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ELECTED OFFICIAL 

ACKNOWLEDGMENT FORM 
 

Name of Elected Official (Print):    
 

Office of Elected Official:    
 
 

 

• I have received my copy of the Austin County Personnel Policies & Procedures 

effective December 11, 2000, including revisions 2022-2023, 2024-2025 or have 

accessed them via the internet www. austincounty.com  

• It is my responsibility to read and comply with the policies and procedures in this 

document and any revisions made to it. 

• Upon separation from Austin County, I agree to return any county property in my 

possession and acknowledge that failure to do so may result in legal action by 

Austin County against me. 

• I undersigned have read the Austin County Employee policy manual that the 

Austin County Commissioner’s Court has adopted. As an Elected Official of 

Austin County, I endorse and approve the Employee policy manual. I approve the 

documents as it reflects my commitment to Austin County employees and it 

reflects my commitment to conform to appropriate state and federal laws. 

• I agree to be bound by the terms and conditions of the Austin County Employee 

policy manual, as witnessed by my signature below. 

Elected Official Signature:      
 

Date:    
 

THIS FORM MUST BE COMPLETED AND SIGNED AT THE TIME OF ISSUANCE/ACCESSIBILITY OF THE 

EMPLOYEE HANDBOOK. A COPY OF THIS ACKNOWLEDGMENT IS TO BE PLACED IN EACH EMPLOYEE'S 

PERSONNEL FILE. 

AUSTIN COUNTY 

PERSONNEL POLICIES & PROCEDURES ACKNOWLEDGMENT 

These Policies and Procedures Apply to Your Job. 

Please Read Them Carefully. 

http://www.austincounty.com/


 

 

 

 

 

 

EMPLOYEE ACKNOWLEDGMENT FORM 
 

Name of Employee (Print):   

Department:     

 

 

• I have received my copy of the Austin County Personnel Policies & Procedures 

effective December 11, 2000, including revisions 2022-2023, 2024-2025 or have 

accessed them via the internet www. austincounty.com  

• It is my responsibility to read and comply with the policies and procedures in this 

document and any revisions made to it. 

• Upon separation from Austin County, I agree to return any county property in my 

possession and acknowledge that failure to do so may result in legal action by 

Austin County against me. 

• It is expressly understood that the contents of this manual constitute the terms of 

my employment with Austin County as “employment-at-will”. Within 

requirements of state and federal law regarding employment, Austin County, can 

dismiss an employee at any time, with or without notice, for any reason or no 

reason. Theses personnel policies do not constitute or imply a contract, 

agreement, promise, or guarantee of employment or of continued employment. 

Austin County has the right to change these policies at any time, without prior 

notice to employee. 

• These policies and procedures govern my employment, and if I violate any of 

them, I will be subject to appropriate discipline. 

• I should talk to my supervisor if I have any questions about these policies and 

procedures or issues not addressed in them. 

Employee Signature:      
 

Date:    
 

THIS FORM MUST BE COMPLETED AND SIGNED AT THE TIME OF ISSUANCE/ACCESSIBILITY OF THE 

EMPLOYEE HANDBOOK. A COPY OF THIS ACKNOWLEDGMENT IS TO BE PLACED IN EACH EMPLOYEE'S 

PERSONNEL FILE. 

AUSTIN COUNTY 

PERSONNEL POLICIES & PROCEDURES ACKNOWLEDGMENT 

These Policies and Procedures Apply to Your Job. 

Please Read Them Carefully. 

http://www.austincounty.com/


NOTICE TO EMPLOYEES 

Austin County operates under the legal doctrine of “employment at will” and, within requirements 

of state and federal law regarding employment, can dismiss an employee at any time, with or 

without notice, for any reason or no reason. 

 
These personnel policies do not constitute or imply a contract, agreement, promise, or 

guarantee of employment or of continued employment. 

 

The county has the right to change these policies at any time, without prior notice to employees. 

Each reference in these policies to the county means Austin County, Texas. 



EMPLOYMENT WITH AUSTIN COUNTY 
 

 
Dear Austin County Employee: 

 

WELCOME to Austin County government. Whether you are a new employee or an 

experienced employee, these personnel policies are a guide to public service with Austin 

County. In adopting them, the Commissioners Court is providing written guidance about the 

benefits of employment with the county, about expectations for employees, and about laws 

with which we must all comply. 

 

As public servants, our objective is to provide the best possible service to the citizens of the 

county in a fair, efficient, and courteous manner. Your job is important to our overall success. 

 

As a county employee, you have a responsibility to the citizens of Austin County. How well 

you do your work and how you conduct yourself on the job are both subject to public approval. 

Oftentimes, your contacts with citizens will be the only basis on which the county government 

is judged; therefore, you owe it to both the county and yourself to serve the public in the best 

possible manner. The county has proven to be a good place to work, but it is up to each 

individual employee to maintain his or her position as a result of good performance, proper 

attitude, and responsible action in the use of tax dollars. 

 

The personnel policies and procedures of the county are adopted by the Commissioners Court, 

are subject to regular review, and may be updated or changed from time to time without prior 

notice. 

 

Other county Elected Officials and Department Heads may have additional policies governing 

their employees, but any departmental policies may not conflict with these countywide policies 

that implement state and federal law. Be sure to check with your supervisor or Department 

Head to see which additional policies, if any, are applicable to you.  If you need more details 

on the countywide policies and procedures, please consult Human Resources. 

 
 

Sincerely, 

 

County Judge and 

Commissioners Court 



ABOUT AUSTIN COUNTY GOVERNMENT 
 

 
Austin County’s government organization is established by the Constitution of the State of Texas 

and by state statutes. Its operations are governed by state and federal law and by actions of the 

Commissioners Court. 

 

The Commissioners Court consists of four county commissioners, each elected by the voters of a 

commissioner’s precinct, and the county judge, elected by all of the voters of the county. Officials 

elected on a countywide basis include the County Criminal District Attorney, County Clerk, 

County Court-at-Law Judge, County Judge, County Tax Assessor-Collector, County Treasurer, 

District Clerk, District Judge, and Sheriff. Officials elected on a precinct level are 

Commissioners, Justices of the Peace and Constables. 



HISTORY OF AUSTIN COUNTY 
 

The area that is now Austin County was originally home to American Indians, notably the 

Karankawas. As what is now Texas shifted from French to Spanish to Mexican control, the 

Austin County area was crossed by the Atascosa Road. The road was a key link from the 

mission and fort at Goliad to the United States. Austin County became central to early Anglo- 

American settlement of Texas as the area was picked by Stephen F. Austin to found his first 

colony. Later, it became home to German then Czech immigrants and to African- 

Americans, which provided a rich mix of ethnic cultures. Today, Austin County can celebrate its 

mix of cultures as it preserves the best from its past while absorbing new growth as part of Texas’ 

largest urban region. 

 

Some of the highlights of Austin County history include its selection in 1823 by Stephen F. 

Austin, now known as the Father of Texas, as the site for his colony, with San Felipe as its 

headquarters; publication of the first newspaper in Texas, the Texas Gazette; organization of a 

postal system for Texas; and creation of a Committee of Safety, later to become known as the 

Texas Rangers. 

 

The first organized opposition to Mexico’s rule over Texas came at the Convention of 1832 in 

San Felipe and from 1835 until 1836 San Felipe was the capital of the provisional government of 

Texas. 

 

Austin County government as we know it today was formed in 1837. 



1.00 GENERAL POLICIES 
 
 

1.1 AUTHORITY 

These policies are established by the Commissioners Court, and any deletions, amendments, 

revisions, or additions to the policies must be approved by the Commissioners Court. Any 

interpretations of these policies are made by the Commissioners Court. 

 

These policies completely replace and supersede any and all personnel policies previously 

adopted, individually or as a set of policies, by the Commissioners Court. 

 

In addition to these personnel policies, Elected Officials and Department Heads may establish 

departmental rules and regulations that relate specifically to their departments, as long as they 

do not conflict with these policies. Departmental rules are important and employees must 

comply with them. If there is a conflict between a departmental rule or policy and these 

policies or any future amendments to these policies, the terms of these policies, as amended, 

will prevail. 



1.2 SEVERABILITY 

The provisions of these policies are severable, and if any provision or part of a provision is 

held invalid, illegal, or unenforceable, this will not affect the validity of the remaining 

provisions or parts of provisions, which will remain in force and effect. 



1.3 RESPONSIBILITY FOR IMPLEMENTATION OF 

PERSONNEL POLICIES 

Responsibility for personnel functions in the county is divided among county offices as follows: 

 
County Commissioners Court oversees and interprets general personnel policies, and any 

modifications will be recorded in the official minutes of the court; 

 

Elected Officials and Department Heads select and supervise employees and are responsible 

for the administration of these personnel policies within their own departments or units. 

 

The County Treasurer processes payroll, distributes payroll checks, processes W-2 forms. 
 

The County Auditor maintains travel and expense reimbursements, official budget adopting 

annual compensation of elected and appointed officials and employees for the fiscal year. 

 

Human Resources recommends plans and implements changes in personnel policies and 

procedures as directed by Commissioners Court, maintains official personnel records (including 

maintaining originals of employee time and leave records), administers Texas County & 

District Retirement System (TCDRS) for all eligible employees, verifies  employment, 

maintains W-4 forms, administers the annual Section 125 Plan, all other active benefits, and 

Benefit Election annual enrollment, often processes vacancies for employment for Department 

Heads and Elected Officials by advertising on the county website and when appropriate, conducts 

orientation for new hires, conducts an exit orientation for all employees leaving employment, 

coordinates random drug and alcohol testing, post-accident testing, pre-employment requirements 

(physicals, drug and alcohol testing), Workers’ Compensation, FMLA (Family Medical Leave 

Act), Sick Leave Pool, and Accident/Incident Reports. Communicates with and assists, 

effectively and courteously, Commissioners Court, Elected Officials, Department Heads, all 

employees and the public. 

