LOCAL BORDER SECURITY PROGRAM FY 2014 (LBSP-14)
APPLICATION

. APPLICANT NAME (Jurisdiction):
Hidalge County Sheriff's Office

. COUNTY:
Hidaigo

. TYPE: L_|City Government
BdCounty Government

. PAYMENT Reimbursement
TYPE: L_One-Time Advance Payment

- REQUESTED PERIOD OF PERFORMANCE (NOT TO EXCEED AUGUST 31, 2014)

. CHECKLISYT OF APPLICATION ATTACHMENTS:

{See the Local Border Security Program 2014 (LBSP- 14) Guide for information about these forms )

& Designation of Grant Officials (Form A-2).

& Application for State Assistance (Form A-3). The Authorized Official must sign this form.

0 Financial Cost Estimate (Form A-4). The Grant Financial Officer must sign this form.

<] Assurances and Certifications (Form A-8). The Authorized Official must sign this form.

Statement of Work (Form A-6)

<] Direct Deposit Authorization Form (Form 74-176). The Grant Financial Officer must sign this form.
[l Copy of local overtime poticy.

Copy of pay schedule during the grant pericd.

CERTIFICATION

I certify, by signing this document that the information provided within is accurate, and that | have the tegal
authority to apply for State assistance. | alsc understand that this serves as a request for consideration for
grant funding and that applying does not guarantee an award will be received. This Application, tegether
with the Local Border Security Program FY2014 (LBSP-14) Guide, constitutes the work plan for the
Applicant listed above. if funded the undersigned will be required to agree to and comply with all terms,
conditions, and statements of work for the Locat Border Security Program FY 2014 (LBSP-14)

Ramon Garcia Guadalupe "Lupe” Trevifio
County Judge Sheriff
Authorized Official Date Grant Performance Officer Date
{Original Signature) {Original Signature)
Form A-1 Page 1 of 1
{10413}
Email* or Mail completed forms and appiication materiais (o Texas Homeland Security

State Administrative Agency
ATTN: LBSP

1033 La Posada, Ste. 160
Austin, TX 78752

SAA-LBSP@dps.texas.gov

*Note: Email submission is preferred. Applications must be received by the THSSAA by 5PM CDT on December 13, 2013




LOCAL BORDER SECURITY PROGRAM FY2014 (LBSP-14)

DESIGNATION OF GRANT OFFICIALS

GRANT:

LOCAL BORDER SECURITY PROGRAM FY2014 (LBSP-14) I

GRANT PERIOD:

January 17, 2014 — August 31, 2014

AGENCY NAME:

rlidaigo County Sherndf's Office

Grant Pnr‘l‘n{mancn Qfﬂcer

{Tmi?_{ typicaily your Chief or Sheriff) _

Name

Guaatupe “Lupe” Treving

Tifle

Official Mailing Address

Bherit

T O B

Daytime Phone Number

2EA- 3835502

Fax Number

956-393-6179

E-mail Address

sheriff.trevino@hidalgoso.org

(This is typically your CFO or County Auditor)

Ray Eufracio

Title

Doty Audior

Official Mailing Address

f808 Sowth Business 281
Edinburg, Texas 78529

Daytime Phone Number

956-318-2511

Fax Number

956-318-2577

E-maif Address

ray.eufracio@auditor.co.hidalgo.tx.us

Authorized Official

Name Ramon Gargia
Title County Jurtge

Official Mafling Address

302 West University Drive
Edinbury, Texas 78538

Daytime Phone Number

A56-318. 2606

Fax Number

DHG-318-269%

E-mail Address

ramon.garcia@co.hidalgo.tx.us

If at any point during the grant period these POC’s change, make necessary changes and resubmit this form
immediately to SAA-LBSP@dps.texas.gov .

Form A-2
{10/13)

Page 1 of 1



APPLICATION FOR STATE ASSISTANCE

1. NAME OF PROGRAM/ ASSISTANCE: 2. APPLICANT STATUS:
P LOCAL BORDER SECURITY PROGRAM FY2014 _
LESE. 14y T city Reimbursement
v ; <] County [} One time Advance
3. BTARYT DATE: 4. ENDDATE: h
JANUARY 17, 2014 AUGUST 31, 2014
5. APPLICANT INFORMATION
& Legal Naeme of Applicant Organization (as it appears i b, Name & Telephone Number of Grant Performance
on the LEBP- 14 Application/Form A-1): Officer;
Hidalgo County Sheriff's Office Guadalupe "Lupe” Tervifio

956-3§3-8000 Ext. 8002

& Mailing Address: d.  Physical Address (if different from Mailing
P.O. Bax 1228 Address):
Edinbiurg, Taxas 78542 711 Ef Cibclo Rd.

