesday’s agenda.
Thank you,

Josephine Ramirez Solis
Assistant Criminal District Attorney
County Affairs Section

Office of Criminal District Attorney
Hidalgo County, Texas

100 N Closner Rm 303

Edinburg, TX 78539

(956) 318-2313 ext. 3823

(956) 318-2079 FAX

josephine.ramirez@da.co.hidalgo.tx.us

AEAKAAKAKAARKAAAKAAA A A A AR AR AR A A A A AR AR AR A AR A AAAA AR AR AAAAA AR A A A XA A AR A A A A A XA AAK

The information contained in this e-mail may be 1.SUBJECT TO THE ATTORNEY-CLIENT
PRIVILEGE; 2. ATTORNEY WORK PRODUCT; and/or 3.CONFIDENTIAL. It is intended only for the
individual or entity designated above. Any distribution, copying, or use of or reliance upon the
information contained in this e-mail by or to anyone other than the recipient designated above by the
sender is unauthorized and strictly prohibited. IF YOU HAVE RECEIVED THIS COMMUNICATION IN ERROR,
PLEASE ADVISE THE SENDER BY REPLY E-MAIL TO josephine.ramirez@da.co.hidalgo.tx.us AND DELETE THE
COMMUNICATION.
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Biometric Time Clock 





The biometric electronic timekeeping system shall become an official basis for recording time worked by Hidalgo County employees.  Department Heads/Elected Officials may direct all employees to “clock in” in the morning and “clock out” at the end of the workday.  Under certain conditions, when employees are working at an off-site location or attending a training session, seminar or conference with the express written permission of their Department Head/Elected Official, the employee should report time worked to the department timekeeper so that their time worked can be manually entered or modified using one of the approved timekeeping methods.  
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Public Accountability and Partial Day Deductions





Hidalgo County employees are held to a higher level of responsibility under the public trust which demands effective and efficient use of public funds in order to serve the public interest.  The use of public funds should always be in the public interest and not for individual or private gain, and public employees should not be paid for time they do not work that is not otherwise guaranteed to them (such as personal or sick leave).  The public interest does not tolerate wasteful and abusive excesses such as padded payrolls or “phantom” employees.  Hidalgo County is entrusted with public resources and must be answerable for fiscal responsibly to those who have assigned such responsibilities to them.  As such, under the principles of “public accountability,” Hidalgo County employees should not be paid for time they do not work, except as otherwise permitted by leave policies.





It is the policy of Hidalgo County to compensate salaried employees for the work they perform in compliance with the Fair Labor Standards Act (FLSA).  Employees who are classified as exempt from the overtime provisions of the FLSA are paid bi-weekly and receive a salary which is intended to compensate the employee for all hours worked during the core workweek (“Exempt Employees”).  While the salary may be subject to review and modification from time to time, the salary will be a predetermined amount.  Nonetheless, under certain circumstances, the salary of an Exempt Employee is subject to deduction as follows:





a. An Exempt Employee who has used all paid leave and is absent during the core    workweek for a time greater than [sixty (60) consecutive minutes]**, shall have his/her salary deducted for the time not worked (“Docked Time”).  The deduction calculations are based upon the employee’s regular work schedule and rate of pay


in effect during the pay period in which the Docked Time occurs.





b. An Exempt Employee may be subject to Docked Time under the following circumstances:





1. Permission for the use of paid leave has not been sought or has been sought and denied;


2. Paid leave has been exhausted;


3. The employee chooses to use leave without pay; or


4. When the County orders a furlough for budgetary reasons.
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c. Hidalgo County prohibits improper deductions from an Exempt Employee’s salary.  Employees should be aware of this policy and report any improper deductions to the 


immediate supervisor or to the Payroll Director of Hidalgo County.  Reports of improper deductions will be investigated promptly.  An Exempt Employee whose salary has been reduced in violation of this policy will be reimbursed.  Retaliation against an employee who files a report under this section is prohibited.  (Adopted May ___, 2013).





**To be determined by Commissioners Court
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This policy, as amended by the direction of the Hidalgo County Commissioners Court, shall apply to all FLSA Non-Covered County Employees and is intended to supersede Civil Service Commission Rules Section 7.60 - 7.62, and Hidalgo County Personnel Manual Section 8.49 – 8.51.  This policy does not restrict County departments from establishing other departmental policies and procedures that are not in conflict with this amendment, are consistent with good employment practices and promote equal employment opportunity. 





COMPARABLE LEAVE – FLSA NON-COVERED EMPLOYEES





I. An FLSA non-covered employee is one whose job functions are executive, administrative, or professional as defined by the FLSA or who qualifies for the special exemption for employees of political subdivisions.  The County of Hidalgo is not required to provide any compensation to Exempt Employees in addition to the employee’s regular salary.





II. Fulltime Exempt Employees are eligible to use and accumulate Comparable Leave for hours worked over forty (40) hours in a regular work period, accruable on an hour-for-hour basis.  The prior approval of the immediate supervisor is required for the accrual of Comparable Leave.





III. Hours worked in excess of the scheduled number of hours for the regular work period will be calculated on an hour-for-hour basis and accrued as Comparable Leave.





IV. Any Comparable Leave previously recorded before the adoption of this policy shall be limited to no more than 40 hours, and must be used within the first year of implementation of this policy, any hours not used shall be forfeited.





V. Comparable Leave shall be limited to no more than 40 hours and must be used within the immediate 12-month period following the end of the work period in which the excess hours were worked.  Comparable Leave not used within the 12-month period will be forfeited.





VI. Exempt Employees who retire, resign, or are otherwise separated from employment with Hidalgo County are not eligible to be paid for Comparable Leave at time of separation.  An employee’s separation date may not be scheduled in order to allow for use of Comparable Leave.
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VII. 	Comparable Leave will NOT  be earned for:





a. Travel and meeting time for conferences, workshops or other meetings where the primary purpose for attending is professional development or continuing education;





b. Work performed during lunch;





c. Standby periods at home.  





VIII. Comparable Leave earned in one Hidalgo County department cannot be converted to any other type of leave (i.e. annual leave) or transferred to another County department.  Comparable Leave cannot be used to replace or reimburse leave previously taken (i.e. comparable leave must be earned before the date it is used).





IX. All Comparable Leave requested, approved and earned will be recorded on weekly time sheets.  Each supervisor will be responsible for monitoring the recording of Comparable Leave.  By signing the weekly timesheets, a supervisor certifies the accuracy of the information as presented. 











 





