 

Funds approved in county budgets may not be expended in violation of these policies. 



1.4 PURPOSE OF PERSONNEL POLICIES 

These policies set forth the primary rules governing employment with the county. The policies 

contained herein inform employees of the benefits and obligations of employment with the 

county. They have been prepared and adopted in order to promote consistent, equitable, and 

effective practices by both employees and supervisors, which will result in high quality public 

service to the citizens of the county. 



1.5 APPLICABILITY OF PERSONNEL POLICIES 

These personnel policies apply equally to all employees of the county unless a class of employees 

is specifically exempted by law or by the terms of these policies. Individual departments may 

elect to stand independently and have other more restrictive policies govern their department (i.e. 

Emergency Medical Services and Sheriff’s Office). A copy of all independent policies must be 

forwarded to Human Resources. 

 

In cases where federal or state laws or regulations supersede local policy for specific groups of 

employees, such laws or regulations will substitute for these personnel policies only insofar as 

necessary for compliance. 



1.6 EMPLOYMENT-AT-WILL 

 
All employment with Austin County shall be considered “at will” employment. No contract of 

employment shall exist between any individual and Austin County for any duration, either 

specified or unspecified. No provision of this employee policy manual shall be construed as 

modifying your employment at will status. 

 

Austin County shall have the right to terminate the employment of any employee for any legal 

reason, or no reason, at any time either with or without notice. 

 

Austin County shall have the right to change any condition, benefit, policy, or privilege of 

employment at any time, with or without notice. Employees of Austin County shall the right to 

leave their employment with the County at any time, with or without notice. 



1.7 DISSEMINATION OF PERSONNEL POLICIES 

Human Resources will maintain the official set of the personnel policies, with all revisions, for 

reference by employees, and is responsible for providing a complete copy of this manual and 

copies of all subsequent revisions or policy changes to each Department Head or Elected Official 

for distribution to employees in the department.  If a question arises about a particular policy, the 

official set of policies in Human Resources should be consulted and will control. 

 

Human Resources will provide a copy of the personnel policies to new employees on their first 

day of employment, and the employee will sign an acknowledgment that he or she has received a 

copy of the Personnel Policies Manual and understands that he or she is responsible for knowing 

the contents. Employees are required to read this manual carefully and to adhere to the rules and 

regulations stated herein. Upon receipt of the personnel policies, each employee and Elected 

Official or Department Head will review the policy with the employee. The signed 

acknowledgment is filed in the employee’s official personnel file in Human Resources. 



1.8 EQUAL EMPLOYMENT OPPORTUNITY 

 
Austin County is an equal opportunity employer. The County will not discriminate on the basis 

of race, color, religion, national origin, sex, sexual orientation, including lesbian, gay, bi-sexual 

or transgender status, age, genetic information, pregnancy, veteran status, disability, or any other 

condition or status protected by law in hiring, promotion, demotion, raises, termination, training, 

discipline, use of employee facilities or programs, or any other benefits, condition, or privilege of 

employment except where required by State or Federal law or where a bona fide occupational 

qualification exists. If an employee needs an accommodation as a result of a condition or status 

protected by law, please advise your Elected Official, Appointed Official, or Department Head. 



1.9 SEXUAL HARASSMENT 

Sexual harassment is strictly prohibited by Austin County, whether committed by an elected 

official, an appointed official, a department head, a co-worker or a non-employee the county 

does business with. It is the policy of Austin County to provide a work place free from sexual 

harassment for all employees and to take active steps to eliminate any sexual harassment of 

which the County becomes aware. 

Employees engaging in sexual harassment shall be subject to discipline, up to and including 

termination of employment. Sexual harassment shall include, but not be limited to, unwanted 

sexual advances, requests for sexual favors, and other verbal, non-verbal or physical conduct of a 

sexual nature, which includes slurs, jokes, statements, gestures, touching, pictures, emails or 

cartoons where: (1) the submission to such conduct is either an expressed or implied condition of 

employment; or (2) the submission to or rejection of such conduct is used as a basis for an 

employment decision affecting the harassed person; or (3) the conduct has the purpose or effect 

of substantially interfering with an affected person’s work performance or creating an 

intimidating, hostile, or offensive work environment. 

All claims of sexual harassment shall be taken seriously and investigated promptly and 

thoroughly. While all claims of sexual harassment shall be handled with discretion, there can be 

no complete assurance of full confidentiality. 

Employees who feel they have been sexually harassed should immediately report the situation to 

the elected official, appointed official or department head who is responsible for the department 

in which they work. If, for any reason, the employee feels that reporting the harassment to the 

official or department head may not be the best course of action, the report should be made to the 

County Judge or to the County Attorney. 

Every reported complaint will be investigated promptly and thoroughly. The official or 

department head to which a claim has been reported shall be responsible for seeing that prompt 

action is taken to investigate the claim. 

Once the investigation is complete, the employee making the claim shall be notified of the result 

of the investigation and any actions which are to be taken. 

Use the following procedures so that your complaint maybe resolved quickly and fairly. 

a) When practical, confront the harasser and ask them to stop the unwanted behavior. 

b) Record the time, place and specifics of each incident, including any witnesses. 

c) Report continuing sexual harassment to the Elected Official, Appointed Official, or 

Department Head who is responsible for your department or to the County Judge or the 

County Attorney. 

d) If a thorough investigation reveals that unlawful sexual harassment has occurred, Austin 

County will take effective remedial action in accordance with the circumstances, up to 

and including termination. 

Retaliation against an employee who reports sexual harassment or who cooperates as a witness in 

the investigation is prohibited by law as well as this policy. 

Employees who feel they have been subjected to illegal retaliation should immediately report the 

situation to the elected official, appointed official or department head who is responsible for the 

department in which they work. If, for any reason, the employee feels that reporting the 



retaliation to the official or department head may not be the best course of action, the report 

should be made to the County Judge or to the County Attorney. 

Reporting or failing to report claims in accordance with the procedure given in this policy shall 

not limit other legal recourse an employee may have in regard to sexual harassment charges. 



1.10 GENERAL HARASSMENT 

Austin County is committed to a workplace free of harassment. Harassment includes unlawful, 

unwelcomed words, acts or displays based on sex, including lesbian, gay, bi-sexual or 

transgender status, sexual orientation or gender identity, race, color, religion, national origin, 

age, genetic information, pregnancy, disability, family or military leave status or veteran’s status. 

Such conduct becomes harassment when (1) the submission to the conduct is made condition of 

employment; (2) the submission to, or rejection of, the conduct is used as the basis for an 

employment decision; or (3) the conduct creates an offensive, intimidating or hostile working 

environment or interferes with work performance. 

Harassment is strictly prohibited by Austin County whether committed by an Elected Official, 

Appointed Official, Department Head, co-worker or non-employee with whom the County does 

business. 

Employees who feel they have been harassed should immediately report the situation to the 

Elected Official, Appointed Official or Department Head who is responsible for the department 

in which they work. If, for any reason, the employee feels that reporting the harassment to the 

Official or Department Head may not be the best course of action, the report should be made to 

the County Judge or to the County Attorney. 

Every reported complaint will be investigated promptly and thoroughly. While all claims of 

harassment shall be handled with discretion, there can be no complete assurance of full 

confidentiality. The Official or Department Head to which a claim has been reported shall be 

responsible for seeing that prompt action is taken to investigate the claim. 

Once the investigation is complete, the employee making the claim shall be notified of the result 

of the investigation and any actions which are to be taken. 

Retaliation against an employee who reports harassment or who cooperated in the investigation 

is prohibited by law as well as this policy. Employees who feel they have been subjected to 

illegal retaliation should immediately report the situation to the Elected Official, Appointed 

Official, or Department Head who is responsible for the department in which they work. If, for 

any reason, the employee feels that reporting the retaliation to the Official or Department Head 

may not be the best course of action, the report should be made to the County Judge or County 

Attorney. 

Remedial action will be taken in accordance with the circumstances when the County determines 

unlawful harassment or retaliation has occurred, up to and including termination 



1.11 AMERICANS WITH DISABILITIES ACT AMENDEMENTS 

ACT 

 
It is the policy of Austin County to prohibit any harassment of, or discriminatory treatment of 

employees on the basis of a disability or because an employee has requested a reasonable 

accommodation. If an employee feels they have been subject to such treatment, or has witnessed 

such treatment, the situation should be reported to your Elected Official, Appointed Official, or 

Department Head. All Elected Officials, Appointed Officials, Department Heads and employees 

with responsibilities requiring knowledge are instructed to treat the employee’s disability with 

confidentiality. It is Austin County’s policy to reasonably accommodate qualified individuals 

with disabilities unless the accommodation would impose an undue hardship on the County. In 

accordance with the Americans with Disabilities Act, as amended (ADAAA), reasonable 

accommodations may be provided to qualified individuals with disabilities when such 

accommodations are necessary to enable them to perform the essential functions of their jobs, or 

to enjoy the equal benefits and privileges of employment. This policy applies to all applicants for 

employment, and all employees. If you require accommodation, please contact your Elected 

Official, Appointed Official, or Department Head. Reasonable accommodation shall be 

determined through an interactive process of consultation. 



1.12 PREGNANT WORKERS FAIRNESS ACT 
 

It is the policy of Austin County to prohibit any harassment of, or discriminatory treatment of 

employees based on known limitations related to, affected by, or arising out of pregnancy, 

childbirth, or related medical conditions or because an employee has requested a reasonable 

accommodation. If an employee feels they have been subject to such treatment, or has witnessed 

such treatment, the situation should be reported to your elected official, appointed official, or 

department head. All elected officials, appointed officials, department heads, and employees 

with responsibilities requiring knowledge are instructed to treat the employee’s limitation with 

confidentiality. 