Edinburg, Texas 78542

8. EMPLOYER IDENTIFICATION NUMBER / TAX ID #

7. ESTIMATED EXPENSES:

a.  Salary & Benefits (fromline ___ Form A-4) $ 220,928.80
b Travel Expenses (from fine ___ Form A-4) 0

¢ Operating Expenses (from fine ___ Form A-4} $48,816.00
d. TotalExpenses (A+B+C) $ 269,744 .80

8. CERTIFICATION: | certify that to the best of my knowledge and belief this application and its attachments are true and

corract.
a.  Typed Mame of Authorized Official: Ramon Garcia
b, Title of Authorized Official: Hidaige County Judge

©. Original Signature of Authorized Official;

i, [Date Signed:

Form A-3 Page 1 of 1
(103

INSTRUCTIONS FOR THIS FORM

ltem 2 Indicate whether the applicant is a City or a County and whether the Jurisdiction will reguest a one-time
advance if funded.

ltem Sa: Enter the legal name of your jurisdiction. Your entry should match the Applicant Name used on the
LBEP-14 Program Application (Form A-1).

item 8 This 9-digit number should match the number on your Form 74-176, If you do not supply this number we
CANNOT award you any grant funds.

ltem 7. The data in this section should match the information included on the Financial Cost Estimate {(Form A-4).



item & This form must be signed by the Authorized Official who is a person authorized by the governing body of
the jurisciction {o apply for and accept grants.
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State of Texas Assurances and Certifications
State Uniform Administrative Requirement for Grants and Cooperative Agreements,
Subpart B, §_.14

Note: Certain of these assurances may not be applicable to your program. If you have any
questions, please contact the awarding agency.

NAME OF APPLICANT GRANT PROGRAM

RO P ) S RS SR Y
POy Brarnts L3

L.ocal Border Security Program FY 2014 (LBSP-14)

This form includes Assurances and Certifications that must be read, signed, and
submitted as a part of the Application for State Assistance.

As the duly authorized representative of the applicant, | hereby certify that the applicant
{(subgrantee} will comply with the assurances and certifications below.

| Typed Name of Authorized Official Title
Signature of Authorized Official Date Signed
ASSURANCES

{1} RELATIVES. A subgrantee must comply with Texas Government Code, Chapter 573, by
ensuring that no officer, employee, or member of the applicant’s governing body or of the
applicant's contractor shall vote or confirm the employment of any person related within the
second degree of affinity or the third degree of consanguinity to any member of the governing
body or to any other officer or employee authorized to employ or supervise such person. This
prohibition shall not prohibit the employment of a person, who shall have been continuously
employed for a pericd of two years, or such other period stipulated by local law, prior to the

election or appointment of the officer, employee, or governing body member related to such
person in the prohibited degree.

{(2) PUBLIC INFORMATION. A subgrantee must insure that all information collected
assembled, or maintained by the applicant relative to a project will be available to the public

during normal business hours in compliance with Texas Government Code, Chapter 552, unless
otherwise expressly prohibited by law.

{3) OPEN MEETINGS. A subgrantee must comply with Texas Government Code, Chapter 551,
which requires all regular, special, or called meetings of governmental bodies to be apen to the
public, except as otherwise provided by law or specifically permitted in the Texas Constitution.

(4) CHILD SUPPORT PAYMENTS. A subgrantee must comply with Section 231.006, Texas
Family Code, which prohibits payments to a person who is in arrears on child support payments.

Form A-5, Page 1 of 3



{5) HEALTH, HUMAN SERVICES, PUBLIC SAFETY OR LAW ENFORCEMENT AGENCY. If
the subgrantee is a health, human services, public safety, or law enforcement agency, it will not
contract with or issue a license, certificate, or permit to the owner, operator, or administrator of a
facility if the license, permit, or certificate has been revoked by another health and human
services agency or public safety or taw enforcement agency.

(6) LAW ENFORCEMENT AGENCY. [f the subgrantee is a law enforcement agency regulated
by Texas Occupations Code, Chapter 1701, it must be in compliance with all rules adopted by
the Texas Commission on Law Enforcement Officer Standards and Education pursuant to
Chapter 1701, Texas Occupations Code or must provide the grantor agency with a certification
from the Texas Commission on Law Enforcement Officer Standards and Education that the
agency is in the precess of achieving compliance with such rules.

