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Policy Manual Disclaimer

This employee policy manual constitutes the general personnel policies for all Willlamson County employees. It
does not constitute a contract or provide a guarantee of employment. Policies may be altered, deleted, or amended
at any time by action of the Commissioners Court. If any provision or part of a provision of these policies 1s held
mvalid, unlawful, or unenforceable, 1t will not affect the validity of the remaining provisions or parts of provisions,
which will remain n effect. In cases where federal or state laws or regulations supersede local guidelines, such laws
or regulations will substitute for these personnel guidelines only isofar as necessary for compliance. Specific
departments may have additional policies unique to their operations.

Elected official’s rights and responsibilities as defined by Texas law supersede these policies where conflicts may
occur. Elected officials are encouraged to follow all policies contained herein in order to provide uniform
application across the County and to protect the County against potenti ployment related 1ssues.

About Williamson County

Commissioners Court

The Commissioners Court consists of four County
precinct, and a County Judge, elected by all of the vo
The Commissioners Court 1s the chief policy, admini

County Operations
County operations are conducted thro
or an appointed department head.




Employment

At Will Employment

Employment with Williamson County is on an at-will basis:
An employee may resign at any time with or without notice
Williamson County may terminate the employment relationship at any time with or without cause or notice
Williamson County may change the terms and conditions of employment at any time, with or without
notice

Equal Employment Opportunity & ADA Compliance;

Williamson County 1s committed to providing a workplace free of discriminatigfy, All employment decisions
(hiring, promotions, terminations, compensation, etc.) are made without regdrd to any covered or protected
class as defined by law and applicable statements of the law by the Equald@mpleyment Opportunity
Commission (EEOC) or disability as defined by the Americans with Disabilitiesi&et and applicable state laws,
mcluding those enforced by the Texas Workforce Commission. Ifan employee réquices an accommodation

due to a disability, contact the Human Resources Departmengg

Employment Status
Full-time: Full time positions are scheduled to werk consistenthg80 or more hours in a pay week
Part-time: Part time positions are scheduled toworke,more tham'29 hours in a pay week and are not
eligible for benefits or longevity pay
Temporary: Temporary employees are limited to;workdng 130%days in a calendar year. They are not
eligible for TCDRS retirement, holid@jsabencfitsiorfleave time including longevity pay

Position Classification

Positions are classified as exempt'@Bmon-cxémptbasedsorr the definitions and requirements of the Federal

Labor Standards Act. (FLLSA)

. Exempt: Exempt posia@nshane, salarieédhpositions which are not eligible for overtime or compensatory time

. Non-Exempt: Nopdexcmpt positions are hourly positions which are eligible for overtime pay or
compensatory tuiie as determinéd by County policy




Employment

Overtime

Classification Eligibility Accrual

Exempt NO Exempt employees are not eligible for overtime compensation

. Time and a half pay or compensatory time after 40 hours actually worked in
Non-Exempt a work week

« Determination of pay vs comp time is based on departmental budget

Non-Exempt: - Time and a half compensatory tim r 40 hours actually worked

Department of « In the event of a public safety e ncy, the Senior Director has the

Infrastructure discretion to grant overtime p and a half to those employees
performing emergency resp i the request of their supervisor

&

Non-Exempt:

Public Safety Time and a half ov e pay o pensatory time after 40 hours worked
Positions

Non-Exempt:
Law Enforcement Time and ime pa
and Corrections 14 day pa rio
Officers

mpensatory time after 86 hours worked in a

n and/or declaration of a local, state or federal disaster,
Non-Exempt ential personnel (EP) may receive time and one-half in lieu of
Essential Personnel once the normal hours required before overtime eligibility

All overtime must be prea

ial or Department Head. Only hours actually worked are included in the
determination of overti

rs act¥ally worked. Sick leave, vacation, holidays, and other absences from the
work place do not count vertime. Time sheets must be balanced to the number of hours scheduled per
pay period. As used above, ay may refer to accruals of compensatory time or overtime payments.
Compensatory time is limited hours above this limit will be paid overtime pay.




Employment

‘When a position becomes vacant, the position may be posted externally through Human Resources, internally (within the
department) by the Elected Official or Department Head or the position may be filled by an applicant that has previously
applied for a similar position within the past 180 days. The Elected Official, Department Head or their designee will make the
final selection in the recruitment process. The chart below generally defines the processes:

Recruitment

Job Posting Options

Type Description Documentatiou{ Process

A
Vacant position is posted jon will be posted through online
External Job Posting online through Human A request to pos st be

system for @ minimum of 5
Resources sent to Huma ources calendar days

VN

Vacant position is posted Notify i

. : . . otify internal employees of the

internally through email or tify opportunity and provide instructions on

s o how they must apply (i.e. via resume

method within the hiring ; '
department only email response, etc.)

Applications are ed Contac! Human Resources to  Applications will be provided through
Applicant Pool fro i for request applications from the the online hiring system for the
th i previous posting hiring manager to review

Candidate Selection Process

All candidates being considered should meet the mimimum requirements for the position and should go through a

consistent screening and interviewing process. Once a candidate 1s selected, the hiring manager must notifty Human
Resources to complete the final steps in the hiring process.

Nepotism

Nepotism 1s the hiring or influencing others to hire relatives without regard to merit. The County and the Texas

Government Code Chapter 573 outline specific rules prohibiting the appointment, confirmation of

appointment, or voting for the appointment (or confirmation of appointment) of a relative. Refer to the Texas
Government Code Chapter 573(Relationships by Consanguinity or by Affinity) for additional clarification. In

compliance with its own policies, the Commissioners Court will not affirm any Officer who 1s related to another
employee within the same department.

Changes in relationships which may violate this policy, must be immediately reported to Human Resources



http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.573.htm
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.573.htm

Employment

Hiring Post TCDRS Retirement

Williamson County elected officials, department heads, or other agents of the County may not make any prior
commitments, agreements, or arrangements to rehire a Willlamson County TCDRS retiree. Any retiree selected

for a position with Williamson County will require pre-approval from the Human Resources Department due to
TCDRS rules.

Pre-Employment Screening

Potential employees of Williamson County may be required to submit to a crufinal history check, physical exam,
drug screening or other job specific screening, prior to employment. Any j fer 1s contingent upon successfully
completing and meeting the requirements of these screenings. If additi

employment begins which fails to meet the screening requirements

terminated. False information provided by an applicant will dis y the applicant consideration, or 1f
discovered after employment begins may result in terminatio

New Employee Orientation
All new employees must atten icafation before the end of the pay period in
which they are hired.
Direct Deposit
Direct Deposit 1s4iia . pay check will be mailed to the address of record, as
g banking mstitutions. Pay remittance slips can be

Texas County and District Retire em Contributions (TCDRS)

All officials, part-time axm 1Ime are required to participate in the Texas County and District
Retirement System (A€ 10on ofiemployment. Temporary employees are exempt from participation
as provided by Retiremént System regilations. The required contribution 1s deducted from an employees pay each
pay period.
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https://www.tcdrs.org/Pages/Home.aspx

Employment

Transfers

Employees transferring from one County office or department to another
should give at least a two week written notice to their current official/department
head. The current official/department head may waive the two week period. If
an employee status changes from a non-exempt to an exempt position, the
employee’s current compensatory time balance will be paid out as of the last day
in the non-exempt position and at the hourly rate for the non-exempt position.
Compensatory time will also be paid out when a non-exempt employee
transfers from one County department to another. If an employee transfers
from a position that allows for a higher vacation or sick leave balance, the
amount that 1s in excess of the limit for the new position will be forfeited.
Transfers to and from WCCHD, Museum or CSCD are

considered employment separations.

Separation of Employment

Employees are required to provide at least a two week written notice ufforder to
resign in good standing. The last day of employment is the last daygdhe
employee 1s present at work. Leave time cannot be used on thedast day of
employment, with the exception of administrative leave or medigal leave
covered under or at the conclusion of FMLA. In some cases, the Tashday of
employment may be adjusted after a review and approyal process invelwng the
department, Human Resources, and the County AuditorSi@{fice. At the
discretion of the Elected Official or Department Heady the resignation maybe
accepted immediately or at any time within the resignatign notuée’pcriodpin the
event that an employee passes away, the lastdate,of employfient will be the last
date worked or the last day on approvedd@ave wighythe excééption of vacation
leave. Employees must return all Willidmson Coanty propetty immediately
upon request or upon termination df€mployméntamysitemsnot returned may
be deducted from the final paycheck for@ertdin eligible employees.
The following will be paid ongheghinal payeheck or when County assets have
been disabled/returned toghe County:

e Accrued vagdion time or comp time

e Unused hohday time bankediprior to October 1, 2014

Adjusted Service Dates for Rehireddémployees

Employees rehired within 90 days from his/her last employment termination
date, will be remstated with service time based on a calculated adjusted service
date. The adjusted service date 1s the original date of employment minus the
number of break in service days. The adjusted service date will also be used for
determining vacation and longevity accrual rates. Employees rehired 91 or
more days after separation of employment will not receive service credit for
previous employment, unless a one-time exception, that cannot exceed a one
year break in service, 1s awarded based on review and approval by Human
Resources (factors considered include high turnover positions, KSA’s of
former employee or other special circumstances)

Refer to the Uniformed Services Employment and Re-employment Rights Act
(USERRA) for reemployment rights if the break m service is related to active
military leave. Contact the Human Resource Department for assistance.