 

It is Austin County’s policy to reasonably accommodate applicants and employees with known 

limitations related to, affected by, or arising out of pregnancy, childbirth, or related medical 

conditions unless the accommodation would impose an undue hardship on the county. If you 

require an accommodation, please contact your elected official, appointed official, or department 

head. Reasonable accommodation shall be determined through an interactive process of 

consultation. 



1.13 Genetic Information Nondiscrimination Act (GINA) 

 

The County will not request or consider genetic information in connection with any employment 

decision, and the County will not discriminate against any person based on any genetic 

information. 



1.14 SMOKING AND NON-SMOKING TOBACCO 

 
Austin County endeavors to provide a healthy environment. Therefore, any form of tobacco or 

vaping consumed in county buildings and county vehicles is strictly prohibited. Smoking is also 

prohibited within 18 feet from any entrance doorway of any such building unless it is posted as a 

designated smoking area. 



1.15 CHANGES TO THESE POLICIES AND EMPLOYEE 

SUGGESTIONS 

These personnel policies may be amended or revised or new policies may be added, at any 

time, with or without notice, upon the approval of the Commissioners Court. In addition, 

Human Resources may conduct an annual review of the policies contained in this manual as 

part of the budget process, and may submit any necessary or recommended changes to the 

Commissioners Court for approval prior to the beginning of the new fiscal year. 

 

Employees are encouraged to make constructive suggestions for improvements to these 

policies or to work procedures or conditions. Any employee who wishes to suggest a personnel 

policy change should submit his or her suggestion(s) to the supervising Department Head or 

Elected Official, who will forward the information to the Human Resources, where appropriate, 

along with the rationale for making the change. Employees are responsible for maintaining 

current knowledge and understanding of all personnel policy changes and for requesting 

clarification or assistance when needed. 



2.00 EMPLOYEE RESPONSIBILITIES 
 

2.1 GENERAL EMPLOYEE RESPONSIBILITIES 

The county is a public, tax-supported organization. Its employees must adhere to high 

standards of public service that emphasize professionalism, good judgment, courtesy, and 

avoidance of even the appearance of illegal or unethical conduct in the course of their regular 

duties. Employees shall carry out efficiently the work items assigned as their responsibility, 

maintain honest conduct, and do their part in maintaining good relationships with the public, 

their supervisors, county officials, and their fellow employees. 



2.2 PROFESSIONAL APPEARANCE 

Employees of the county are hired to provide services to the county’s citizens and to perform 

specific tasks in a professional manner. As representatives of the county, employees are 

encouraged to set and meet high standards both in performing quality work and in presenting a 

professional personal image to the public. While the county does not have a formal dress code, 

employees are expected to exercise regular hygiene care and to dress and groom themselves in 

a neat and tasteful manner, which is appropriate to the particular job being performed. 

Expensive clothes are not necessary, but a neat, well-groomed appearance and a courteous 

attitude are necessary in creating and maintaining a professional, favorable image of the 

county’s work force. Employees who appear for work inappropriately dressed will be sent 

home and directed to return to work in proper attire. Under such circumstances, employees will 

not be compensated for time away from work. 



2.3 TIMELINESS AND ATTENDANCE 

 

As an Austin County employee, you are expected to be punctual and demonstrate consistent 

attendance. 

 

Each employee shall report to work on each day they are scheduled to work and at the starting 

time set by his/her Elected Official unless prior approval for absence is given by the Elected 

Official or the employee is unable to report for work because of circumstances beyond the 

control of the employee. If an employee is unable to be at work at his/her normal reporting time, 

he/she shall be responsible for notifying his/her supervisor at least 15 minutes after the time the 

employee is scheduled to begin work or as soon as it is reasonably practicable in the case of an 

emergency. An Elected Official may require a different reporting schedule if it would work 

better for that particular department. 

 

Each employee shall remain on the job until the normal quitting time established by the Elected 

Official unless permission to leave early is given by the Elected Official. 

 

Each Elected Official is responsible for determining if an unscheduled absence or tardiness is to 

be classified as excused or unexcused, based on the circumstances causing the absence or 

tardiness. Frequent unexcused absences or tardiness, as determined by your Elected Official, 

may make an employee subject to disciplinary measures, up to and including termination of 

employment. 

 

An employee who does not report for work for three (3) consecutive scheduled work days, and 

who fails to notify his/her supervisor, shall be considered to have resigned their position by 

abandonment. 



2.4 OUTSIDE ACTIVITIES 
 

Employees may not engage in any outside employment, activity, or enterprise determined by the 

elected or appointed Department Head (1) to be inconsistent or incompatible with employment 

with the county; or (2) to affect the employee’s job performance adversely. 

 

Examples of outside activities that may conflict with county employment include construction or 

installation that may be inspected or regulated by the employee’s county department, employment 

by a major contractor of the county, or employment that results in fatigue while on county duty. 

 

Any Department Head, at his or her discretion, may require that employees in that department 

notify the Department Head prior to the employee’s acceptance of any outside employment, 

including self-employment. 

 

The county accepts no liability for any action, failure to act, injury to self or others, property 

damage, or any other damage resulting from outside employment by a county employee. 



2.5 GIFTS AND GRATUITIES 

A county officer or employee may not accept any gift or free services that might tend to influence 

his or her official actions or impair his or her independence of judgment in performance of duties 

for the county. (See the Conflict-of-Interest section below.) 



2.6 CONFLICT OF INTEREST 

County officers and employees are expected to avoid any actual conflict of interest with their 

public duties as well as the appearance of a conflict of interest. For this reason, it is the policy 

of the county not only to comply with state law regarding conflict of interest by county 

officials, but also incorporate into its policies additional standards for employees that parallel 

the requirements that apply to state employees. These are as follows: 

 

County Elected Officials Members of the Commissioners Court as well as other elected county 

officials will not participate in a discussion, vote or decision in which the member or official or 

his or her family member who is related within the second degree by affinity (marriage) or within 

the third degree by consanguinity (blood) has a substantial interest. 

 

County Employees A county employee may not: 
 

• solicit or accept or agree to accept a financial benefit, other than from the county, that 

might reasonably tend to influence his or her performance of duties for the county or that 

he or she knows or should know is offered with intent to influence the employee’s 

performance; 

• accept employment or compensation that might reasonably induce him or her to 

disclose confidential information acquired in the performance of official duties; 

• accept outside employment or compensation that might reasonably tend to impair 

independence of judgment in performance of duties for the county; 

• make any personal investment that might reasonably be expected to create a substantial 

conflict between the employee’s private interest and duties for the county; or 

• solicit or accept or agree to accept a financial benefit from another person in exchange 

for having performed duties as a county employee in favor of that person. 



2.7 POLITICAL ACTIVITY 

Employees of the county are encouraged to vote and to exercise other prerogatives of 

citizenship consistent with state and federal law and these policies. County employees are not 

required to contribute to any political fund or render any political service to any person or 

party. No employee will be dismissed, suspended, demoted, or otherwise subjected to adverse 

employment action for refusing to do so. 

A county employee may not: 

 

• use his or her official authority or influence to interfere with or affect the result of an 

election or nomination for office; or 

• 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. 

• county employees, except Elected Officials, may not participate in political activities 
while on county duty. Employees are expected to remove county uniforms before 

participating in a political activity. In addition, county-owned property, vehicles, 
buildings, and/or offices may not be used for displaying campaign materials or for 

conducting any partisan political activity other than conducting party primary elections 
and announcements for public office. 

A county employee who is subject to the provisions of the federal Hatch Act may not be a 

candidate for elective office in a partisan election (a partisan election is an election in which 

candidates are to be nominated or elected to represent a party whose candidates  for 

presidential electors received votes in the last preceding election at which presidential electors 

were selected). County employees are subject to this additional Hatch Act restriction if their 

principal employment is in connection with an activity, which is financed in whole or in part 

by loans or grants made by the federal government. 

An employee’s political activity which is not in violation of this section will not be considered 

in determining his or her compensation, eligibility for promotion or demotion, work 

assignment, leave or travel request, or in applying any other employment practices to the 

employee. 



2.8 CHAIN OF COMMAND 

Individual county employees are responsible to the supervising elected or appointed Department 

Head or to a supervisor designated by the Elected Official or Department Head. Elected Officials 

are responsible to county voters. Directions regarding work to be done, expected results, the 

adequacy of work performance, and grievances will follow the chain of command. 

 

From time to time, an employee may be given directions from persons other than his or her 

immediate supervisor or elected or appointed Department Head. In such cases, it is the 

employee’s responsibility to notify his or her immediate supervisor about the direction, its 

purpose, and the relevant facts of the situation. Failure to do so in a timely manner may result 

in disciplinary action. 
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2.9 COMMUNICATIONS WITH THE PUBLIC 

Communication with the public about county issues or problems is the responsibility of the 

supervising Department Head or Elected Official or his or her designee. Employees are to refer 

the public to the supervising elected or appointed Department Head if a question is non-routine, 

controversial, or outside of the scope of the employee’s normal duties. 



2.10 SOCIAL NETWORKING 

 
For purposes of this policy “social media” includes, but is not limited to, online forums, blogs, 

and social networking sites, such as TikTok, Twitter, Facebook, LinkedIn, YouTube, and 

Instagram, etc. Austin County recognizes the importance of social media for tis employees. 

However, use of social media by employees may become a problem if: it interferes with the 

employee’s work and/or position in the county; is used to harass supervisors, co-workers, 

customers or vendors; creates a hostile work environment; or harms the goodwill and reputation 

of Austin County among the community at large. Austin County encourages employees to use 

social media within the parameters of the following guidelines and in a way that does not 

produce the adverse consequences mentioned above. 