{7) ADMINISTRATION. When incorporated into a grant award or contract standard
assurances contained in the application package become terms or conditions for receipt of grant
funds. Administering state agencies and local subrecipients shall maintain an appropriate
contract administration system to insure that all terms, conditions, and specifications are met.

{8) SUSPECTED CHILD ABUSE. A subgrantee must comply with the Texas Family Code,
Section 261.101, which requires reporting of all suspected cases of child abuse to local law
enforcement authorities and to the Texas Department of Child Protective and Regulatory
Services. Subgrantees shall also ensure that all program personnel are properly trained and
aware of this requirement.

(8) TAXES, Subgrantees will comply with all federal tax laws and are solely responsible for
filing all required state and federal tax forms.

(10) COMPLIANCE WITH REQUIREMENTS. Subgrantees will comply with all applicable
requirements of all other federal and state laws, executive orders, regulations, and policies
governing this program.

(11} INELIGIBLE APPLICANTS. The applicant certifies that is and its principals are eligible to
participate and have not been subjected to suspension, debarment, or similar ineligibility
determined by any federal, state, or local governmental entity and it is not listed on a state or
federal government’s terrorism watch list as described in Executive Order 13224. Entities
ineligible for federal procurement are listed at hitp /www.epls gov.

{(12) HIVIAIDS. Subgrantees must adopt and implement applicable provisions of the model
HIV/AIDS work place guidelines of the Texas Department of Health as required by the Texas
Health and Safety Code, Ann., Sec. 85.001, st seq.

{13) LEGAL AUTHORITY. The applicant has the legal authority to apply for State assistance,
and the institutional, managerial, and financial capability (including funds sufficient to pay the

non-state share of project costs) to ensure proper planning, management and completion of the
project described in this application.

(14) RECORDS. The applicant will give the awarding agency, the State Comptrolter, and if
applicabie, the State, through any authorized representative, access to and the right to examine
ali records, books, papers, or documents related to the award; and will establish a proper

accounting system in accordance with generally accepted accounting standards or agency
directives.

Form A-5, Fage 2 of 3



{(15) PERSONAL GAIN. The applicant will establish safeguards to prohibit employees from
using their positions for a purpose that constitutes or presents the appearance of personal gain.

(16) COMPLETION. The applicant will initiate and complete the work within the applicable time
frame after receipt of approval of the awarding agency.

CERTIFICATIONS

1. DRUG-FREE WORKPLACE - The applicant certifies that it will provide a drug-free

workplace by:

A

Fublishing a statement notifying employees that the unlawful manufacture, distribution,

dispensing, possession, or use of a controlled substance is prohibited in the grantee's

workplace and specifying the actions that wili be taken against employees for viotation of

such prohibition.

Establish a drug-free awareness program to inform employees about:

L. the dangers of drug abuse in the workplace;

ii. the applicant’s policy of maintaining a drug-free workplace:

lii. any available drug counseling, rehabilitation, and employee assistance programs;
and

lv. the penalties that may be imposed upon employees for drug abuse violations.

Making it a requirement that each employee to be engaged in the performance of the

grant be given a copy of the statement required by paragraph (a).

Notifying the employee in the statement required by paragraph (a) that, as a condition of

employment under the grant, the employee will;

i. abide by the terms of the statement, and

ii. notify the employer of any criminal drug statute conviction for a viclation occurring in
the workplace not later than five days after such conviction.

Notifying the agency within ten days after receiving notice under subparagraph (d) (it}

from an employee or otherwise receiving actual notice of such conviction.

Taking one of the following actions with respect to any employee who is so convicted:

. taking appropriate personnel action against such an employee, up to and including
termination; or

it requiring such employee to participate satisfactorily in drug abuse assistance or
rehabilitation program approved for such purposes by a federal, state, or locat health,
law enforcement, or other appropriate agency.

. Making a good faith effort to continue to maintain a drug-free workplace through the

implementation of paragraphs (a), (b), (c), (d), (), and (f).

2. LOBBYING ~ The applicant certifies that:

A

B.

It will not use grant funds, either directly or indirectly, in support of the enactment, repeal,
modification, or adoption of any taw, regulation or policy, at any leve! of government.

If any non-grant funds have been or will be used in support of the enactment, repeal,
modification, or adoption of any law, regulation or policy, at any level of government, it
will notify the THSSAA to obtain the appropriate disclosure form.

it will inciude the language of paragraphs A and B of this section in the award
documents for all sub-awards at all tiers and will require all sub-recipients to certify
accordingly.