WILLIAMSON COUNTY COURTHOUSE

COMPLETED IN 1911, THIS IS THE
FIETH COURFHOUSE TO SERVE THE
CITIZENS OF WILLIAMSON COUNTY.
IT WAS DESIGNED BY THE AUSTIN
ARCHITECTURAL FIRM OF CHARLES H

GE € BRO. ALTHOUGH SOME
BUILDING'S DETAILING WAS REMOVED
IN THE 19605, IT REMAINS A FINE
CLASSICAL REVIVAL STRUCTURE FEA-
TURING GIANT ORDER [ONIC COLUMNS



https://www.dol.gov/vets/programs/userra/
https://www.dol.gov/vets/programs/userra/

Work Environment

. . Don’t forget to check
Communications to Employees

All employees are assigned a County email address. County email 1s the
official communication tool for employee communications. All employees
are responsible for accessing and reviewing their County email on a regular
basis.

County email daily!

Breaks

Supervisors may schedule breaks to accommodate operating requirements.
County offices are encouraged to stay open during the noon hour to better
serve the public. Supervisors will inform employees of breaks, if any, and i€
break schedule. The Fair Labor Standards Act (FLLSA) does not require
employers to provide breaks or meal periods to employees.
«  Breaks of less than 20 minutes will not require the employee @ ¢lock out
and will be considered compensable time
Breaks of more than 20 minutes (i.e. errands) will require
non-exempt employees to clock out and not to perform any workéduring
that time
Lunch breaks will be for a period of not less thaiy 80mmmutes, during
which the employee may not perform any work
Lactation breaks
For up to one year after a child's birth, anyemployce wheas breastfeeding
her child will be provided reasonable buéak timesas needed with the same
rules for breaks as listed above. Willidimson County has deSignated certain
rooms for this purpose. EmployeeSwho work€ofissitegor.in 6ther locations
will be accommodated with a private areayasinecessary.

Reporting Time Workéd and Reave Time

Timesheets must be approved and signéd off onshe day indicated on the
payroll calendar by thi€ fime indicated bygthe Payroll Department. Employee
timesheets must be balaneéd to their regularly scheduled hours for the work
week.
« Nonexempt: Employees must séport all hours worked and leave time
taken in the imekeeping systemy
Exempt: Employees do not enter the hours worked, must record leave
time such as sick, holiday, vacation, and FMLA in the imekeeping
system

Time records are a governmental record and according to Texas Penal Code Section 37.10 you are tampering with
=3 =3 J (=3
a government record if you knowingly submit your time record maccurately

Employee Leave Policies

Employees accrue vacation and sick leave for each pay period. The leave
hours may be adjusted when employees are not in paid status. The leave
chart on the next page provides the policies related to the various leave types
authorized by the County.




Leave Chart

Use of accrued leave must be approved by the Elected Official or Department Head

Max
Pay Out

< 5 years= 3 Hours 5 minutes per pay
period 80 hours

Rate of Accrual Policy

® |eave is accrued at the end of the pay

jod
VACATION 5to < 10 Years= 120 hours perio

; ; e Changes in work schedules, may result
160 hours accrual max 4 hours 37 minutes per pay period e A

balances & accruals

_ . Part-time employees earn 1.5 hours
10 + years= 6 Hours 10 minutes per pay 160 hours per pay period with the same max
period accrual as Full-time employees
(Effective 10/1/16)

Proration may occur for
. full-time employees that work less than
VACATION < 10 years= 5 Hours 32 minutes per pay 144 Jiours 30 hours per week

(EMS Paramedics on 24 period (6fshifts) Contact Human Resources for more
hour Shifts) information

168 hours accrual max 10+ years = 6 Hours 27 minutes per pay 168 hours
period (7 shifts)

May only be used for illness or medical
appointment for employee or qua//fy/ng
family member, as defined by FMLA

N/A

\ May not be used to care for a newborn
480 I'?glfrls( ;-cEcﬁlYaE max 4 hours per pay period ot paid at child or the placement of a child with the
ination) employee for adoption or foster care
without certification from the treating
physician, of the child having a serious
. medical condition
May be required to provide

termination) IY period with the same max accrual as
full-ti

672 hours accrual max me employee (Effective 10/1/16)

v documentation
(EMSSF}a(I:’ aK n‘ll-eECﬁggEon 24 N/A Not a substitute for vacation
hour Shifts) 6 ho er p eriod (Not paid at Part-time employees earn 1.5 hours per

N/A Only available to full time

(Not paid at P2
Must be used by the end of the fiscal year

EMS Paramedics on </= 12 hour shifts
will receive 2 days/hours based on normal
shift assignment

FLOATING 20(Bhours)'days per fiscal year [Pel
HOLIDAY* (Effiective October 1, 2017) termination)

Dates are established by
Commissioners Court annually, subject to
change

. ) N/A
 Partitime employees receive 4 hours . Employee must work or be on
HOLIDAY* ploy (Not paid at approved paid leave the day before and

o Full-timeemployees 8 hours termination) after the holiday

EMS Paramedics will receive up to 12
hours based on normal shift
assignment

May be granted following the death of
one of the following relatives: spouse,
N/A mothder, father, child, sislter, br?]ther, |
. randparents, aunt, uncle, mother-in-law,
BEREAVEMENT 2 (8 hour) days per fiscal year ; ather-in-law, sister-in-law, brother-in-law

: Not paid at
LEAVE* (Effective October 1, 2017) ket » Documentation may be requred

EMS paramedics will receive 2 days/hours
based on normal shift
assignment

Includes positions in Law
Enforcemenﬁ, Corrections and Emergency
Non-— Exempt N /A ervices with some exceptions
PUBLIC SAFETY 64 hours per fiscal year, (Not paid at A

ADJUSTMENT does not roll over termination) used with 8 hours of holiday/floating
horl‘idgyl/bdereavement to cover shift as
schedule

*Refer to Non-Exempt Public Safety Adjustment policy




CIVIL LEAVE

BAD WEATHER

ESSENTIAL
PERSONNEL
LEAVE

Leave Chart

Use of accrued leave must be approved by the Elected Official or Department Head

Rate of Accrual

Includes jury duty, voting, work
related court summons, USERRA
(Uniformed Services
Employment & Re-employment
Rights Act)

As determined by jorder of the
County Judge

Max
Accrual

N/A

Policy

e Employee must show jury duty summons to
their supervisor and must return to work if time
permits. County employees will be paid if they
are required to miss their regularly scheduled
work shift, in addition to the jury pay from the
court

o Time off to vote may be approved due to
unusual circumstances, please see Texas State
Regulations

o Leave maygbe approved when an employee is
summonedto testify for a case that is work
relatedéonly

o Thedfirst b5 days (per fiscal year) of Military
Leave (USERRA) will be paid without the
requirementOfileave usage by the employee.
Beyond the firsti5 days the employee may
choose to use vagation leave or be placed on
leave without pay

o Cofitact HR for further information related to
WSERRA leave and benefit continuation

m!loyee must be at work or scheduled and
ady for work on the day of office closure

e Employees on approved leave of any type are
not eligible

o If office closure continues beyond 5 consecutive
days, employees must use vacation pay,
compensatory time, personal holiday or unpaid
leave unless otherwise determined by
Commissioners Court

e Leave is granted when exempt employees must
work during office closure that has been
declared by the County Judge

¢ EP leave must be used before the end of the
current fiscal year



http://www.twc.state.tx.us/news/efte/voting_time_off.html
http://www.twc.state.tx.us/news/efte/voting_time_off.html

Leave Chart

Use of accrued leave must be approved by the Elected Official or Department Head

Type Rate of Accrual Max Accrual Policy

BANKED HOLIDAY  Determined by number of hours * Will not be paid upon termination if
LEAVE worked on the holiday 200 hours earned after 10/1/14

COMPENSATORY Refer to Overtime Policies for S [ e Must be used before vacation time
LEAVE accrual

ny on the job injury must be reported

ediately, failure to report within 30

f the injury may result in a denial

WORKERS Used by employees that must its including leave (Texas labor

COMPENSATION miss work due to an on the job
LEAVE injury e HR will
care with the Worker’s Compensation

carrier

e Contact HR for more information

Wilco PTO leave time is appliediimthe following order:
1) Compensatery time 2) V@cation leave

Note: All leave accruals are based on time actually worked by the employee, deave‘acerties-at the end of the pay period and will be adjusted or
removed if thesemployee has\@anydinpaid leave in the pay week.