Where no policy or guideline exists, employees are expected to use their best judgment and take 

the most prudent action possible. If you are uncertain about the appropriateness of a social media 

posting, check with your manager or supervisor. 

• If your posts on social media mention Austin County make clear that you are an 

employee of Austin County and that the views posted are yours alone and do not 

represent the views of Austin County. 

• Do not mention Austin County supervisors, employees, customers or vendors without 

their express consent. 

• Do not pick fights. If you see a misrepresentation about Austin County, respond 

respectfully with factual information, not inflammatory comments. 

• Remember, you are responsible for what you write or present on social media. You can 

be sued by other employees, supervisors, customers, or vendors, and any individual that 

views your social media posts as defamatory, pornographic, proprietary, harassing, 

libelous or creating a hostile work environment. Employees can be subject to disciplinary 

action, up to and including termination for what they post on social media platforms, 

even if the employee did not use a county computer or if the post did not occur during 

work hours or on county property. 

• Employees may not use Austin County computer equipment for non-work-related 

activities without written permission. Social media activities should not interfere with 

your duties at work. Austin County monitors its computers to ensure compliance with this 

restriction. 

• You must comply with copyright laws, and cite or reference sources accurately. 

• Do not link to Austin County’s website or post in Austin County material on a social 

media site without written permission from your supervisor. 

• All Austin County policies that regulate off-duty conduct apply to social media activity 

including. But not limited to, policies related to illegal harassment and code of conduct. 

• Any confidential information that you obtained through your position at Austin County 

must be kept confidential and should not be discussed through in social media forum. 

• Violation of this policy may lead to discipline up to and including the immediate 

termination of employment. 



2.11 PERSONAL VISITORS IN THE WORKPLACE 

In the event a non-work-related person visits an employee during working hours, the employee 

is responsible for the conduct and safety of his or her visitor(s). 



2.12 UNIFORMS 

Some county departments require employees to wear uniforms. Each employee is expected to 

keep his or her uniform neat and clean. Uniforms provided by the county to R&B and 

Maintenance personnel shall be worn only during working hours and in accordance with 

individual department policies. Law Enforcement and EMS personnel will subscribe to 

individual department policies. 



2.13 PURCHASING 

Purchases by county employees will be made only as authorized by elected or appointed county 

Department Heads or the Commissioners Court and must be made in accordance with state 

purchasing laws as they apply to counties and Commissioners Court orders. 



2.14 INDEBTEDNESS TO THE COUNTY 

State law prohibits issuing a paycheck to a county employee if the employee is indebted to the 

county or to the state. 



2.15 EMPLOYEE FUNDRAISING 

County employees are free to engage in fundraising efforts for outside organizations of the 

employee’s choice; but the solicitations shall be made during the employee’s nonworking 

hours. (Nonworking hours include lunch periods, work breaks, or any other period in which the 

employee is not on duty.) The employee must not represent himself or herself as a county 

employee or wear a county uniform when engaged in non-county-sponsored fundraising 

solicitations. 



2.16 WHISTLEBLOWER 

Austin County complies with the Texas Government Code, section 554.002, whereby a state or 

local government entity may not suspend or terminate the employment of, or take other adverse 

personnel action against a public employee, who in good faith, reports a violation of the law by 

the employing governmental entity or another public employee to an appropriate law 

enforcement authority. 

 

A report is made to an appropriate law enforcement authority if the authority is part of a state or 

local governmental entity or of the federal government that, the employee in good   faith 

believes, is authorized to: 

 

• regulate under or enforce the law alleged to be violated in the report; or 

• investigate or prosecute a violation of criminal law. 

 

Austin County employees are urged to report any violation of the law to the appropriate law 

enforcement agency. 

 

Austin County will not tolerate retaliation of any kind and in any manner. 

 

Confidentiality will be maintained as much as possible regarding complaints of unlawful 

activities. However, absolute confidentiality cannot be promised as complaints may be 

disclosed during the course of the investigation, but only to those who need information to 

conduct an investigation and/or take corrective action. 



2.17 ANTI-FRAUD 

Policy Introduction 

The Austin County Commissioners Court has established an anti-fraud policy to enforce 

controls and to aid in the prevention and detection of fraud, theft, waste, or abuse against the 

county. This policy applies to any fraud, theft, waste, or abuse or suspected fraud, theft, waste, 

or abuse involving an employee, elected official, department head, consultant, vendor, 

contractor, outside agency, or person doing business with the county or in any other 

relationship with the county. 

Austin County does not tolerate any type of fraud, theft, waste or abuse. The county's policy is 

to promote consistent, legal, and ethical organizational behavior by: 

• assigning responsibility for reporting fraud, theft, waste or abuse; 

• providing guidelines to conduct investigations of suspected fraudulent behavior; 

• may require each employee to attend an annual fraud awareness training. 

Failure to comply with this policy subjects an employee to disciplinary action, including 

immediate termination. Failure to comply by a consultant, vendor, contractor, outside agency, 

or person doing business with the county or in any other relationship with the county could 

result in cancellation of the business or other relationship between the entity and the county. 

Austin County will pursue prosecution if the results of an investigation indicate the possibility 

of criminal activity. 

For purposes of this policy only, the term fraud or fraudulent includes theft, waste, and abuse 

as defined below. 

 

Definitions 

Fraud is defined as an intentional deception designed to obtain a benefit or advantage or to 

cause some benefit that is due to be denied. 

Waste is the loss or misuse of county resources that results from deficient practices, system 

controls, or decisions. 

Abuse is the intentional, wrongful, or improper use of resources or misuse of rank, position, or 

authority that causes the loss or misuse of resources, such as tools, vehicles, computers, copy 

machines, etc. 

Theft is defined as the act of taking something from someone unlawfully. 

Responsibility to Report Suspected Fraud 

Each employee, elected official and department head is required to report any suspected fraud, 

theft, waste or abuse or other dishonest conduct to their supervisor or the Austin County 

Criminal District Attorney. 

Elected Officials and Department Heads do not have the authority to determine the merits of a 

report of suspected fraud. The Austin County Criminal District Attorney makes this 

determination. 



The identity of an employee or complainant who reports suspected fraud will be protected to 

the full extent allowed by law. 

 
Suspected improprieties and/or misconduct concerning an employee's ethical conduct should 

be reported to the Austin County Criminal District Attorney. Note that there are many 

instances of prohibited actions that do not rise to the level of fraud. 

 
Guidelines for Handling a Report of Suspected Fraud, Theft, Waste, or Abuse 

The reporting individual should receive the following instructions and information: 

• Do not contact the suspected individual in an effort to determine facts or demand 

restitution. 

• Allow the appropriate law enforcement agency to conduct the investigation. Do not 

further investigate the allegations. 

• Observe strict confidentiality. Do not discuss the case, facts, suspicions, or 

allegations with anyone unless specifically asked to do so by the Austin County 

Criminal District Attorney. 

• Retaliation will not be tolerated. The county will not tolerate any form of retaliation 

against individuals providing information concerning fraud or suspected fraud. 

• Every effort will be made to protect the rights and the reputations of everyone involved, 

including the individual who in good faith alleges perceived misconduct as well as the 

alleged violator(s). 

• The identity of an employee or other individual who reports a suspected act of fraud 
will be protected as provided by this policy. 

 

Responsibility of Austin County Criminal District Attorney 

On receiving a report of suspected fraud, the Austin County Criminal District Attorney, as in 

any criminal matter, shall refer the matter to the proper investigative agency. 

 

The Elected Officials or Department Heads are responsible for reporting confirmed fraud to 

the retained outside Auditor. 

 

Guidelines for the Investigation of Suspected Fraud 

The Austin County Criminal District Attorney is responsible for the prosecution of suspected 

fraud. 

Any inquiries from the suspected individual, his or her attorney/representative, or any other 

inquirer shall be directed to the Austin County Criminal District Attorney. 

Disciplinary Action 

Failure to comply with any part of this policy is grounds for disciplinary action, including 

immediate termination. 



An employee who: 

• has engaged in any form of fraud, theft, waste, or abuse; 

• suspects or discovers fraudulent activity and fails to report his or her suspicions as 

required by this policy or 

• intentionally reports false or misleading information is subject to disciplinary action, 

including termination. 

 
Fraud Awareness Training 

 

Each employee is required to attend at least one session of Fraud Awareness Training. After 

attending the training, the employee must sign a form indicating that they have attended the 

training and understood its content. 



3.00 HIRING PRACTICES 
 

3.1 METHODS OF RECRUITMENT AND SELECTION 

The county has five methods of recruiting and selecting persons to fill vacancies: 

 
• Promotion or transfer from within the same department; 

 

• Transfer from another county department or office; 

 
• Public announcement (including media announcement and/or posting of notice for 

county employees) and competitive consideration of applications for employment; 

 
• Referral from a job training program; or 

 

• Selection from a valid current eligibility list of applicants. (A valid current eligibility 

list is a record of applications for the same or a similar position for which recruitment 

was conducted within the preceding 60 days.) 

 

The Elected Official determines the method of selection to be used in filling each vacancy. 

However, the Commissioners Court must approve funding and recruitment for a position before 

recruitment begins. Department Heads should notify Human Resources when an opening is 

available and provide a description of the position to be advertised 



3.2 SELECTION 

The Commissioner’s Court is responsible for the selection and employment of all Department 

Heads except as specified by law or in these policies. 

Except for positions filled by a vote of the Commissioners Court or as set out above, each 

Elected Official or Department Head is responsible for the selection of persons to fill each 

vacant position within the pay limits set by the Commissioners Court, unless otherwise 

specified by law. 