Form A8, Page 30of 3



Statement of Work {SOW) for LBSP Grant Funds 2014

State Objective of LBSP 2014 Funds

The State of Texas will assist in the execution of coordinated border security operations and facititate the conduct
of sustained interagency law enforcement activities in conjunction with Federal, Local and Tribal agencies to
disrupt, deter, interdict, and thereby dominate criminal activity associated with the movement—northbound and
southbound—of itlicit traffic through the Texas border region and throughout Texas in order to reduce border-
related crime, contribute to the reduction of potential acts of terror within Texas and the United States. and
increase the security and quality of life of Texans in order to:

= Increase the effectiveness and impact of Steady State and Surge Operations.

»  Increase the amount and quality field intelligence (BIAR, INT-7, or similar fieid reporting of gang, cantel, drug activity, and
border violence, terronsm, and other criminal activity information to the JOIC's and BSOC for overall unified command
partner Swareness,

e Raduce borderrelated criminal activity in Texas.

& implement and increase the effectiveness of operational methods, measures, and echniques for outhound/southbound
operabions,

e Decrease the supply of drugs smuggled into and through Texas from Mexico.
e Disrupt and deter operations of gang and carte! arimvinal crganizations.

& Targel and decrease the use of specifically targeted lactics (such as convayance methods) for drugs in the Texas border
region.

e Decrease use of specific areas for orime as targeted in directed action missions
s Increass the effectiveness of alr operations mission glanning and prioritization.

@ Confinue to exercise and integrate alr-ground team operations to include TMF aviation, CBPR Alr and Marine. DPS Aircra®
Section, and USCG aviation support,

»  Based upon intelligence and analysis, increase the effectivensss of directed action missions to ensure they targel specific
organizations and areas as identified thwough intelligence and apprehensions i known geagraphical areas and on
organizations operating in these areas.

v Increase the number and quality of analytical intelligence products developed at Unified Command and State lavels based
o guakity information available,

*  Increase infelligence based operations at Unified Command level through integration of TxMap, sector specific
information, and employment of intelligence analysts.

1). How do you locaily plan to ensure that the State Objectives are executed in your area?

The Hidalgo County Sheriff's Office will work collaboratively in covert and/or overt cperation(s) with all local, state
and federal law enforcement agencies.

By developing, processing and sharing intelligence data, dtilizing inter-agency communications mechanisms
and/or reacting to corroborated intelligence disseminated by the JOIC, will enable and prepare participating
agencies to be vigilant, react and be proactive towards the criminal element.

This strategic approach will enable us to respond accordingly, prepared to identify problematic areas, shift
manpawer and resources as needed to gain control disrupt and/or dismantie the threat.

Form A-8 Page 1 of 1
(10113



2). Explain in detail what strategies/tactics you will use to accomplish these objectives?

The Hidalgo County Sheriff's Office patrol personnel will conduct high visibility law enforcement
presence while patrolling on north and south bound major highways, farm to market roads and on
ingress/egress routes along the U.S./Mexico international boundaries with a direct plan of action to
apprehend, identify, disrupt and/or dismantle the criminal element from engaging and/or furthering their

criminal activity unto U.S. soil.

Form A-8 Page 1 of 1

(10133



CHAPTER VI
WORK HOURS, LEAVE AND BENEFIT PROGRAMS
WORK HOURS

700 County and/or District work hours are scheduled so that ai County and/or District offices
ar% open oy 3:00 a.m. and dose no earfier than 5:00 p.m Monday through F nday, axcept on
official Holidays. Fach Elected Officialf Department Head astabiishes work hours for employees
in fus or her Department. in setting work hours, an Elected Officiai/Depanment Head considers
the needs of the Department and the County andfor Disirict, and ensutes that any changes in
#ork hours are in the County's and/or District's bast interest.