A list of County
Holidays can bé
found on wilcg.org

w
R T

For more information on FMLA
visit:
http://www.dol.gov/whd/fmla



http://www.wilco.org/Home/HoursandHolidays/tabid/779/language/en-US/Default.aspx
https://www.dol.gov/whd/fmla/

Family Medical Leave Chart

As required by law, Willilamson County will permit eligible employees to take family or medical leave ("FMLA leave"), in accordance with the

Eligibility

Entitlement

e 12 weeks, unpaid leave,
per rolling year; if criteria
is met including relation-
ship rules

e Any period of absence
due to or necessitated by
USERRA-covered military
service must be counted in
determining an employee's
eligibility for FMLA leave.

e Employees may be
entitled to take their Basic
FMLA Leave for a
"Qualifying Exigency" if the
employee's spouse, son, or
daughter, or parent is a
member of the National
Guard, Reserves, or a
regular component of the
Armed forces, and on
covered active duty or
called to covered active
duty.

terms of this policy

e Worked for the County for at least 12 months
e Worked a minimum of 1250 hours in the last 12 months

Qualifying Reasons/Policy

Basic FMLA ’

e FMLA is unpaid time off to care for a newbornghildieithe placement of a child with the em-
ployee for adoption or foster care. Employeesare not€ligible to utilize sick leave or sick
leave pool, without certification of the child having a sefiolis medical condition

e To care for spouse, child, or parent of the’employee who hasia serious health condition

e Employee's own serious health condition

e Employees requesting leave to car@€for an imm@diate family member with a serious health
condition, may be required to submityproof @fithe familial relationship, such as a birth
certificate or marriage license.

o BuringFMLEA;-Eligible employees with aQ€eled leave will have the leave applied in the fol-
lowing order when the |g@we is related to\@8erious medical
condition: sick, PTO, essentialipay, banked fgliday, floating holiday

o Eligible employees with ag@ruedteaV@mwill hava¥the leave applied in the following order
when the leave is not relat€tl to aerrdusimedical condition: PTO, essential pay, banked
holiday, floating_holiday

¢ Holiday leavéwill'net bank, {€will be utilized in the week earned

iIitaQnying Exigency Leave

Qualifyinghexigeneyis unpaid time off and may include:

e Short-notice deplayrhent when the military member is
notified seven or less calendar days prior to deployment. This is limited to 7 days of leave

e Attending [certain military events related to the call to duty

8, To attend €0 childcare and school activities necessary to
arrangeffor alternative childcare necessitated by the call to duty

¢ TQ attend to certain financial and legal arrangements as a result of the military member's
absence while on duty;

¢ In some instances, to attend counseling arising from the covered active duty or ca\l to cov-
ered active duty status of a military member;

e To spend up to 15 days of leave with a military member on a short leave for rest and recu-
peration

e To attend post-deployment activities during the 90 days after the termination of the military
member's covered active duty status or to address issues related to the death of a military
member while on covered active duty

e To care for a military member's parent who is incapable of self-care when the care is neces-
sitated by the military member's covered active duty, such as to arrange for alternative care
for a military member's parent, to provide care on an immediate need basis or to attend
meetings with staff at a military member's parent's care facility

o Other activities arising out of the military member's covered active duty or call to covered
active duty as agreed upon by the Company and the employee.

e Eligible employees with accrued leave will have the leave applied in the following order:
PTO, essential pay, banked holiday, floating holiday




Family Medical Leave Chart

As required by law, Williamson County will permit eligible employees to take family or medical leave ("FMLA leave"), in accordance with

Entitlement

the terms of this policy

Policy

Military Family Leave— Service Member Caregiver Leave

Under certain circumstances,
employees who meet the eligibility
requirements for FMLA leave to take up
to 26 weeks of leave in a single
12-month period to care for their ill or
injured spouse, child, parent or next of
kin (closest blood relative), who is a
covered service member.

If a husband and wife both work for the
Company and each wishes to take leave
to care for a covered injured or ill ser-
vice member, the husband and wife
may only take a combined total of 26
weeks of leave.

The 26 weeks of leave includes any
Basic FMLA leave taken. However, if the
leave qualifies both for Basic FMLA
leave and for Service member Caregiver
Leave, then the leave will first be desig-
Pated as Service member Caregiver
eave.

The single 12-month period begins ol
the first day the eligible team member
takes FMLA leave to care for a covered
service member and ends 12 months
after that date. If an eligibleg€am
member does not take all@fhis or heg
26 weeks of leave entitlément to care
for a covered service fiémber during
this "single 12-month period," the re-
maining part of his or her'26awork-
weeks of leave entitlement t@ €are for
the covered service member is¥fokfeits
ed. The 26 week leave entitlement'is to
be applied on a per-covered-service
member, per-injury basis.

The term "covered service member" for plFposes of Service member Caregiver
Leave means:

o A member of the Armed Forces (in€ltding a member of the National Guard or
Reserves) who is undergoing medical treatment, recuperation, or therapy, is
otherwise in outpatient status, or is otherwise,on the temporary disability re-
tired list, for a serious injugfor illness

e A veteran who is underg@ing medical treatment, Fecuperation, or therapy, for

a serious injury or illng§s’and whogvas a memberof the Armed Forces
(including a memberfofthe Natighal Guard or Reserves) at any time during
the period of 5 years preeeding the first date on which the veteran takes FMLA
leave to care for the covered veteran.

The term "serious injury or lness":
e In the casg'offagmember of thelArmed Forces (including a member of the Na-

tional Guardior'Resémves), means an injury or illness that was incurred by the
member in ling of dUty omeovered’active duty in the Armed Forces (or existed
before the beginningdof theimeémber's covered active duty and was aggravated
by service in ling of dlty on covered active duty in the Armed Forces) and that
may. render tha'member

medically unfit tg'perform the duties of the member's office, grade, rank, or
rating

In thé case,of a veteran who was a member of the Armed Forces (including a
memberiofithe National Guard or

Reserves) at any time during a period when the person was a covered service
member, means a qualifying (as defined by the Secretary of Labor) injury or
fllness that was incurred by the member in line of duty on a covered active
dutyim the Armed Forces (or existed before the beginning of the member's
covered active duty and was aggravated by service in line of duty on covered
active duty in the Armed Forces) and that manifested itself before or after the
member became a veteran.

Certification for the serious injury or illness of the covered service member
may be required, the employee must respond to such request within 15 days
or provide a reasonable explanation for the delay. Failure to provide certifica-
tion may result in a denial of continuation of leave.

Please contact Human Resources for additional information below:

e Since the laws and regulations governing military leave and military family leave are frequently being changed, if you have
any military related leave request, please check with Human Resources to determine eligibility under the then current

applicable rules

e Relationship to PTO e Status Reports

¢ Restoration of Employment

« Notification e Intermittent Leave

e Employee Benefits

o Certification of Health e Failure to Return from FMLA Leave

e Group Health Benefits




Administrative
Leave
(with pay)

Administrative
Leave
(without pay)

Administrative
Leave
(with or with out
pay)

Administrative
Leave
(with or with out
pay)

Reinstatement

Other
Information

Non-Elected &
Elected Offices

Non-Elected &
Elected Offices

Elected Offices

Non-E Offices

Non-Elected &
Elected Offices

Non-Elected &
Elected Offices

y

Administrative Leave

Policy

« May not be used during or to extend FMLA
Paid Admin Leave lasting more than ten days will require approval of the County Judge
for non-elected offices only
If the County Judge denies a request to grant admin leave with pay in excess of ten
days, the non-elected office may appeal such denial to Commissioners Court

- The employee will be paid base wages, this will not count as hours worked for
overtime purposes
Medical benefits will continue at active employee rates
The employee must contact his/her supervisor weekly, and remain available to return
to duty with 12 hours’ notice
If the employee returns to work, he/she shall geceive full credit for any
suspended accruals/longevity/supplemental gay, unless
determined otherwise

« Any paid leave time other than sick leavé, that has been accumulated will be applied
retroactively to the time spent on pajdfadmimleave, upon returning to duty
Leave will be applied as follows: compensataryatime, vacation, banked holiday

infractions of workplace
Full days/full week period

pent of medical and dental benefits with the HR
Department
ired to periodically contact their supervisor

« Must provide the Senier Director of HR with a written notice that sets forth: the name
of the employee. being placed on admin leave, whether admin leave is with pay or
withott pay;-and the estimated duration of the leave
If the employee is reinstated or terminated the Elected Official must
provide the Sr. Director of HR with the time and date of the
employee’s reinstatement/termination

D 4

Department heads who are direct reports to Commissioners Court may place an
employee on Admin Leave with pay with HR consultation

Subject to the oversight of Commissioners Court

HR will provide proper notices/estimated time duration to the

employee that is placed on paid admin leave

The County does not guarantee the reinstatement of an employee on admin leave,
unless reinstatement is required by some other protected leave

Paid leave will not be accrued while employee is on any admin leave for one or more
full pay periods
Longevity or supplemental pay shall not be paid while employee is on any
admin leave for one or more pay periods
« Supplemental pay is defined in the budget order

Elected Officials are strongly encouraged to comply with all administrative leave policies that are applicable to employees in hon-elected
offices. As a part of the Commissioners Court budgetary responsibilities and fiduciary oversight of public funds, the Commissioners Court
will consider the amount of time that an Elected Official has granted in administrative leave during the prior fiscal year. Elected Officials will
continue to maintain the right to terminate employees under their sphere of authority or provide harsher penalties, within applicable
legal rules, than those that are set out and encouraged herein. Elected Officials are strongly encouraged to consult with the Sr. Director of
the Williamson County Human Resources Department prior to placing employees on administrative leave and prior to making

reinstatement and termination of employment decisions.