The county requires reference checks, a criminal history check for law enforcement, a post- 

conditional offer of employment drug and alcohol test, and physical that measures whether or 

not the prospective employee can perform the essential functions of the position with or 

without reasonable accommodations. Offers of employment are conditioned on the 

Department Head’s satisfaction that the results of these inquiries reflect the applicant’s fitness 

and qualifications for public employment and for carrying out the specific duties of the 

position for which he or she has applied. 

Once a selection is made, the Elected Official will submit to Human Resources the original 

Personnel Action Form. The Personnel Action Form will list the name of the applicant, the 

requested classification, beginning salary, and the effective date of employment. The position for 

which the employee was selected will require a post-conditional offer of employment, drug and 

alcohol test, and physical that measures whether or not the prospective employee can perform the 

essential functions of the position with or without reasonable accommodations. The examining 

medical doctor will be instructed to submit the results of the employee’s drug and alcohol test and 

physical examination directly to Human Resources, who will file them in a separate and secured 

file. Upon receipt of satisfactory results, Human Resources will confirm the employee’s start date 

with the Elected Official or Department Head and initiate the orientation process. 

 

Access to employee medical records and files is restricted to only those who can demonstrate a 

“need to know” as defined in the Americans with Disabilities Act. 



3.3 AGE REQUIREMENTS 

 
Persons under 14 years of age will not be employed by the County under any circumstances. 

Persons under 16 years of age will not be employed in any full-time regular position. 

Persons under 18 years of age will not be hired in any hazardous occupation. 

 

Generally, persons less than 18 years of age are prohibited from performing the following types 

of duties that may occur in county operations: 

 

• Driving a motor vehicle 

• Riding as an outside helper on a vehicle 

• Using power-driven equipment including woodworking equipment and power- 

driven saws or shears 

• Operating power-driven hoists 

• Participation in wrecking, demolition, or roofing operations 

• Working in trenches or other excavations. 

A Department Head or Elected Official wishing to employ a prospective county employee 

younger than 16 years of age must have written permission and age verification (documentation 

required, i.e. driver’s license or passport) and a signed Authorization and Minor’s Release form 

from their lawful parent or guardian on file in Human Resources prior to the first day of 

employment. 

 

Other age limitations will be applied only as may be specifically required by State or Federal 

law. 



3.4 APPLICATION FOR EMPLOYMENT 

When a specific vacancy exists, each person desiring employment with the county may obtain an 

Application for Employment from the department where the opening exists, Human Resources or 

the Austin County website (www.austincounty.com). Completed applications should be returned 

to the department. To be valid, an application must be made on the county’s official application 

form. The Department Head or Elected Official should retain each employment application for 

two years after receipt of the application. 
 

 

It is the responsibility of the employing department to make appropriate checks to verify 

education, experience, character, and required certificates and skills of an applicant prior to 

extending an offer of employment. In the case of applicants for positions with the county that 

require driving a vehicle, the Elected Official or Department Head must check the prospective 

employee’s driving record prior to offering the applicant employment with the county. In 

addition, this information will be checked at least annually. (Reference Policy 3.10 Driving 

Record) 

http://www.austincounty.com/


3.5 EMPLOYMENT OF RELATIVES (NEPOTISM) 

Nepotism is the showing of favoritism toward a relative. The county forbids the practice of 

nepotism in hiring personnel or awarding contracts. 

 

Relationship to a Member of the Commissioners Court. A person who is related  within 

the second degree by affinity (marriage) or within the third degree by consanguinity (blood) to 

a member of the Commissioners Court may not be hired in a position that requires approval of 

the selection by the Commissioners Court. 

 

Relationship to an Elected Department Head. An elected Department Head may not hire a 

person if that person is related to the Department Head within the second degree by affinity 

(marriage) or within the third degree by consanguinity (blood). 

 

Determining Degree of Relationship. Degree of relationship to a county official can be 

determined using the charts on the following page. 

 

Continued Employment of a Relative. The employment must be prior and continuous, but 

the length of prior employment varies with the public official. If the public official is 

appointed, his relative must have held his/her position 30 days prior to the appointment of the 

public official. If the public official is elected at a special election, the employee relative must 

have held his/her position for 6 months prior. If the public official is elected at a general 

election for state & county officers, the employee relative must have held his/her position for 

one year prior to the election. 

 
Texas Government Code Chapter 573, a Public Official of Austin County is prohibited from 

hiring a relative in the third degree of consanguinity (blood) or the second degree of affinity 

(marriage) to work in a department that he or she supervises or exercises control over. 
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3.6 TESTING 
 

Except for drug/alcohol tests, physical examinations, and psychological tests for law 

enforcement officers, and any other tests that may be required by state law, the only 

performance tests administered for employment or promotion will be specifically job-related 

tests (e.g., typing, operating a computer, operating a piece of equipment, lifting something 

heavy which is specifically required to be lifted in the job, tabulating columns of numbers, 

providing writing samples, etc.). 



3.7 PHYSICAL STANDARDS 

The ability to perform the essential function of the job safely is necessary to avoid 

occupational injuries and to ensure that it will be possible to avoid any future job-related 

injuries from existing medical problems. For these reasons employees are required to pass a 

drug and alcohol test and required to pass a physical examination, which may include 

diagnostic testing, after a conditional offer of employment has been extended, but  prior to 

their first day of work. Employees will not be placed on the county payroll prior to passing 

these exams. Medical examinations and evaluations may also be required to evaluate an 

employee’s fitness for duty, need for accommodation under the ADA, or to determine whether 

the employee has a serious health condition under the FMLA. 

 

The required physical examinations and drug and alcohol tests for all applicants who apply for a 

position will be performed by a physician of the county’s choice and will be paid for by the 

county. In each instance, the examining doctor will be provided a copy of the appropriate job 

description along with physical requirements, and will be required to certify that the prospective 

employee is physically able to perform the essential duties of the job with or without an 

accommodation. Upon receipt of the satisfactory results, Human Resources will confirm the 

employee’s start date with the department and initiate the orientation process. 



3.8 MEDICAL RECORDS 

All records relating to the medical condition, medical testing, or drug testing of an employee or 

prospective employee are maintained separately from employee personnel files. These medical 

files are confidential and are not released to anyone unless a “need to know” has been clearly 

established and is also in compliance with the Americans with Disability Act. Only Human 

Resources or designee has routine access to employee medical records. 



3.9 VERIFICATION OF ELIGIBILITY TO WORK 

 
In order to comply with the Immigration Reform and Control Act of 1986, each new employee 

will be required to complete and sign an INS From I-9 on or before their first day of employment 

to provide proof of his/her identity and employment eligibility. They have three days to show 

proof of eligibility. Human Resources processes Form I-9 during orientation. 



3.10 DRIVING RECORD 

Every county employee who is required to drive a vehicle or operate a piece of equipment 

which requires a valid driver’s license must maintain a safe driving record, and may be 

required to participate in a safe vehicle driving course at the county’s request. Except as 

restricted by state law, the prospective employee is responsible for providing a driving record 

prior to county employment in a capacity which requires operating a vehicle or piece of 

equipment. Employees must maintain the appropriate driver’s license and suspension or 

revocation of the license may result in demotion, reassignment, or termination. 



3.11 SEAT BELT 

All drivers of County-owned vehicles and/or equipment shall comply with all federal, state, 

county and local laws, rules and regulations governing the safe and legal operation of vehicles 

and/or equipment. At all times that the vehicle and/or equipment is in motion, the driver and all 

passengers must wear a seat belt, if included as original equipment in the vehicle and/or 

equipment. Employees must submit a written statement from a physician excluding him or her 

from wearing a seat belt, for medical reasons. 



3.12 DISQUALIFICATION 

An applicant is disqualified from employment by the county if he or she: 

 

1. Does not meet the minimum qualifications for performance of the duties of the 

position involved; 

 

2. Knowingly has made a false statement on the application form; 

 

3. Has committed fraud during the selection process; 

 

4. Is not legally permitted to hold the position; 

 

5. Has offered or attempted to offer money, service, or any other thing of value to 

secure an advantage in the selection process; 

 

6. Does not pass the post conditional offer physical examination and the drug 

and alcohol test; or 

 

7. Has not provided proof of citizenship or legal work status in the United 

States within the first three days of employment. 



3.13 PRIOR SERVICE WITH THE COUNTY 
 

Employees entering service with the county, whom the county previously employed, may be 

considered for appointment above the customary entry-level salary. Employees rehired to fill 

regular full-time positions (scheduled to work at least 32 hours per week) with the county will 

not receive credit for their prior length of service as regular full-time employees for longevity 

pay purposes. A break in continuous service with the county also forfeits vacation and sick 

leave benefits accrued prior to the break. 



3.14 PLACEMENT ON COUNTY PAYROLL 

New employees must fill out employment forms on the first day of employment. The Elected 

Official will contact Human Resources to schedule the new employee for Orientation. 

Employment forms will be made available to new employees during orientation. 



3.15 ORIENTATION 

All new employees will attend a county orientation on the first day of employment. The 

orientation conducted by Human Resources will explain the County’s organization and services, 

work rules, standards of performance, and personnel policies and procedures. Each employee will 

receive access to a copy of the Personnel Policies Manual and once reviewed an Employee 

Acknowledgement of Personnel Policies & Return of County Property form is given to each 

employee to sign. Employees are responsible for knowing and following the information 

contained in the personnel policies. 

 

Human Resources will provide an overview of employment benefits eligibility and enrollment 

procedures, and will provide the necessary forms and deadlines to new employees on enrollment 

forms. 