701 Effective May 1, 1995, the County's {sffective Aprit 18, 2002, for the Oistrict) reqular work
period for all employees, except law enforcement personnel, is a seven day period which
commences at 12:01 am. on Monday of each week and ends at 12:00 p.m. midnight on the
following Sunday. The County's requiar work pericd, effective May 1, 1995, for "law enforcement
parsonnel,” as such term is used in the federa Fair Labor Standards Act, is a fourteen day period
which commences at 12:01 a.m., on Monday and ends at 12:00 p.m. midnight 14 days later,

702 There are 40 reqular work hours in a seven day work pericd and 86 regular work hours in
a fourteen day work period: however, the County schedules smpioyees sublect to a fourteen (14}
aay work period ta work a minimum of 80 haurs during such work pericd, in the event of a conflict
Cetween the work hours ruies set forth in Sections 7.01 through 7.08 hereot for Mead Start
Frogram employees, the work hours set forth in the County's approved grant application for
eoatation of the County's Head Start Program shali control, (Amended September 20, 1898)

703 An employee is required to be present at his or her duty station at the beginning of each
workday,

704 Every employee is allowed one hour for lunch aach workday.

705 Fach Elected Officiat/Department Head should schedule his or her amployees each
waorkday for g fiflean (18) mintte rest break in the morming and a fifteen {15) minute rest breai in
the afternoon,

78 An employee’s time and attendance record (Form SFA-CA-008 for non-law enforcement
parsonnelt and Form SFA-CA-048 for law eriforcament persennal) should coincide with an
amployee's work period. A compiteted tima and attendance fecord i3 completed and turned in to
the payroli section of the County Auditor's office and/or similar office in the District ro later than

fay work period. Head Start Program employses shall follow procedures established by the Head
Stant Program Director for prépanng and processing tme ang attendance records. (Amended
September 20, 1595)

0T Effective May 1, 1995 al County employees (effective Apni 18, 2002, for District
“mployees) are paid biweekly on the Friday following the end of two saven day work penods or
une fourtesn day work period. if that Friday is a hofiday, employees wil generaily receive thew
pay checks on the last work day winch precedes the holiday.

f0B  An employee's pay check is based on the hours worked by the employee during the
pphcable work pencdis), plus any aiqible hours of paid leave, all as shown on 2 signed time and
allendance record.

i1



ALy TETE
@ ‘?t:\’é‘::“ {Rev S 11/48} For Comptrotier's Use Cedy

Vendor Direct Deposit / Advance Payment E |

Motification Authorization

For Btate Agency Uep
{1 Advance Payment Notifioation
[} ternational Payments Vorification
{1 interagency Transfer

This form may be used by vendors or individual recipients
~ i receive payimants from the stale of Texas by direct deposit
- i change or cancel existing direct deposit information

Transaction Type

% M New seiup (Ssctions 2. 3, 4 and § - Seclion 8 fs opfisnai} i Change aceount type (Sections 2, 3 4 and 5 - Secbior § s optianal)
i § L] Change financial instiiution (Sections 2, 3, 4 and & - Saction 8 /s aptisnelf || Cancellation (Sections 2 and 4 - Sections 7 end 8 for stafe sgency 4se)
% I Change aceount pumber {Sectons 2 1, 4 end § - Section § = aplinonad)
Paves ldentification
Bocial Security Mumber (58N} or Mail code
& Employer Identifioation Number (BIN) 7 ; 4 i & i ) ; ¢ i 0 ; 71 1 7 [ {If not known, fpave bl ) b4
% Payes name (Dusimssindivicoal Phaone mumbar
51 COUNTY OF HIDALGO { 956 ) 318-2506 oo
% Manling addrasy Ry Giote 2 oude
4810 SQUTH BUBINESS 281 EDINBURG X 78539
Financial Institution (Completion by fnancial institution is recommended. }
Finarekd meiulion name Chy Stata
o L Routing trpssll airabar (8 digiis Cuslomer pomou amiber (madimars 17 charmlens Type of s
= .- i )
;4] b hnd | b bk { : Dl chesidng {7 Savings
%3 Frnaawhal reprosentative nare foptiong) Title ¢opsiona
[N
[
Finuneist repressrdative sinsture {optionsd Phong aumber (opliooal Piate foptionad

{ } ext,

Authorization for Setup, Changes or Canceliation {required)

authorize the Taxes Compiratier of Public Accounts to deposi my payrments Fom the slate of Texas to my financlsl nstitution slecironically,
Iunderstand that the Texas Comptroller of Public Accaunts wal reverse any payments made to my account in error,

{further understend that the Texas Compiroffer of Public Accounts wil comply at alt Smes with the National Automated Clearing Mouse Association's
rales, (For furthar information on these nules, nivase contact your fnancial institution. )

BECTION &

b Aughored sipnahae Peintad name [
sign a

here MNORMA GARCIA

international Payments Veriflcation {racysived)

w3
i

& YWl thess payments be fuwarded to a financial institution outside the United States?.... o Mves ﬁi\é@

Authorization for Advance Payment Notification Setup foptional)

bauthorize the Texas Compirolier of Public Acsounts to send an email notification one buskiess day prior o the payment poeting i my acoount,

Contnet v (Plaso peing Cambact phone sumber

( } ent.