To view the full policy visit: policy center



https://wilco365.sharepoint.com/forms/Pages/Policies.aspx

Sick Leave Pool

Membership Policy

e Per Texas Local Government Code Sec.157.075: A participating enrolled employee is eligi-
ble to use time contributed to the county sick leave pool if: because of a catastrophic in-
jury or illness and the employee has exhausted all the accrued paid leave and compensa-
tory time to which the employee is otherwise entitled

e Provides sick leave to an eligible employee once the employee has exhausted all accrued/
banked paid leave

e The maximum amount of Sick Leave Pool (SLP) time that may be granted per benefit
year will not exceed 1/3 of the total amount in the SLP, or 240 hours, whichever is less,
at the time of the request for SLP

BENEFIT SUMMARY

e One year of full-time employment must be completed as of first day of open enrollment
ENROLLMENT e A minimum of 8 Hours and no more than 40 ho ust be contributed
e Must enroll each year during benefits open e ent

= An employee with an illness or injury thagimakesthem unable to perform their job while
on approved FMLA for their own serious medical condition, te-careforan-immediatefami-
-memberorhimfherself

¢ SLP time will not be granted to apfémployee when they aréeceiving workers’
compensation income benefits dinder the Texas Workers Compensation Act

SLP ti il not b ted b d the€nd date of d FMLA |
QUALIFICATION . o V\;?eekv;\ljla)?)o e granted beyend the€nd date of approve eave

e There is no guarantee that an employee will receive or be eligible to be reimbursed for
any time that they coatribute

e Employees cannot receiveltime from thelSkP if they are placed on temporary suspension,
administrative leave,\authorizedimen-medical leave without pay or are otherwise
terminated

ermission to receive SLP benefits
PROCEDURE es Department for more information)

SLP benefit request, Human Resources will review the
documentation

o The nUmBEr of hours granted through the SLP will be based on the FMLA documentation
«SLR.time 'may, only be used for approved workdays and for holidays

o SLR benefit @nchwhen the employee returns to work, exhausts the SLP benefit, upon
sepafation, suspension or administrative leave

N\

eTime contributed to the SLP cannot be designated to a particular employee

CONTRIBUTIONS o If, at any time, the SLP balance falls below two times the number of members, each
member will be required to contribute eight additional hours to maintain membership
e An employee separating from employment may contribute up to 80 hours of sick leave to
the SLP
e All unused time that was granted to an employee from the SLP shall be returned to the
pool

UTILIZATION

e The County may discontinue and/or terminate the SLP program without cause, legal
repercussions, or ramifications with 120 day written notice to all participating employees
o If any provision of this SLP is determined to be invalid or unenforceable, it is the in-

DISCLAIMER tention of the County that the provision will be reformed to the best extent possible in its
sole discretion

¢ The guidelines, terms, and conditions of this SLP program may be amended at any time.
The Commissioners Court must approve any recommended amendment




Work Environment

Benefits

Williamson County offers an excellent comprehensive benefits package to all full ime employees. Benefits are
administered by the Benefits Administration team which 1s a division of the Human Resources Department.
Benefit plans are reviewed annually by the Benefits Commuttee which has the responsibility to make final
recommendations to the Commissioners Court for approval. Additional benefit information is provided 1n the

chart below:

Benefits

Additional

Policy Information

e Full time employees are eligible for medical/visi
first of the month, following the completion of;

¢ Current employees can make changes only

. a qualified life event.
. Medical e Employees are responsible for the employee po all benefit premiums.
Vision, Dental If an employee is on leave without pay, for any re premiums must be

paid prior to the month of coverag i iums will result in
termination of benefits.

¢ Upon retirement, the retiree benefit be paid prior to the Contact the HR Benefits

month of coverage. Team for additional
Information or visit:

- Benefits
ap life in nce for themselves and covered

. i chase additional voluntary life insurance for
Voluntary Life ts during initial enrollment or during open

o EAP ices are proyided at no cost to all full time employees

For more information visit:
https://www.tcdrs.org
Retiree Medical

Retirement e Williamson y has a very generous retirement plan which all full-time
and part-time employees are required to contribute to every pay period



https://wilco365.sharepoint.com/HR-Services/Pages/Benefits.aspx
https://www.tcdrs.org/Pages/Home.aspx?ReturnUrl=%2f
https://wilco365.sharepoint.com/HR-Services/Pages/Benefits.aspx

Continuing Education
& Training

Tuition
Reimbursement

Off-Site Staff
Development

Seminars &
Conferences

Expenditure Guidelines

Policy

o If the County requires an employee to attend a training/certification program directly related to
their job description, the County may pay for the full or partial cost of the program including any
training materials, exam or licensing fees

o If the County pays for any portion of the class/training program and other fees, the employee must
complete the requirements of the program including passing any exams required or the employee
may be required to reimburse the County

¢ Recertification of any required job related certifications may be paid for by the County and are
limited to two times for each renewal period

e The employee will be responsible for paying any further recéffification costs if unsuccessful on the
first two attempts and the employee will not be reimburséd

e Employees must have written approval from the DepaftmentHead/Elected Official for all second
attempts for recertification

e The funds for these items must be available in theddepartments¥raining budget

e The County may pay for tuition, related
as defined by the office or department in
time employees

description

¢ A copy of the job description a
approval request

« Off4Site"staff development is a period away from normal activities for study and instruction under a
professional traiRer or aisbject matter expert

e Off-site staff developmentis limited to once per fiscal year, per department/division

o The,total cost forpoff-site staff development should not exceed the normal and/or customary cost
forvindividual emiployee training expenses and meal reimbursements should not exceed the daily
per-diemiratef(per employee)

o A list of attendees must be submitted for documentation as required by IRS Publication #463
(a sign up sheet is required)

e All training should be obtained at the closest possible location

o If an employee is registered to attend a training opportunity and is subsequently not able to
attend, a County substitute should attend in their place or request a refund

¢ Only job related training will be processed for payment

¢ An employee can request payment directly to the seminar/conference by submitting a check
request form to the Accounts Payable department with proper backup documentation, may take up
to 20 days for processing

e Employees will not be reimbursed for registration fees until after the conference/training has taken
place

e A receipt is required for all fees related to the conference/training




Expenditure Guidelines

Type Policy

e Employees are responsible for excess cost and additional travel expenses resulting from taking an indirect route or a delayed return
trip for personal preference or convenience (supporting documentation showing the fee comparison is required)

e Airfare will be paid directly to the travel agency or airline
Airfare e Airfare purchased on a personal credit card will be reimbursed after the trip has been completed

e Air travel delays which require an overnight stay may be reimbursed with documentation supporting the delay if the airline has
refused to provide complimentary lodging

e The County will not issue reimbursements for tickets purchased with frequent flyer miles
e A maximum of 2 bags will be reimbursed, excessive bag fee charges are not refundable

e Travelers may rent a car at their destination when it is less expensive than other transportation modes such as taxis, airport shut-
tles or public transportation

e Cars rented should be economy or mid-sized (luxury vehicle rentals will not be rei sed)
the Auditors Office

, only if the total cost of the rental is less than

® Renting cars for travel within the County is prohibited unless otherwise appro
e An employee may rent a car to travel to the business destination outside
the mileage reimbursement cost, documentation showing the cost co

Car Rental GfE
e Many car rental companies charge extra if the car is returned

the rental cost and mileage may be re-

ut a full tank, these s must be avoided

e The rental agreement and the charge card receipt (if appli
expense request

e Insurance purchased when renting a vehicle may also be re

e Additional modes of ground travel will not be reimbursed

e A motor vehicle rental tax exemption certifi be complete: turned in at the time of the rental for all vehicle rentals

inside Texas (form located on the Auditor’s P

e Any county official or employee who is authorizédto useghelr personabvehicle to travel on official County business may be entitled
to receive a reimbursement equalgteathe standardimiléage rate allowed by the IRS
® For changes in work site, mileage is onlyreimbursed between County offices, it is not reimbursed when initially reporting to a alter-
nate work location
e Mileage will be reimblirsed based ondthesmestscommonyroute, including toll roads (if a detour, note the detour and the additional
mileage due to the detoUr)
® Reimbursemeniafeirmileage Willlnot exceed the cost of round trip coach airfare, a cost comparison between mileage and airfare
may be réquired
e Reimbursement for mileagetis prohibited between place of residence and usual place of work
e Mileageyshould be calculatedfrom an employees regular place of work or residence, whichever is the shorter
Personal Car i ) i i
Usage distanceWhen traveling to aimeeting, conference, or seminar
o When moreithan one employee travels in the same vehicle, only the driver may claim mileage reimbursement
e To be reimbursed ferthe'tse of a personal vehicle, travelers must provide the following information on their expense report, per
IRS guidelines: dat€,jlocation traveled to and from, purpose of travel and number of miles traveled
e Tolls and parking fees, if reasonable, are reimbursable. Receipts are required for reimbursement. If a receipt is not obtainable, then
written documentation of the expense must be submitted for reimbursement
e Airport parking fees are limited to $15 per day (ABIA economy lots B-G are least expensive)
e It is the responsibility of the employee to keep track of mileage
e Employees assigned to a County vehicle are not eligible for mileage reimbursement
e Operating and maintenance expenses, as well as other personal expenses (such as parking tickets, traffic violations, car repairs and
collision damage) are not reimbursable

e Lodging expenses are reimbursed only if travel is beyond a 45 mile radius from the Williamson County Courthouse, 710 Main Street,
Georgetown, Texas 78626

e Government rate or least expensive rate should be requested at all times
e Hotel accommodations require an itemized hotel folio as a receipt

e When lodging is shared by two or more employees, the names of the authorized travelers should be
noted on the receipt