 

Before an individual begins performing his or her actual duties, he or she will be given a brief 

departmental orientation session, conducted by the Elected Official or Department Head for 

whom he or she will be working, or by that person’s designated representative. The purpose of 

the session is to enable a new employee to understand his or her job better, as well as that job’s 

relationship to the overall operation of county government. 



3.16 TRAINING 

Training an employee is the responsibility of the Elected Official or Department Head for 

whom he or she works. Whenever possible, employees receive on-the-job training under close 

supervision. 



4.00 TYPES OF EMPLOYMENT 
 

4.1 CATEGORIES OF EMPLOYMENT 
 

There are five categories of employment with the county: 

Regular Full time – 40+ hours per workweek.  Employee has full access to medical 

insurance benefits, supplemental insurance, basic term life/AD&D, retirement, vacation, sick 

and holidays. This includes employees of the County Sheriff’s Department who are regularly 

assigned to work at least 80 hours in any two-week period, even if such employees do not work 

40 hours or more in a particular week. 

Regular Full Time – 32 hours per workweek. Employee has full access to medical insurance 

benefits, supplemental insurance, basic term life/AD&D, retirement, vacation (prorated at 6.5), 

sick (prorated at 6.5) and holiday (prorated at 6.5) and as defined by Commissioners Court. 

Regular Full Time – 30 hours per workweek. Employee has full access to medical insurance 

benefits, supplemental insurance, basic term life/AD&D, and retirement as defined by 

Commissioners Court. Employee is not eligible for vacation, sick, holiday or other released 

time. However seasonal holidays may be approved and granted by Commissioners Court. 

Regular Part Time – 29.75 hours per workweek or less.  Employee is not eligible for 

medical insurance benefits, supplemental insurance, basic term life/AD&D. Eligible for 

retirement benefits. Vacation, sick and holiday are not offered. However, seasonal  holidays 

may be approved and granted by Commissioners Court. (30 hours per week as defined by 

Affordable Care Act. If an employee works 30 hours per week over a 52-hour work period. They are 

eligible for medical insurance. It is the responsibility of the Elected Official to track the hours worked and 

report the eligibility to Human Resources, County Treasurer and County Auditor by submitting a 

Personnel Action Form.) 

Temporary A Temporary employee is an employee hired to work for a specified, limited time 

period or is hired to complete a specified project or assignment. Time specified will be needed 

in writing from the Elected Official to Human Resources. Temporary employees are not 

eligible for any County benefits. Not eligible for retirement benefits. 

Retiree Employees who retire from Austin County and start receiving benefits from TCDRS 

may be rehired and continue receiving their annuity as long as a) the original termination was 

“bona fide” under the IRS guidelines, and b) there was a separation from employment of at 

least three calendar months (or ninety days). In order to be a bona fide termination, there can be 

no prior agreement between the County and the retiree that he/she will be rehired after retiring, 

and the retiree may not be given preferential status when applying for a vacant position. 

Contact Human Resources for additional information. 



4.2 INTRODUCTORY PERIOD 

 
An introductory period of 60 consecutive calendar days from the first day of employment is 

established in order for the new employee to become familiar with the job and for the Elected 

Official to assess the employee’s capabilities. 

 

All new regular employees, will serve a successful 60 days introductory period before the 

employee is eligible for a raise above the current introductory rate. 

 

During the first 60 days, the employee may resign, or the department head on behalf of the 

County, may decide not to continue the employment with no fault on either party’s behalf. 



4.3 ASSIGNED STAFF 

Staff who are assigned to the county but are paid directly by another government or private 

organization are not employees of the county. These employees’ benefits are specified in the 

contract for services. As a condition of their assignment, such staff is governed by all terms of 

these policies not in conflict with their contract for service. 



5.00 EMPLOYEE COMPENSATION AND 

ADVANCEMENT 
 

5.1 PAY 

Pay for county elected and appointed officials and employees who are paid from county funds is 

set each year by the Commissioners Court in the adopted county operating budget. Salaries for 

County Auditors, assistant County Auditors, and district court reporters are set by district 

judge(s). Rules governing salary administration and pay increases are also established by the 

Commissioners Court. 

 

Commissioners Court will enter an order adopting annual compensation of elected and appointed 

officials and employees for the fiscal year; bi-weekly compensation in amounts set during the 

budget and adoption proceedings, and any future budget amendments as provided by Local 

Government Code 152.011; and providing for clerical entry-level salaries or wages, successful 

introductory level (60 days) compensation or wages. 

 

Except for deputies and jailers in the County Sheriff’s Department, all non-exempt employees’ 

regular hourly rate is equal to the employee’s annualized salary, divided by 26 pay periods, and 

then divided by 80 hours. The regular hourly rate for deputies and jailers in the County Sheriff’s 

Department is equal to the employee’s annualized salary, divided by 26 pay periods, and then 

divided by 86 hours, pursuant to Section 207(k) of the FLSA. See also Sections 6.01, 6.03, and 

6.05. 

 

Each employee has an obligation to make a record of all hours worked (Section 6.08). Upon 

being paid,  each employee also has an obligation to review his or her pay records,  to ensure  

he or she has been properly compensated. Any questions or concerns must be promptly reported 

to the employee’s Department Head. If any such question or concern is not resolved to the 

employee’s satisfaction, it must be reported to the County Judge. 

 

CLERICAL – Maximum Entry and Introductory Level Compensation and Wages – After a 

successful review, a raise can be given not to exceed the compensation order up to the maximum 

compensation as set out for the position in the budget. 

 
 

OTHER DEPARTMENTS - All other County Departments, after a successful review a raise 

can be given not to exceed the compensation order until the maximum compensation as set out 

for the position is achieved as provided for in the budget. 

 
 

 SHERIFF’S OFFICE – Maximum Introductory Level Compensation and Wages - After 

successful completion of two month (60 days) introductory period a raise can be given up to the 

maximum compensation as set out for the position and provided for in the budget. 



EMS Full Time - EMS employees are compensated an additional 848 hours at the overtime rate 

as reflected in the total pay (as set out for the position and provided for in the budget). The work 

schedule consists of 2 weeks working 48 hours and 1 week working 72 hours. 

 
 

Part Time - EMS employees are compensated at the rate set out depending on their 

qualifications and experience. 

 
 

ROAD & BRIDGE – Maximum Entry Level Compensation and Wages – 

After a successful completion of a two month (60 days) introductory period a raise can be given not 

to exceed the maximum compensation as set out for the position and provided for in the budget. 



5.2 PAYDAYS 

The county pays employees on a biweekly basis every other Friday. If a payday falls on a 

holiday, employees will be paid on the previous or following workday. 



5.3 DIRECT DEPOSIT 

Electronic direct deposit of payroll provides a number of benefits, such as avoiding lost 

checks, theft or forgery. The Treasurer’s Office electronically deposits employee paychecks in 

the employee’s account on payday. All County employees and officials are required to use 

electronic direct deposit for payroll unless there is a reason for an exemption. There are 

circumstances for which payment by paper check, rather than electronic direct deposit is 

necessary or suitable. The Authorization Agreement for Direct Deposit Form will be made 

available to you in Human Resources when you bring to Human Resources a void check or a 

direct deposit authorization form from the bank of your choice. 

An employee’s first pay check may not be electronically direct deposit. 
 

Electronic direct deposit will not be in your account until the Friday morning of payday as 

approved by the Commissioners Court. 

The Direct Deposit Waiver Form will be made available to you in Human Resources should these 

exceptions and exemptions apply: 

• Austin County will not electronically direct deposit the pay check of an employee hired for 

less than 60 days. If Austin County continues employing the individual beyond 60 days, 

electronic direct deposit is required unless the County grants an exemption. 

• Possible exemptions from electronic direct deposit include the employee’s inability to have 
a bank account or the employee is unable to withdraw funds because he or she does not 

live near or is not employed near a bank. Austin County may consider other  exemption 
requests based on extenuating circumstances. 

 

No salary advances or loans against future salary will be made to any employee for any reason. 
 

An employee must promptly bring any discrepancy in a paper pay check / electronic pay stub 

(such as overpayment, underpayment, or incorrect payroll deductions) to the attention of the 

County Treasurers Office. 



5.4 PAYROLL DEDUCTIONS 

Any deductions must be approved and authorized by the Commissioners Court. Deductions will 

be made from each employee’s pay for the following: 

 
1. Federal social security; 

 

2. Federal income taxes; 

 
3. Court-ordered child support; 

 

4. Texas County and District Retirement System (TCDRS) contributions (for eligible 

Regular Full Time, Regular Part Time employees, and elected and appointed 

Department Heads; and 

 
5. Social Security 

 

6. Medicare and 

 

7. Any other deductions required by law. 

 

In accordance with policies and general procedures approved by the Commissioners Court, 

deductions from an employee’s pay may be authorized by the employee for: 

 

1. Dependent group health insurance; 

 
2. Credit union payments; 

 

3. Dental insurance; 

 

4. Other insurance options; 

 

5. Deferred compensation; and 

 
6. Such other deductions as may be authorized by the Commissioners Court. 

 

If there is a change in the employee’s family status (marriage, birth of child, divorce, etc.), 

change of address, or other factor affecting his or her payroll withholding (W-4 form) or 

benefits status, the employee is responsible for contacting Human Resources so that the 

appropriate forms for these changes can be completed and processed. 



5.5 LONGEVITY PAY 

 
ELIGIBILITY 

 
1. All regular 40+ hour full-time employees of Austin County shall be eligible to receive 

longevity pay after completing 5 continuous years of full-time service for the County. 

 

2. All regular 32-hour full-time employees shall be eligible for half (1/2) the longevity 

benefits. 

 

EMPLOYEES NOT ELIGIBLE 

 

1. Employees fully or partially funded by grants where longevity benefits are not 

recognized as allowable costs to the grant. 