SECTIONG

Emall aloross

i 4 i i 1 i k k 4 b H ! H 4 I ! i . i § §

Cancellation by Agency (for state Bgeney use)

Raauon

o
g

)]
i

Authorized Signature (for sfate agency use)
Sigrabe Pt

sign
here

Phione aumier

{ } axt.

Aganoy name

Please return your completed form to:

Agenty Mumibes

SECTION §

o




FAIR LABOR STANDARDS ACT {"FLSA")

709 The Fair Labor Standards Act {("FLSA") is the federal law which governs overtima
compensation for employees covered by the provisions of that Act. Most County andfor District
non-management employees are covered by the overtime compensation requirements of the
FLSA. An FLSA covered employee receives: (i) time and one-half compensation; or (i)
tompensaltory leave of one and one-haif hours; for each hour physically worked in excess of 40
hours for employees with a seven (7) day work period and 88 hours for those employees with a
fourteen (14) day work pericd. The County provides straight hourly pay or compensatory leave on
an hour for hour basis for employees with a fourteen {14) day work period who work between 80
and 86 hours in such work period. Hours for which an empluyee receives pay, such as paid leave
and nofiday hours, but which are not physicaily worked, ara not considered hours worked for
purposes of calculating FLSA overtime.

710 Each Blected Official/Department Head must require that his or her employees keep daity
records of time worked and leave taken, Each Elected Official/Depariment Head must repart all
sddifional time worked for FLSA covered employees,

711 Except in unusuat circumstances, the Elected Official/Department Head must have
requested and approved, in advance, that an employee work extra hours of overtime hours, An
exampie of an unusual circumstance is when an off-duty worker responds ta an emergency. in
this case, the employee is required to report the emergency and its circumatances to the Elected
Officiai/Department Head at the beginning of the empioyee’s next workday.

712 Anemployee who works axtra hours or cvertime hours without supervisory approval shall
be compensated for the exira or overtims hours, but such employee is subject o disciplinary
Cton,

713 The Elected Offidal/Department Head tracks and reports hours worked and leave used
using the following forms:

a. Form SFA-CA-008, Time and Attendance Record - Nor-Law Enforcement
Personnel;

b, Form SFA-CA-048, Time and Attendance Record - Law eEnforcement Personnel;

G. Form SFA-CA-044, Leave Requast Fom:

d, Fom P-2. Summary of Vacation and Sick Leave; and

a. Farm P-3, 12 Month Period Summary of Leave Taken under the Farmily and

Medicat Leave Act of 1993 (FMLA).

714 Ta minimize the County and/or District's liability under FLSA for overtime or extra work
hours, wach Elected Official/Department Head is axpected to manage work Nours efficiently and
sffectively. An Flected Official/Department Head may need to adjust work hours for an FLSA
coveared employee to accomplish work assignments. When an FLSA covered employee's tima
ang attendance record reflects houwrs worked in excess of that emoloyee’'s standard work pernod,
‘he Elected Official/Departmant Head and the County Auditor andfor simitar office for the District
shatt immediately notify the County Judge andior simitar office within the District of such fact by
forwarding 1o such party a copy of the ime and attendance record for such empioyee (Fom SFA-
CA-008 or Fom SFA-CA-046).

218 When an Electad Official/Department Head alows or requires an FLSA covered

2NPIOYER 0 work exira hours or svertime hours, the Elected Official/Department Head shouid
MAke every affort 10 adjust the work hours during the applicatie work period so that the employes

42



dees not physically work in excess of 40 hours if the employee is on a seven day work period or
# axcess of 80 hours if the employee is on a fourteen (14) day work period.

ADMINISTRATION OF LEAVE AND BENEF(T PROGRAMS

718 The Goveming Authonty is sclely responsible for authorizing compensated leave and
benefit programs for County and/or District employees and such leave and banefit Qrograms may
be changed at any time by appropriate order of the Govarning Authority. The County and/or
District’s existing compensated leave and benefit programs are as set forth in this Chapter,

717 Elected Officiais and Department Heads administer the County andfor Oistrict leave and
benefit programs sccording to law and reguiations. Elected Officials/Department Heads are
responsibie for determining eligibility for paid leave for their employees. Each Elected
Gfficial/Depanment Head is also responsible for insuring that a ieave account is established and
maintained on each of histher smployaes,

718 An Elected Official/Department Heag may designate personnei from his or her office to
he responsible for controlling absence and ieave administration. Such delegation, however, does
nat refieve sach Elected OfficiatiDepartment Head of his or her utimate responsibility for
martaining leave records on his or her amployees.