® Personal telephone charges, whether local or long distance, are not reimbursable
e Single room rate charge plus any applicable tax is reimbursable, no exceptions

Lodging
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Expenditure Guidelines

Policy

e The reimbursement for meal costs in travel of less than one day will be reimbursed on the
employee’s paycheck and will be processed as taxable income

¢ Meals are reimbursable only for County business trips that are outside the County with the
exception of; Commissioners Court meetings that extend beyond 1:00 p.m. and off-site staff
development opportunities that are held within the County

¢ Meal reimbursements are limited to a maximum of $50.00 per day

«$20.00 for meals when traveling outside the County for day trips

+$20.00 for meals on day of return for overnight travel (unles§ returning after 8pm)

+$50.00 for meals when traveling outside the County with@p’overnight stay or work hours extend
beyond 8:00pm (documentation may be required)

.If an overnight stay is required, out of County, but £he stay does not exceed a 45-mile radius from
the Historic Courthouse, an employee may claimf@n amount upteithe $50.00 overnight allowance
for meals, lodging will not be reimbursed

+$50.00 for meals when traveling outside thie’County for day trips and¥he work hours extend
beyond 8:00pm (documentation may beseguired)

e Meals during day trips cannot be charged to the PCard ex@ept.in certain cases, approved in advance by the Auditor
¢ All meals not associated with an overifightastay are taxable

e Meal receipts are not required for per-diem, UnlesSieguestediBy the supervisor or department head

e Alcoholic beverages are not reimbursed

e Tips should be reasonable andsshould be inelyded in the $20.00 or $50.00 meal allowance

o If employment duties reggire traveling to altérnate work locations within the County, meals are not
reimbursable

e Meals purchased faof'€ntertainmént/business purposes are not allowed

e Meal reimbursements<are,paid for Countyiemployees only

ehravel expenditures

supported with an itemized receipt
s, car rentals, and expense reimbursements, all require back-up documentation
rpose of the expense. Acceptable documentation must contain the dates,

nce registration, etc.

e Reimbursement for transportation costs will be at the most reasonable means of transport. The County will

not reimburse airfare prices if they are higher than the cost of mileage reimbursement
Genealiavels Additional expenses associated with the extended travel (such as a Saturday night stay) may be
Information reimbursed when the cost of airfare would be less than the cost of additional expenses (lodging, meals).

Documentation is required to justify the expense

e The use of travel websites such as Expedia, Priceline, Travelocity, etc., are prohibited as these expenses
and taxes are not itemized, and generally do not have cancellation policies. Rental cars may be an
exception if an itemized receipt is available. Accent Travel is available for booking airfare, and there is an
account setup for the County

o Cancellation fees or unused travel expenses, are not reimbursable unless due to a business related
expense, or a personal emergency as approved by the County Auditor. Documentation for the change must
be submitted for consideration. These include fees related to changing or canceling a flight,
cancelation fees related to lodging, or unused travel arrangements




Expense
Reimbursement

Uniforms

Expenditure Guidelines

Policy

e Each expense reimbursement must have the employee signature and department head approval. En-
sure that the correct budget line item is being charged

e All expense reimbursements must be received in the Auditor's office within 60 days of the incurrence of
the expense. Any items over the 60 days will be denied reimbursement; unless specifically approved by
the County Judge.

e Tax for meals, airline tickets, hotel stays and parking are normally the only taxes that will be reim-
bursed for purchases. The sales tax exemption form is availablem the Auditors Portal.

e Employees are responsible for repayment of inappropriately réilnbursed expenses whenever an
audit or subsequent review of the travel expense reimburseémeént documentation finds an employee
submitted reimbursement contrary to these guidelines.

e Personal purchases are not allowed and must be reimbursed immediately if they occur. Attach a check,
made payable to Williamson County, for these chargés with expensekeimbursement

e Expenses incurred due to an employee or an elegtéd official serving o a,board or committee of an
association related to County employment will@nly be reimbursed to the extent that the association
does not reimburse. Documentation of the rgquiest for reifpbursement, will need to be provided from
the association along with the association’s'denial of th@Fequest

e The Auditors office may request additional documentation for any or all reimbursements

piforms for law enforcement and corrections personnel,
ty personnel are subject to the following

e issued a uniform, unless the department head has determined that
is a reasonable job requirement
inctive and not adaptable for personal use. Items that can be easily
eryday use, such as jeans and most footwear are taxable to both the em-
employer. The employee will be taxed for these types of purchases on their

where the uniform is required or while on an authorized meal or other break. The
uniform may not be worn at any other time
All uniforms and other County property must be promptly returned if County employment
ends
Employees will not be issued a uniform without written acknowledgment of this policy
Current budgeted funds cannot be expended for uniforms except in compliance with this
policy
Footwear including the type/brand for all departments must be approved during the budget
process

*The Commissioners Court must approve uniform funding for any official, employee, or reserve deputy



https://wilco365.sharepoint.com/AuditorsPortal/SitePages/Home.aspx
https://wilco365.sharepoint.com/AuditorsPortal/SitePages/Home.aspx

Other Expenses

Employee
Recognition
expenses

Expenditure Guidelines

Policy

¢ A department may purchase small appliances (i.e.; microwaves, refrigerators) for the convenience of
their employees

e Only paid receipts will be reimbursed

e For additional details on ineligible expense items refer to the County Budget Order

o If a receipt is unattainable or is lost, a written statement must be submitted for the expense

e Employee recognition expenses should be nominal in n ill only be reimbursed up to the
amount designated in the budget order
o Employees can be taxed for these items.
e In order to avoid an item being taxable, the f;
Employee Recognition:
Plaques, Awards or Certificates
Plaques, Awards or Certificates of on for retirement
i jon for exemplary job performance

e Employee requirements:
¢ $40 for employees with up
» $80 for employee




Compensation Policies
Compensation Philosophy '

The objective of the County compensation system 1s to demonstrate the honor and value we place on working in public
service. Accordingly, the County’s total compensation policy is to be competitive within the relevant, comparable labor
markets by:

Basing our minimum salaries on the market median

Recognizing outstanding performance and organizational contributions through the use of the merit pay policy

Maintaining the public trust in the County’s financial stewardship

Ensuring accountability for compliance with all Federal, State and local laws, as well as County policies

Salary Study

It 1s the intention of the Commissioners Court that a comprehensive salary study be conducted for every position classification at
least once every five fiscal years. Some positions may be reviewed more often based on factors including high turnover, recruitment
difficulty or market demand.

Participant Role and Responsibility "‘ olicy/Process

e The Commissioners Court shall set the ameunt
. . of compensation, office and travel experisespand
Commissioners Court all other allowances for County and precinct o4Sec. 152.011, Texas Local Government Code
offices and employees who are paid wholly from
the County funds

o Thealposition classifications that have been identified for
the study will be presented to Commissioners Court

o Kick-off & other meetings as necessary will occur
between HR & participating departments/offices
throughout the salary study

e Job descriptions & job analysis tools will be reviewed

* Works cléseljwith depdftments/efficesito clearly ~and/or updated prior to data collection
understand ‘Strticturel&how eachiposition fits e Requests will be sent to the identified market entities
within the organization (see Market below)

Human Resources o ddentifies pesitionsitobe reviewed during the o Data received will be analyzed & compiled

Furrent s QRLVY e Pre-recommendation meetings will occur between HR &
e Gathers & analyzes market data department;/offices
\Provides recommendations to the Commissioners ® Recommendations will be presented to Commissioners
Court Court
e Post-recommendation hearings will be scheduled for

departments/offices that wish to address Commissioners
Court

o All changes will be effective in the new fiscal year
following Commissioners Court approval

¢ Maintains all¢official job descriptions

* Each department;/office will select a designated
point of contact e Attends meetings throughout the process

e Works closely with HR to ensure that the
organization structure and positions are fully
understood

Departments/Offices
e Completes job analysis tools as needed

Counties used for the study will be: Bell, Brazoria, Nueees,
Hays, €ameren, Montgomery, Fort Bend, Denton, El Paso,
Market Hidalgo, Collin & Travis
(based on population, entity e Provides substantiated market data for the
structure and/or geographic identified positions
location)

Cities used for the study will be: Cedar Park, Georgetown
& Round Rock

*This list may be amended as needed based on unique
attributes of some position classifications




Salary Study Findings

Human Resources is responsible for conducting the salary study and making recommendations to Commissioners Court based on

the findings. Recommendations require Commissioners Court approval for implementation.