 

AMOUNT 
 

2. Longevity pay shall be earned after 5 continuous years of full-time service 

in the amount of $4.00 per month for each full year of full-time service for Austin 

County. 

 
DATE OF RECEIPT 

 

3. Longevity pay may be paid in a lump sum to eligible employees, when it is determined 

by the Commissioners Court that funds exist in the current fiscal year budget. 

 

MAXIMUM EARNED 

 

4. The maximum longevity pays to be earned shall not exceed that for 25 years of full- time 

service. All eligible employees as of this date with more than 25 years of full- time 

service will have their longevity pay frozen at the amount for the number of years served. 



5.6 USERRA (Uniformed Services Employment and Reemployment 

Rights Act) 

Military leave and military reserve leave will be granted in accordance with USERRA and all 

applicable current state and federal laws. If you need to miss work for any form of military 

service, please contact the Human Resources office to discuss your particular situation. 



5.7 CLASSIFICATION AND PAY ADMINISTRATION 

A new employee normally is hired at the lowest level of pay for the position to which he or she 

is assigned. A new employee may not be hired above this level without specific approval by 

the Commissioners Court. In determining an employee’s starting salary, the following factors 

will be considered: 

 
 

1. The applicant’s knowledge, experience, and education as compared to the minimum 

qualifications for the job; 

 

2.  If the employee is a rehire of the county, the previous salary he or she earned prior to 

leaving employment, as well as additional experience and knowledge gained 

subsequent to his or her prior service with the county; and 

 

3. Any unusual external market factors affecting the job. 



5.8 PROMOTIONS 

A promotion is a change in the duty assignment of an employee which results in advancement to a 

higher paying position requiring higher qualifications and involving greater responsibility. 

 

Promotions are approved by the elected or appointed Department Head within the staffing levels 

and budget limits approved by the Commissioners Court. 



5.9 INTERNAL TRANSFERS 
 

An internal transfer is the movement of an employee from one position to another position 

within Austin County. Internal transfers may occur within the same department or between 

departments and may involve a change in job duties, work location, supervision, or pay 

depending on the classification of the position. 

 

Internal transfers may be requested by the employee or initiated by the Elected Official or 

Department Head based on operational needs. Employees must meet the minimum qualifications 

for the position to which they are transferring. 

 

The receiving Elected Official or Department Head is responsible for submitting the original 

Personnel Action Form (PAF) to Human Resources for processing. 

 

Employees who transfer to a new position may be subject to an introductory period as 

determined by the receiving Elected Official or Department Head. 

 

Compensation for employees who transfer will be determined based on the classification and pay 

range of the new position in accordance with the Austin County Compensation Order. An 

employee who makes a internal transfer will retain the same effective employment date and all 

accrued vacation and sick leave. Comp time will be paid out upon transfer. 

 

Internal transfer between departments will result in employee’s comp time being paid out from 

the department the comp time was accrued. 
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5.10 CHANGE IN STATUS 

A change in duty assignment of an employee to a lower paid position with less responsibility. 

Change in status may be made for the purpose of voluntary assumption of a less responsible 

position, as a result of a reclassification of the employee’s position, or as a disciplinary 

measure, because of unsatisfactory performance in a higher position. A change in status may 

involve a decrease in pay. Elected Official or Department Head is responsible for submitting a 

Personnel Action Form of the change in status to Human Resources. 



5.11 PAY REDUCTION FOR DISCIPLINARY REASONS 

An employee’s rate of pay for continued performance in the same position may be reduced, as 

a disciplinary measure, to a lower rate. The period covered by this type of disciplinary action 

may not exceed a total of 60 days. See the chapter of these policies on Discipline for 

information about suspension with or without pay for disciplinary reasons. Elected Official or 

Department Head is responsible for submitting a Personnel Action Form of the pay reduction to 

Human Resources. 



5.12 APPROVING AUTHORITY 

The Commissioner’s Court is the approving authority for all payrolls and payroll transfers 

granted under the terms of (1) these policies and (2) the annual budget. 



6.00 WORK SCHEDULE AND TIME REPORTING 
 

6.1 WORK HOURS 

NUMBER OF HOURS WORKED: The Commissioners Court determines the number of 

hours worked by an employee for the compensation to be received subject to laws governing 

pay and working hours and to the provisions of the county’s budget. 

 

Normal working hours for most county employees are Monday through Friday, 8:00 a.m. to 5:00 

p.m., with one hour for lunch, for a total of 40 hours per workweek. 

 
Working hours for Road & Bridge employees may vary in the precincts, with lunch, for a total of 

40 hours per workweek. 

 

Sheriff’s Department Officers, Deputies, Jailers, Dispatchers, and EMS field personnel work 

varying shifts in order to provide services 24 hours each day. 

 

Elected Officials and Department Heads may, within the limits of state and federal law, make 

adjustments to these schedules. The Commissioners Court encourages that offices remain open 

from 8:00 a.m. to 5:00 p.m. and during the noon hour to serve the public better. Some 

employees may have their lunch hours staggered so that the county can provide this service. 

 

Employees are expected to report punctually for duty at the beginning of each assigned workday 

and to work the full work schedule established. 

 
Deputies, Jailers and Dispatchers with the County’s Sheriff’s Department and Jail often work in 

shifts, and specific rules regarding their pay shall apply. For details regarding their pay structure, 

deputies, jailers and dispatchers should consult with their Supervisor, Department Head or Elected 

Official. 

 

All other County Sheriff’s Department employees shall be paid in the same manner provided for 

other County employees. 



6.2 OFFICIAL WORK WEEK AND WORK PERIOD 
 

The official work week for non-exempt county employees is a seven-day workweek. The 

workweek begins on Sunday at 12:01 a.m. and ends on Saturday at 12:00 midnight. 

 
The official work periods for Sheriff’s Deputies and Jailers are a 14-day work period which begins 

on Sunday at 12:01 a.m. and is subject to the 207(k) provisions of the Fair Labor Standards Act. 

 

Employees of the Emergency Medical Services Department work a 24-hour shift, with 7- day 

workweek beginning at 7:00 a.m. on Sunday. 



6.3 OVERTIME WORKED 

 
The policy of the county is to allow overtime/compensatory time only in cases of emergencies, 

special circumstances, or when specifically authorized by the Commissioners Court or the 

appropriate budget authority if different from the Commissioners Court. Employees may be 

required in emergencies to provide services in addition to normal hours or on weekends or 

holidays. If disaster recovery is needed, employees will work as assigned. 

Overtime/compensatory time is defined as hours worked in excess of the allowable number of 

hours under the Fair Labor Standards Act (FLSA) (40 hours per seven- day workweek for non- 

law enforcement employees; 86 hours per 14-day work period for certified law enforcement 

officers and certified jailers). 

 

For non-law enforcement employees, overtime/compensatory time begins to accrue after the 40th 
hour worked during the seven-day workweek. For law enforcement employees, overtime begins 

to accrue after the 86th hour worked during the 14-day work period. 
 

All overtime/compensatory time services by employees covered under FLSA must be authorized 

in advance by the employee’s supervisor and approved by the elected or appointed Department 

Head. 



6.4 EXEMPTIONS FROM FLSA (OVERTIME 

COMPENSATION) 

Department Heads and other executive, administrative, and professional employees are exempt 

from the overtime provisions of the Fair Labor Standards Act (FLSA) and are expected to render 

necessary and reasonable overtime services with no additional compensation. The salaries of 

these positions are established with this condition in mind. 

 

County Treasurer maintains a list of positions that the Commissioners Court have determined 

are exempt from FLSA per section 13 (A) (1) of the FLSA. 

 

Extra hours worked by executive, administrative, and professional employees may be used as a 

factor in granting or denying paid leave other than vacation or sick leave. Each county job 

description designates whether persons hired in that classification are exempt from or covered by 

(nonexempt), or not covered by (nonexempt) the overtime provisions of FLSA. 



6.5 OVERTIME COMPENSATION 

When emergency circumstances such as a local emergency disaster declaration or other special 

circumstance necessitate overtime/compensatory time work, nonexempt employees are 

compensated for the overtime/compensatory time worked by being given (listed in order of the 

county’s policy preference): 

 

• Equal time off within the same work period (7 days for non-law enforcement 
personnel; 14 days for law enforcement employees); 

• Compensatory time off at one and one-half times the number of hours worked up to a 

maximum number of hours which may be accrued (240 hours by non-law enforcement 

personnel and 480 hours by law enforcement employees); or 

• Automatic cash payment for employees who reach the maximum FLSA accrual 

rates. 

 

The Commissioners Court discourages cash payment for overtime to non-exempt employees, 

which may be authorized by the Elected Official or Department Head only if (1) adequate funds 

are available in the department’s budget, (2) and the Commissioners  Court has granted 

authority to pay overtime by a separate court order, (3) and an emergency situation or special 

circumstances exists. For example, see Sections 5.01 and 6.03, relating to County Sheriff’s 

Department employees and EMS personnel. 

 

In addition, the court discourages the accumulation of compensatory time off for nonexempt 

employees at one and one-half times the number of hours worked because of the contingent 

liability this creates for the county. The preferable method for overtime compensation is to 

schedule equal time off for the affected employee during the same work period in which the 

overtime was worked. 

 

Elected Officials and Department Heads are charged with the administrative responsibility to 

properly control departmental overtime by approving such hours only in emergencies and 

scheduling equal time off in the same work period in which the overtime was worked or as 

soon thereafter as possible. Upon termination, any accrued, compensable hours are paid from 

that department’s salary budget; in some cases, a significant amount. 

 

Any employee earning FLSA overtime hours in excess of County/FLSA maximums will be 

automatically paid on the employee’s next occurring payroll. Austin County will pay in 

accordance with FLSA maximums. The expense of such payment will be debited from the 

Departmental budget of the Employee. 