713 Regular afterdance at work is mportant to the overall operation of alf County andior

Gistrict  Departments, Arsy non-emergency ieave, whenever practical, muyst therefore ba
scheduled in advance, Each Elacted Official/Department Head may establish rules for requesting

720 Every request for leave must:

a. Be submitted to the Department Head/Elected Official, in writing, on a Form SFA-
CA-044 which is signed Dy the employes;

b, Clearly raflact when the mquested leave 1s to begin and end;

& Include a brief axplanation setting forth the reasons for taking the raquested
eave;

. To the extert applicable, be accompanied by any required documentation, such

as & doctor's statement or mifitary orders; and

g

Be approved or disapproved. in writing, by the employee's supervisor, and i
‘aquired, by the Department Head/iBlected Officiat and/or the Governing Authonty
o its representative,

72 Departments shall raspond 10 leave requests within a reascnable time. generally not io
2xcaed five (5) business days.

32 Aster a teave request {Form SFA.CA-044) has been approved or disapproved, such
compieted form ts processed as follows:

a, The original s placed in the ampicyse’s personnal fila; (Amended Aprit 10, 1586)

&, A copy is returned to the employes; and
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Military Leave. Mead Start Program employses should forward 2 copy to the
Head Stant Program Oirector in ey of forwarding a copy to ihe County Insurance
Cffice. {Amended December g 1898)

723 Compensatory |_eave is controfled by the Fair Labor Standards Act (28 U S.C. 201-219)
{"FLSA"}. Al Depariments must follow FLSA rules and regutations with regard {o such leaya,

724 Workers' Compensation claims are contrelled by state law. All Dapartments must follow
Such statutes and any rules and regulations issued by the County and/or District's Insurance
Office when dealing with Workars' Compensation issues, {Amended December g, 1998)

725 Family and Medical Leave is controfted by the Family and Medical Leave Act. {28 U.5.C.
2801-2654). All Departments myst follow such statutes and any rules and requlations issued with
fagard to such lsave.

7268  MNew Requiar, Full-time Employees and new Reguiar, Part-tima Employess who
wommence employmeant on the 1st through the 15th days of the month sarn the applicable hours
of Annual Leave and Sick Leave for that month,

727 Annual Leave and Sick L.eave for each month are earned by an employee on a pro rata
tasis for each pay period.

728 All new or re-hired Regutar, Fuli-time Empioyees and Regular, Part-time Empioyees are
not eligible to use their accumulated Annual Leave or Sick Leave until their Probationary Period
has expired. Alf Reguiar, Full-time Employees and Regular, Part-time amnployees who are placed
o & thres month Probationary Period due to a RIOManon, remain eligible 1o use thair
Jccumulated Annual Leave andfor Sick Leave during their Probationary Pariod, {Amended
December 9, 1998)

729 Allleave is rounded to the negrest fifteen (15) minute increment.

730 Arnual Leave and Sick Leave accumuiated over the maximum during a calendar year is
not tost untit the end of the calendar year.

{31 {Reserved for exparsion]

732 An Elected Official/Department Head who has. reason 1o believe that an ampioyee is
using leave excessively or inappropriately may request that the employee provide a statement
attesting 10 the necessily for the absence.

733 Temporary Employees are not afigible for Annual Leave, Sick Leave, optional tax
Tethod-insurance bensfits (cafeteria plan) under Sections 7 125 and 7128, Court Leave. group
heaith and life insurance under Sections 7.106G through 7107, paig Haiidays, Leave Without Pay.
atirement under Sections 7128 and 7.129, and veteran reamployment nghts under Sections
7188 through 7.199, Temporary Employees assigned to tne Head Start Program are also not
Higibla to receive any of the special beneiits descnhed iy these Rules applicable only 1o Head
stat Program amploysas. (Amended Septemter 20, 19498)

73 Violations of ieava policies may rasult in disciplinary action, which disciplinary action may
irsiucte lermination.
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ADMINISTRATIVE LEAVE

735 Administrative Leave may be granted af the discretion of the Elected Official/Dapartment
Head or authorized by the Governing Authority. The foliowing is a fist of situations in which
Administrative Leave may be granted:

a, registration to vole:

i, veting;

o group dismissals (hereinafter defined):

d emergency Situations which require the Flacted Official/Depantment Head to get

an employee off 3 work location immediately and before any adverse action has
been initiated {this includes situations where there is an immediate threat o
County and/or District property or the well-being of the employes, a co-worker of
the public): and

. during investigations into employee wrengdoing when it is in the best interast of
the County and/or District to have the empioyee off tha job.