Recommendation

Title Change

Pay Grade Increase

Pay Grade Decrease

FLSA Exemption Status

Policy/Process

¢ Titles may be recommended for change when it is determined that a new title would better reflect the
required job duties, responsibilities and/or market standards

e Some job titles are unique and therefore can only existlii'the departments/offices that manage the
services of those position types (example: the position titlés Corrections Officer” can only exist within
the Sheriff’s Office)

e Pay grade increases may
minimum salary is below

e Employee’s moving up in pa

o Pay grade\décreases may be recommended when the salary study data indicates that the current
minimum salary is above market median

e An employee with a current salary that is above the new pay grade maximum will not receive a
reduction in pay, however, merit eligible positions will be limited to a lump sum merit

e Fair Labor Standards Act (FLSA) exemption status will be updated when it is determined that the
position is currently misclassified, as required by law

e The update will occur at the beginning of the next pay period following the determination for any
position that must be changed from exempt to non-exempt and as determined most appropriate for a
change from non-exempt to exempt

o Compensatory time will be paid at the time of the update, for positions changing status from
non-exempt to exempt



Compensation

Pay Frequency and Work Week

e Payday 1s every other Friday

e A pay period consists of two weeks’ pay ending on the Thursday of the previous
week before pay day

e The official work week for County departments 1s 12:00 a.m. Friday to 11:59 p.m.
Thursday unless otherwise notified

e The official work week for the 911 Emergency Communications Department 1s
6:00am Friday to 5:59am the following Friday

e Payday 1s the last working day prior to any holiday that falls on a Friday

e The payroll calendar is located on the auditors portal

Payroll Corrections
Underpayment: Any underpayment in compensation for 16 hours or less will be
processed on the following pay cycle.
Overpayment: No employee is entitled to retain any pay in excess of the améunt he
or she has earned according to the agreed-upon rate of pay. If an employééhas been
paid in excess of what he or she has earned, the employee will need todefurn the
overpayment to the County as soon as possible. Any overpayment will’be regarded as
an advance of future wages and absent repayment, will be offset inWhele or ud part
from the next available paycheck(s) until the overpaid amount has beep fudlyrepaid.
Each employee will be expected to sign a wage authorization agreement tQ
acknowledge the amount and provide for the offset.
Deductions: Every effort is made to apply deductions accusatelyv"&Ifigou have
questions about deductions from your pay, please contact the, Payrgll’Depaitmnent
immediately.
Discrepancies: If your pay does not accuratel§ refleetiall hours worked, you should
report your concerns to Human ResourceS, Every réport will befully investigated
and corrective action will be taken. In @ddition, thedCounty will Rot allow any form of
retaliation against individuals who reportallege ddnolattonsiof this policy.

Pay Schedules (pay charts)

Williamson County has ndultiple pay schedules thatieover all classified positions.

These pay schedules aw€approved by the\€ommissioners Court. For more infor-
mation on current pay schédules refer to theinternal Human Resources website.

Job Specific Policies

Court Administrator (District anddCI£Courts)

When a Court Administrator vacameyoccurs in the District or County Court at
Law Courts, the position can only be filled as a Court Administrator I (one) unless
the selected applicant is a current Court Administrator/Coordinator for
Williamson County. Below are the Court Administrator titles with corresponding
required years of experience:

Required District Court/CCL Pay
Experience Grade

Court Admin | CCL/District 1 year or no Expr Wilco B.22

Title

Court Admin Il CCL/District 3 years Court Admin Expr Wilco B.24

Court Admin IIl CCL/District 5 years Court Admin Expr Wilco B.26

Court Admin IV CCL/District 7 Years Court Admin Expr Wilco B.28

Don’t forget to check
pay slips online at any
County Computer!




Compensation

Court Reporters

Employment Status

Court Reporters are non-exempt employees of the County that perform primary
duties for the Court and also may have secondary independent contractor jobs
preparing transcripts. In this second statutory role, who ordered the transcript and
when the transcript i1s prepared dictates whether the Court Reporter is paid wages for
time worked, or paid by the page for producing the transcripts.

Work Hours

‘When Court Reporters are working for the Court, recording and reading back cou

7s policy. Vacation leave, sick leave,
ime missed during the pay period.

« Transcripts Prepared During Worka
Transcripts prepared for the publi
duties during work hours shall be pai
transcripts prepared at wo

« Transcripts Prepare
Transcripts prepare
outside of any other w
maximum established pe
transcripts prepared by the G
Court Reporter’s own time, 1s net ¢onsidered time worked and no salary wages or overtime will be paid in relation to this

time.

Private Paid Transcripts

Private paid transcripts are ordered by third parties such as attorneys, media, etc. Preparation of transcripts, including
any portion thereof, for private paid clients cannot be conducted during the normal work hours or utilizing County
equipment, office space or supplies. This 1s an independent contractor relationship between the Court Reporter and the

third party client, and the production of the transcript must be performed outside of hours the Court Reporter performs
work for the Court. The fees and collection of payment for these transcripts shall be freely negotiated between the Court
Reporter and the third party client, and are not set by the judge who presided over the proceedings.




Salary and Position Changes

The chart below indicates the policies related to pay increases and decreases due to position changes, vacancies
and/or merit. All changes are contingent on budgeted fund availability. Any funds remaining in a department merit

line items will roll over each budget year unless otherwise determined by the Court. Any request outside of these

Compensation

policies will require the approval of Commissioners Court.

Type Description/ Pay + Pay - Approval Additional
Policy Process g, Information
« Merit funding can only ° %?Silfegorkﬂow ®)\Positions participating in a tenure based
be used for . pay scale are not eligible for merit
performance pay * Eachprocessing inCreases
increases pefiod will have a o If it eliaibl
o Eut off date. dmerit eligible
o Merit is awarded based Employee milist have €mployee has reached the
on job performance completed 90 days maximum of their pay grade, a lump
which is evaluated by offempléyment by sum merit payment may be awarded
the applicable that date and cannot exceed 5% of their current
department head or Max of 5% o A NS transfer  D25€ salary
Merit  elected official. per employee, A form mustbe * Menit for small -
Therefore, an employee  per budget year* submittedin departments with 4 or less merit eligible
! i+ employees that do not roll up to a de-
must receive a addition to the : h
performance craluatio vk e el
in order to be eligible * Merit can only be gmount approved b§ thge
for a merit increase transferred out of Commissioners Court not to exceed 5%
o An employee is eligible the merit line item (i.e. if the Court approves merit at 3%,
for merit after 90 days e Merit is not the small departments will
in their current Eransferrable receive 4%)
i etween ificati i i
position e o Verification of evaluation required
Cannot be u ‘
° . frge Refento filling a « Refer to filling a
Position vacangy, promotion vacancy, Contact HR for
Salary  * Cannot be re dt d or A promotion and " additional requirements
Surplus  be moved betw redlassification reclassification q
positions after Feb olicies. policies.
15th
v
A vacant position
may be filled with a
salary up to 25% The maximum salary for a position cannot
ag?‘t’ﬁetg%?é?;nagm er>]<ce%e<|:|| the budgeted annl;.lal sa?rgj/ even if
. the full amount may not be used durin
Filling a When a current employee  See promotion Oracle workflow the budget year dug to the position be?ng
Vacaﬂw separates from above for current N/A required vacant for part of the year. (i.e. budgeted

employment or position

*15% maximum annual (budget year) increase per employee (includes retention, merit, re-organization and reclassification)

Multiple pay changes cannot be processed during the same pay period

Salary/Position Changes

employees (no
additional pay
increases in the

first 12 months with

the exception of
merit)

salary = $30,000, position vacant 6
months = $15,000 not used, when filled
the maximum salary cannot exceed
$30,000 even though $15,000 is unused).



Compensation

Salary/Position Changes

Type Description/Policy

e When a current employee is hired into a

Promotion different position with a higher pay grade

months with the exception of merit

When a current employee is hired into a
position with a lower pay grade or is
demoted to a lower pay grade

Demotion

A change in one or more positions which
impacts the organization chart of the
department or elected office as a result of
one of the following:

Significant change in thegob
description that includés the
addition or deletion of significant
duties and responsibilities

A position that isfdetermined to
be misclassified'byi\comparison to
like positions either internally’or
externally

o No additional pay increases in the first 12 i

Pay +

Max 25% above
minimum of the

pay grade or 10%

above current
salary whichever

s greater. [Cannot

exceed maximum
of pay grade or
budgeted amount
for position]

v

Ximum
ease to the
inimum of the

new pay irade

Minimtm of the

A reclassification cannetresult in pay grade or up to

a position change, that is hot
Reclassification of the'position with the exception
of changes that areidue to
turnover in a key position
(elected/appointed official,
department head or director).
These changes will be reviewed
by the Budget Office and Human
Resources; Recommended
changes will' befplaced on the
Commissioners Court agenda for
approval

A position can only be reviewed for

reclassification during the annual budget, or

between October 1st and February 15th.
May require a public hearing

A department with an approved career

Career Ladder ladder may advance employees according

Advancement ladder documentation. Must be approved

during the annual budget process.

consistent withitheoriginalihtent current salary as

appropriate during

to the parameters established in the career

10% above Maximum
decrease to the
minimum of the

new pay grade

determined

the approval
process

Based on the
steps (when
appropriate)

Based on the
steps in the chart

Additional
Information

Approval
Process

Oracle workflow
required

rkflow  ® Written justification required

re ® Salary may remain the same
if within the new pay grade

Ora

Submission of
reclassification
request through
the budget
software or HR
sharepoint, as
determined by the
type of request
with back up
documentation

Support documentation
required:

o Current job description(s),
current ORG chart, proposed
job description, proposed
ORG chart and justification
for review (i.e. turnover,
added duties, etc.)