7.386 A group dismissal oeeues when the Gaveming Authority or a properly authonzed official

a suspents normal operations of the County and/for District or an officedDepartment
of the County andfor District because of events beyond the contmi of the County
andfor District:

b closes & Department/office of the County andfor District for Mmanagerial reasons;

o4 allows empioyees to participate in activities which are encouraged by the County
and/or District and the dismissal is in the best interest of the pubiic; or

d allows all employees to attend the fureral of & govemment or prominent public
officiat.

ANNUAL LEAVE
73T Coumty andfor District empioyees traditionally refer to Annual Leave as "vacation lpave."”

738 Regular, Full-time Employees accrue Annuaj Leave sach month based on the number of
years of continuous employment in accordance with the following formula;

Less than five i) years of continuous amployment - Eight (8) hours per month;

Al least five (5) years, bt lass than ten (10) years, of continuous employment - Nine {3}
Pours per month; ang

Tan years (10} or more of cantinuous empioyment - Ten {10) hours per month,
iAmended June 13 2001)
739 Requiar, Part-time Empioyees accrue Annual Leave on a pro rata basis, based on the
number of years of continuous service listed in Rule 7 38 at a rate equat to the number of hours

such employee works in a month bears to 173.33 hours, For example, if 3 Reguiar, Part-time
Employee wih less than five (5) years of CONBNUOUS Servica, works twenty (20) hours & week. or

5



38.67 howrs a month, such ampioyee earns four (4) hours of Annual Leave per month {(88.67
hours per month?173.33 hours per month) x 8 = 4], (Amended June 13, 2001

740 Temporary Employees do not accrue Arnual L eave,

741 A Regular, Full-time Emptoyee and 3 Regular, Part-time Employee with less than ten (10
years of continuous sarvice may mainain an accrued Annual Leave reserve not to exceed onea
hundred sixty {160) hours, or the equivatent of twenty (20), eight (8) hour, work days, (Amended
June 13, 2001)

7.42A A Reguiar, Full-ime Employee and a Reguiar, Part-time Employee with fifteen (15) or

mare yaars of cantinuous service may maintain an accrued Annual Leave resarve not to exceed

three hundred twenty (320) hours, or the equivalent of forty (40), sght (8) hour, work days,
)

743 Flected Officials/Department Heads are responsibie for determining when Annual Leave
may be taken. Annual Leave will be scheduled considering the needs of the County andfor
District, the Department and the requests of the emptoyes. However, ajl reasonable
accommodation shall be given to the employee in determining when Annual Leave may be taken,.
Motwithstanding the foregoing, any request for extended, consecuiive days, Annugl Leave, ie,
requests submitted by an employee o take eleven {11} or more consecutive work days of Annual
Leave in any twelve month henicd, may be granted or denied by the employee's Elected
OfficialDepartment Head, in such Elected Official’s/Department Head's sole and absolite
discration. (Amended June 13, 2001)

744 Arrual Leave requests for five (5) days or less generailly require at least seven {7} days
notice. Annual Leave requests for six (6) or more days shauld be submitted at least fifieen (15)
days in advance. (Amended June 13, 2001)

P45 Deleted June 13, 2001,

F48  Flocted Officias/Department Heads andg amployees should ensure that, whenever
sossible, Annual Legve is scheduted for use by an mployea in order to pravent any loss of
accrend Annual Leave at the end of the calendar year.

747 On separation from smployment, an employee wil be paid in & iump sum for accrued
Annual Leave up 1o the Maximum accumulation,

747A  Sectiong 7.37 through Section 7.47 hereof are not applicatle to Head Start Program
vmoloyees. (Adopted September 20, 1395)

LOMPENSATORY LEAVE - FLSA COVERED EMPLOYEES

748 Ca}mpensatofy Leave, on an hour for hour basis, for an FLSA Covered emploves 15
HATIENS

4, oy faw anforcamaent personnel who actually work in excess of 80 hours. but no
mare than 86 hours, in a fourteen (14) day work pernod: or

b, by any employes, including taw enforcemant personnel, when the total of hours
actually worked is less than 40 hours for an empioyes who has a saven day work
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