Submission of
request through
budget software

with back up

documentation
including whether
additional budget
is required

Documentation of each
position that will advance
during the next budget year
along with the approved
career ladder plan




Compensation
Longevity Pay (excludes Commissioned Officers)

Longevity pay 1s based on an individual employee’s length of service with Willlamson County. Service
time with other entities 1s not recognized.

- Full-time employees will accrue the following per pay period:

$24.00 per pay period after five years of employment

$48.00 per pay period after ten years of employment

$72.00 per pay period after fifteen years of employment
$96.00 per pay period after twenty years of employment
$120.00 per pay period after twenty-five years of employment

- Longewvity pay begins with the pay period following the completion of fivgly€ars of employment and
mcreases each five years to a maximum of 25 years (Subject to prorafion)
- Longewvity 1s paid as a lump sum each December for the previous year, calculat@dystarting from the first pay
period in December, with the exception of employees previouglgauthorized to ¥e€eive payments bi-weekly

Part-time employees will no longer be eligible for longevity efféctive Noy@mber 18, 2016.

Statutory Longevity Pay - Commissioned Officers

Commussioned officers in the Sheriff’s Office are eligible to accrue Statutory longevity pay

(Texas Code - 152.074), at the rate of $5 per monthifori€deh, year of sémice (up to a maximum of 25 years)
after the first year anniversary of their certification as a peace ofhicé

Longevity for Commissioned Officers 1sgpaid bi-weekly?

Tenure Pay Scale Compensatioh Poliéies

Positions will be included on the Tenur@Pay Scale as determined appropriate by the Human Resources
Department and the Eleg@d/Appointed Qlficial. Approval by Commissioners Court is required. All policies
below are contingent @givavailable budget. Ye€ans of service are based on continuous service (with no break of
more than 90 days @8 @ regular employee in an”approved tenure pay scale position in the Shenff’s office, the
offices of the County Afterney or Distiiet Attorney, or in any Constable’s office. Employees transferring between
these departments may régéive creditor their current step based on available budget and the approval of the
hiring department and/or Comumissioners.

QHER'FI:

w\\_\_]hMSON CO UNTY

Regional Animal Shelter



http://www.wilco.org/CountyDepartments/CountyAttorney/tabid/222/language/en-US/Default.aspx
http://www.wilco.org/CountyDepartments/DistrictAttorney/tabid/238/language/en-US/Default.aspx

Compensation

Tenure Salary/Position Changes

Pay + Approval Additional
Pay - Process Documentation

Employees in tenure positions move from
one step to the next on the first day of the
first full pay period in October of each year,
subject to funding by the Commissioners
Court

Oracle
workflow May be required
required

Annual
Step/Tenure
Progression

Employees with less than six (6) months of SegfTenured
service as of the first full pay period in Pay Chart
October, will advance to the next step on the

first full pay period following the approval of

Commissioners Court

Step/tenure progression ends at the top step
of each position rank

4

Promotion (with When an employee is
exception of  ranking position, th de is bas See Tenured
Corrections to Law on years of servi * Pay Chart
Enforcement)

Oracle
workflow May be required
required

9

Willibegin at the first 'Stép of the tenured

gradeiand remain at that step for a period of

one calendar year. Will'be placed at the pay
incrementi€okrespamding to their time of See Tenured
continuous Servicé (with no break of more Pay Chart
than 90 days)Nn'both corrections and law

enforcement asa peace officer

Oracle
workflow May be required
required

Promotion
(Corrections to
Law Enforcement)

When a current employee demoted to a Con TS Oracle
Demotion lower ranking position, the tenured grade is Pay Chart workflow May be required
based on years of service Y required




Certification Pay

Filling a Vacancy

Prior Service
Credit

Transfer from

Law Enforcement

To
Corrections

Tenure Salary/ Positon Changes

Policy

Certification pay will be paid to
non-elected commissioned peace
officers and eligible corrections
officer (County Jail) who hold a
full-time active duty position in a
law enforcement or corrections
capacity with the County on June
1st of each year. Payment for an
entire fiscal year beginning on
October 1st will be based on the
level of certification held as of
September 15th of the preceding
fiscal year. This pay must be add-
ed into the regular rate of pay
when calculating overtime
Certification pay does not transfer
with an individual employee who
leaves a corrections officer
position to accept a law
enforcement position nor does it
transfer with an individual
employee who leaves a law
enforcement position to accept a
corrections officer position except
when the corrections officer
position is that of a Bailiff:

service cred

Qualified law enforcement
applicants and current officers
can receive prior service credit

. Law enforcement officers--
$60 per month for Advanced
Certification; $90 per month
for Masters Certification. THiS
pay must be added intothe
regular rate of pay whép’cal-
culating overtime
Corrections officer§=*$60 per
month for Advaficed

« Certificationg#$90 per month
for MastergfCertificationt Fhis
pay must be added into’the
regular rate of paydwhen cal-
culating overtime

Credits for Prior Service may
apply- See Prior Service Credit

e Deputy— Max L 1.4
e Det/Inv— Max L 2.5
¢ SGT —Max L 3.6

oL T-Max L 4.8

o Captain— Max L5.10
(min L5.6)

Additional
Documents

Approval
Process

Must submit a TCOLE
document to the Human
Resources Department.

Funding must be
available.

@racle
workflow
required

Must submit a TCOLE
document to the Human
Resources Department.

Funding must be
available.

Oracle
workflow
required

TCOLE service
verification
must be
submitted

TCOLE Service
Verification required

Law enforcement officers who transfer from the law enforcement division to the corrections division will be
placed at the pay increment corresponding to their time of continuous of
tenured service (with no break of more than 90 days in both corrections and law enforcement with
Williamson County, if the proper Corrections certification is obtained.)




Employee Responsibilities

Personal Conduct

Policy

Type

Williamson County is a tobacco free workplace. The use of tobacco and non-tobacco products such as
Tobacco Free vapor, e-cigarettes and the use of chewing tobacco or like products is prohibited on all Williamson

Workplace County premises. Employees who violate this policy are subject to appropriate disciplinary action up to
an including termination of employment.

with Federal and State laws
ug and/or alcohol testing may be

Williamson County is committed to a safe workplace. In compli
pre-employment, random and post-accident (or near accide
required for potential or current employees in positions th ndated by law. Additionally, drug
and/or alcohol testing may be required for positions ide ty sensitive or for reasonable
suspicion. Reasonable suspicion includes the report bServation ug/alcohol use or the suspicion
of such, determined by the employee’s supervisor. supervisor m en consult with the Human
Resources Department.

P N

Refusal Refusal to submit to a druw in immediate termination of employment

Positive Results

Employees with a positivaiteStigésult may b@sSubject to immediate termination, if
determined appr@priate*basesd.on faetors related to the matter
(i.e. safafy congérnsyjobyperformance, etc.)

An applicantywith a confirmed positive drug/alcohol test will not be hired and cannot
be c?nsidered for employment for a period of one year after the confirmed positive
result.

Pre-
Employment

FirsBioffense - An employee with a confirmed random positive drug/alcohol test will be
required to attend drug/alcohol counseling/treatment at their own expense and

Drug and provide decumentation of completion. Failure to attend and complete counseling/
Alcohol Testing treéatmentWill result in immediate termination of employment. Once documentation in
Policy previded a‘determination of continued employment will be made by the Department

and'Human Resources.

Subsequent Offenses — Any employee with a confirmed random positive drug/alcohol
test will be subject to random testing on a frequent basis if re-instated after initial
@gompletion of treatment. Further positive test results will result in immediate
termination.

Post-Accident/Near Accident- Any employee with a confirmed post-accident drug/
alcohol test will be terminated immediately.

Random

First Offense - An employee with a confirmed reasonable suspicion positive drug/
alcohol test will be required to attend drug/alcohol counseling/treatment at their own
expense and provide documentation of completion. Failure to attend and complete
counseling/treatment will result in immediate termination of employment. Once
documentation in provided a determination of continued employment will be made by
the Department and Human Resources.

Subsequent Offenses — Any employee with a confirmed reasonable suspicion positive
drug/alcohol test will be subject to random testing on a frequent basis if re-instated
after initial completion of treatment. Further positive test results will result in
immediate termination.

If an employee feels that they may have a drug or alcohol problem, they may contact
Human Resources or the Employee Assistance Program for information on available
resources.

Reasonable
Suspicion

Page 30



Employee Responsibilities

Personal Conduct

Type Policy
Sexual harassment is prohibited and is an unlawful employment practice in violation of Title VII of

the Civil Rights Act of 1964. Unwelcome sexual advances, requests for sexual favors, and other
verbal or physical conduct of a sexual nature constitute sexual harassment when:

*Submission to such conduct is made either explicitly or implicitly a term or condition of an
individual’'s employment

*Submission to or rejection of such conduct by an individual is used as the basis for employment
decisions affecting such individual, or such conduct has the purpose or effect of unreasonably

interfering with an individual’s performance or creating an intimidating, hostile, or offensive work
environment

Examples of sexual harassment:
e Unwelcome sexual advances, propositions, sexual€0mments Or suggestive or lewd remarks
e Physical assaults or other physical conduct of agSexual nature,SiReluding unwanted hugs or touches

e Sexual displays or publications anywhere in the"workplace, including@yderogatory or pornographic
posters, pictures or drawings
Other prohibited harassment:

¢ Any unwelcome verbal or physical condictithat bélittles, shows hostility, or ridicules an individual
because of race, color, gender, religion, national origin, disability, age or sexual orientation when
such conduct is so severe or pervasive that iUnieasonably interferes with an individual's work
performance and creates an intimidating, hostile 0 offensive work environment

Each official, department headmsupervisorxahd employee has the responsibility to
maintain a work enviroRment frée 0ffsuch harassment and to report or file a complaint

Sexual Harassment as soon as possible. Officials afid employees involved in a sexual harassment situation
are requireditoleeoperateNin@ny investigation that occurs

Employees who believe they have been sexually harassed should report their complaint
immediatelym\erbally’inform one of these individuals:
0 Bbeif Stpervisor
o Thenext level of management above their Supervisor
Op. ThedHuman Resources Department

Reporting:
Al complaints received by any elected official, department head, or supervisor must be

immediately repoftéd to Human Resources. Violations may result in disciplinary action up to and
inclading termingtion of employment. All complaints will be investigated.

DisciplinamsMeasures _ )
Where anSinyestigation reveals that allegations of unwelcome harassment are true, appropriate

remedial action, including discipline, will be taken. All disciplinary measures will be implemented
promptly and shall be commensurate with the person's conduct. The remedies vary depending on
the entire facts and circumstances found by the investigation.

Employees are required to report arrests, convictions and changes in the status of any criminal
proceedings immediately to their supervisor and department head or elected official. Failure to
notify the appropriate authority may result in immediate termination.

Arrest/Criminal
Conviction

While Williamson County encourages employees to enjoy and make good use of their off-duty time,

certain activities may become a problem if their work is effected. Employees may use social media in
Social Media any way they choose, as long as it does not produce adverse consequences. For this reason,

employees are required to read and understand the social media policy which is accessible by

visiting the policy center .



http://www.eeoc.gov/laws/statutes/titlevii.cfm
http://www.eeoc.gov/laws/statutes/titlevii.cfm
https://wilco365.sharepoint.com/forms/Pages/Policies.aspx

Employee Responsibilities

Personal Conduct

Type Policy

Employees are encouraged to vote and to exercise other responsibilities of citizenship consistent with state
and federal law and these policies. Employees are not required to contribute to any political fund or render
any political service to any person or party. Employees will not be dismissed, suspended, demoted, or
otherwise prejudiced for refusing to do so. Employees may not:

¢ Use official authority or influence to interfere with, or affect the result of an election or nomination for
office

o Directly or indirectly coerce, attempt to coerce, command, or advise a local or state officer
(or employee) to pay, lend, or contribute anything of value to a party, committee, organization,
agency, or person for a political purpose

Political Activity

County employees, except elected officials, may not participatedfifpolitical activities while on County
duty. Employees are expected to remove County uniforms ap@identification, including rank and/or title,
before participating in a political activity. In addition, no Catinty-owngé\property, vehicle, building, and/
or office may be used for displaying campaign materials @k for conductingyany partisan political activity.
This section does not apply to the use of the Courthous€,”Courthouse graufds or County buildings when
used for the purpose of political announcements approved by Commissionetsi€ourt.

Persons not employed by Williamson County ma ici distribute literature in the workplace at any
time for any purpose. Williamson County recogniz loyees may have interests in events and
organizations outside the workplace; however, may icit or distribute literature concerning these
activities during working time. (Workingti de lunch breaks, or any other periods in which

Solicitation  €mployees are not on duty.) In additit i solicitations is limited to County bulletin
boards. An employee should check wit S N elected official for approval. Solicitations
using electronic systems, including Cou phibited and subject to the Electronic Systems Use
Policy located in the Policy Center

P

If an employee reports afviolationyofi the lawito an appropriate law enforcement authority, they cannot be
suspended, terminated, or otherwise discrimiRated against by the County or an Elected Official. This policy
prohibits retaliation<@gainst publi€ émployees Who report official wrongdoing including sexual harassment.

Retaliation

Employees are expecte t work, on time and to complete their scheduled shifts. Employees that miss
Attendance three CW t notification will be separated from employment and considered to have
resigned

The Téxas Penal Code Section 1.07(a)(41) and Texas Penal Code 36 includes specific definitions, details
regarding,gifts, gratuities:and bribery for public servants. A Public servant means a person elected,
selectedappointed, employed, or otherwise designated as one of the following: (even if they have not yet
qualified fogoffice or assimed duties)

¢ An officer, employeé, or agent of government

e A juror or grandjuror

o An arbitrator, referee, or other person who is authorized by law or private written
agreement to hear or determine a cause or controversy

e An attorney at law or notary public when participating in the performance of a government
function

¢ A candidate for nomination or election to public office

e A person who is performing a governmental function under a claim of right, although they
are not legally qualified to do so

Gifts/Gratuities

It is the responsibility of the employee, officer or agent of the government to read and understand all
aspects of the Texas Penal Code Section 1.07 and Texas Penal Code 36 that relate to gifts, bribery and
acceptance of honorarium

Outside employment is acceptable, as long as it is outside the hours they are scheduled to work for the
Outside County. Also as long as such employment does not violate state laws concerning abuse of office or
Employment employment, interfere with normal duties, and does not constitute a breach of ethics or conflict of interest.



https://wilco365.sharepoint.com/forms/Pages/Policies.aspx
http://www.wilco.org/Portals/0/Departments/HR/Texas%20Whistleblower%20Act%20Notice%20-%20March%202011.pdf

Employee Responsibilities

Discipline

Discipline may include both corrective action and more conclusive measures, including termination. The
appropriate level of discipline will be determined based on the facts of the disciplinary violations. Below are some
examples of violations of workplace conduct:

e Insubordination e Violence in the work place e Harassment
e Conduct unbecoming of a County employee o Poor attendance e Discrimination
e Abuse of sick leave o Theft e Retaliation

e Conviction of a crime e Poor job performance

This Iist 1s not all inclusive

Grievance Policy and Procedure

Summary

For employees in offices of Elected Officials, the grievance proces 1ned by the Elected Official should be
followed. Elected Officials are the final appeal leve '

This guidance does not alter the employment-at-will
be precedent setting or binding on future gmesance: s§ they are ofhicially stated as County policy. When
e employee’s original grievance.

Procedures for Emplovees in No

Employees may file a grievance at any , e retaliated against for the filing of the grievance.

Employees are encourage ISGLISS sues with their supervisors/managers prior to filing a grievance
For procedures to fol
. Chapter 1

Informal Grievances

An mformal grievance 1s pres¢

Attempt to resolve the grievance by an informal conference with the

Supervisor

However, if the official or department head is the

wrongdoer in instances of harassment, retaliation, or potential whistle
blower activity the employee should immediately contact the Human
Resource department

If the informal conference does not result in a satisfactory
resolution of the problem, the formal grievance steps should be followed




Employee Responsibilities

Grievance Policy and Procedure

Formal Grievances

The steps for a formal grievance are as follows:

1)

Must be in writing, signed and presented to the supervisor of the employee submitting the grievance, within ten business
days after the alleged issue occurred. A statement of the specific corrective action that requested must be included in the

written grievance.

« In the event that it would be mappropriate to address the grievance with said supervisor, such as when the
supervisor 1s the wrongdoer, the employee should go to the department head or elected official

« If the department head or elected official is the wrongdoer in instances of ssment, retaliation, or potential
whistle blower activity, the employee should contact Human Resources

After being presented with a written and signed grievance, the supervisor wi
Meet with the employees involved and other people necessary
Immediately notify the Department Head and the Hum:z source Department
Attempt to resolve the grievance with the employee
Communicate the decision in writing within ten business day er the receipt of the grievance

Send a copy of the proposed resolution to
Department

If the employee filing the grievance does n

business days, from the date the griev:

o They must file a written ap

Human Resource Depart

The Department Head willdieyi acts.and the file, and may mvestigate the charges personally or through a
designee.

« The pers restigation may meet with the parties involved.

o The Departme official will respond in writing to the employee within ten business days of the
date the appeal wa

If the Department Head 1s ap ed by the Commissioners Court, Juvenile Probation Board, or District Judges, and
the employee who submitted the grievance does not receive a written resolution from the

Department Head within ten business days of the date the grievance was appealed, (or if unsatisfied with the appointed
Department Heads proposed resolution)

A written appeal must be filed within ten business days, with the appropriate appointing authority
(i.e., Commussioners Court, Juvenile Probation Board, or District Judges) through the Human
Resource Department.

The appropriate appointing authority will then review the facts and the file and conduct an mvestigation, if deemed
appropriate, before deciding. The appropriate appointing authority’s decision is final. Longer intervals to facilitate
mvestigation or fact-finding on behalf of the County may be appropriate depending upon the grievance and may
increase the 10 day response time, accordingly.




For additional policy information contact the Human Resources Department or visit the policy center
301 SE Inner Loop Suite 108
Georgetown, TX 78626
512-943-1533

RESOURCES

Granger

Georgetown

Leander



https://wilco365.sharepoint.com/forms/Pages/Policies.aspx