 

For this purpose, Departments may be allowed to make budget revisions to cover overtime 

compensation from other approved budget line items. However, this is an issue that must be 

carefully supervised by the Elected Official/Department Head as to the impact on the 

Departmental budget. 



6.6 USE OF COMPENSATORY TIME 

As a general rule, any compensatory time earned should be used as quickly as possible and by the 

end of the fiscal year in which the overtime was worked. 



6.7 OTHER TIME 

 
 

THIS SECTION IS RESERVED FOR FUTURE REVISIONS 



6.8 TIME REPORTING 

This policy establishes uniform time reporting requirements for all overtime exempt and non- 

exempt employees of this County, for compensation for time worked. 

All employees shall meet the requirements of this policy upon employment with Austin County. 

The County shall be responsible for identifying the FLSA status of all positions, which will be 

approved by Commissioners Court. All non-exempt employees shall be compensated for hours 

spent in service of the County. Exempt employees are expected to work the hours required to 

perform the duties of their position. 

 

TIME REPORTING RESPONSIBITIES 

Non-Exempt Employees 

1. Time worked will be reported to the nearest quarter of an hour. Record 15- 

minute intervals in .25 increments (15 minutes = .25, 30 minutes = .5 and 45 

minutes = .75) 

2. Each employee shall be required to enter into the county’s electronic time 

keeping system hours worked and benefit hours used. 

3. The supervisor or their designee shall review for completeness and accuracy. 

If corrections are necessary, the employee shall be notified of the corrections. 

4. In the event of an error in reporting time, immediately report the problem to 

the Elected Official or Department Head. 

Exempt Employees 

 

1. The requirement for an exempt employee to compete and submit detailed 

records for time worked is up to the discretion of that employee’s Department 

Head and/or the members of Commissioner’s Court. 

2. Exempt/salaried employees are expected to be present at their work sites 

during their normally scheduled work hours. 

Each Elected Official or Department Head is responsible for ensuring that all hours worked and 

leave time taken are reported accurately in the time keeping system. 

 

Altering, falsifying, tampering with time records, or recording inaccurate time on a time record 

will result in disciplinary and/or legal action, up to and including termination of employment. 

 

Failure to submit time records in a timely manner, in accordance with any due dates published 

by HR at the beginning of each fiscal year, may result in the delay of paychecks and/or 

inaccurate pay. 

 

The time record is due by 8:30am on Monday of the payday week. It is the employee’s 

responsibility to ensure the time record is filled out and submitted with the appropriate time. The 

Elected Official/Designee will need to review the employee’s time record and approve the time. 

If an employee does not enter or submit any time they may not be paid in that payroll. Payroll 

does not know if an employee failed to submit any time. 



6.9 OFFICE CLOSINGS IN EMERGENCIES 

It is the policy of Austin County to consider the safety of employees as a priority when dealing 

with an emergency closing. Situations include, but are not limited to, inclement weather and 

emergency situations such as a power failure, computer failure, flooding, ice, fire, a natural gas 

leak, etc., which create undesirable and/or unsafe conditions for employees. Any office closing 

shall notify the County Judge’s Office. 

 

Once a decision is made, the County Judge will notify the Elected Officials and Department 

Heads of any closings or delays to be communicated to their employees. In the event that a 

situation occurs during non-working hours that would necessitate emergency closings of Austin 

County offices/departments, local media sources will be asked, by the county judge’s order, to 

broadcast an official courthouse closing statement. 

 
Many county departments are continuous operating public safety and service departments. 

Many county personnel will be required to work during emergency closings. Each department 

head is responsible for designating their own employees and providing alternate information to 

personnel designated as essential during emergency closings. Public safety will be foremost in 

the development of departmental emergency action plans. 

 

Non-Essential employees are responsible for the following activities: 

 

• Remain in contact with their supervisor regarding assignments and return to duty 

information; 

•  Stay abreast of the emergency situation by monitoring radio/television/internet for 

instructions. 

 

In the event there is an official emergency closing ordered by Commissioners Court, due to a 

disaster by state or county declaration, all essential employees (exempt or non-exempt) required 

to remain at work will be compensated for straight-time or actual time worked for the duration 

of the emergency closing for all documented time during which work is performed. Straight- 

time and overtime will be determined in accordance with departments routine schedule 

 

Any employee who is scheduled off on paid leave (vacation leave, sick leave, comp, holiday or 

other leave); unpaid leave (FMLA or disciplinary leave without pay, sick); or is not scheduled to 

work that day due to their work schedule during a period of emergency closure, shall have their 

leave recorded as requested prior to the emergency. 

Employees will have one of three classifications and will be noted on their job descriptions: 

 

NON-ESSENTIAL. These are the clerical, judicial, maintenance personnel in the county 

offices who are not needed during an emergency and should stay home when their county office 

is closed. 



NON-ESSENTIAL, MADE “ESSENTIAL” by County Judge. Those individuals who are 

normally part of non-essential, but who, by direction of the County Judge with request by the 

Elected Official, are deemed to be essential to the county even when the county is closed, will 

be considered ESSENTIAL for that specific occasion. These employees will be compensated 

with time for time worked in addition to emergencies (inclement weather etc.) time as approved 

by Commissioner’s Cout. 

 

ESSENTIAL personnel (EMS, SO, R&B). Those who, by the nature of their jobs, are 

expected to work scheduled shifts AND MORE IF NEEDED during emergencies unless there 

are special circumstances, will be compensated in addition to emergencies (inclement weather 

etc.) time as approved by Commissioner’s Court time worked, unless it is determined by the 

department head that the employee is unable to come to work due to safety concerns, in which 

case the department head may grant “other time” in extenuating circumstances. 

 

Any essential employee who is scheduled off or is scheduled to be on paid leave may be 

required to return to work immediately during an emergency. Any essential employee who 

fails to report to work as scheduled or instructed by the Department Head during inclement 

weather or disaster may be subject to disciplinary action. 

 

Any employee who fails to report to work as scheduled during a “disaster declaration” may be 

subject to disciplinary action, if such employee is necessary to provide for the safety and well- 

being of the general public or the employee is otherwise necessary for the restoration of vital 

services. 



6.10 BREAKS FOR NURSING MOTHERS 

 
The Patient Protection and Affordable Care Act amended the Fair Labor Standards Act to require 

reasonable breaks for nursing mothers to express breast milk. The Texas Right to Express Breast 

Milk in the Workplace Act also imposes duties on public employers and, under other state law, is 

applicable for the duration of a nursing mother’s need to express breast milk. Austin County 

supports the practice of expressing breast milk. 

 
 

The County will provide the nursing mother with a private location, other than a bathroom. The 

location will be shielded from view and free from intrusion and appropriate for expressing breast 

milk. The specific location will be determined on a case-by-case basis. 



7.00 BENEFITS 
 

7.1 MEDICAL AND LIFE INSURANCE. 

Regular Full-Time 40 hours per week, Regular Full-Time 32 hours per week and Regular Full- 

Time 30 hours per week employees (as defined by Affordable Care Act) are offered group health 

benefits (to include medical insurance benefits, supplemental insurance, basic term life/AD&D). 

Regular Part Time – 29.75 hours per week or less and Temporary employees are not eligible for 

medical insurance benefits, supplemental insurance or basic term life/AD&D. The waiting 

period for group health coverage is the first of the month after 60 days. 

 

(http://www.dol.gov/ebsa/pdf/90dayreg.pdf Ninety-Day (90 day) Waiting Period Limitation 

and Technical Amendments to Certain Health Coverage Requirements Under the 

Affordable Care Act. As defined by Affordable Care Act the maximum is ninety days (90 

days), however the County uses the 1st of the month after a sixty day (60 day) waiting period to 

calculate the effective date of health coverage. 

Example: DOH is 7-12-13 and 60 days later would be 9-10-13 making the effective date of health 

coverage 10-1-13, which is the 1st of the month after 60 days.) 

http://www.dol.gov/ebsa/pdf/90dayreg.pdf


7.2 SOCIAL SECURITY 
 

Employees of the county are covered by social security. The county also contributes to the 

social security system on behalf of each employee. 



7.3 RETIREMENT 

The county is a member of the Texas County & District Retirement System (TCDRS). 

 

Regular Full-Time 40 hours per week, Regular Full-Time 32 hours per week and Regular Full- 

Time 30 hours per week employees and Regular Part Time – 29.75 hours per week or less 

employees are required to become members of TCDRS and are eligible for this benefit upon 

employment. 

 

Temporary employees are not eligible for retirement benefits. 

 

An eligible employee has seven percent (7%) of gross salary deducted for retirement. The county 

also contributes an amount that varies from year to year based on actuarial calculations performed 

by TCDRS. An employee is vested after eight years of service. 

 

Retirement benefits are determined by a formula that involves age, the number of years of 

creditable service, and the amount deposited in the employee’s account. A new employee 

receives a brochure about the county’s specific retirement coverage and options under TCDRS at 

the time of employment. Human Resources has additional information about the retirement plan, 

which is available upon request. 

 

Contact Human Resources for assistance with retirement paperwork and benefit payment options. 

Additional resources are also available at www.tcdrs.org under planning and guidance. 

http://www.tcdrs.org/


7.4 WORKERS’ COMPENSATION 

 
All Austin County employees are covered by workers’ compensation coverage while on duty 

for the County. Workers’ compensation coverage pays for medical bills resulting from a 

covered injury or illness an employee incurs while carrying out the duties of their job. 

Workers’ compensation also pays Temporary Income Benefits (TIBS) for time lost from 

work in excess of seven calendar days as the result of eligible work-related injuries or 

illnesses, with the exception of Law Enforcement employees who receive salary continuation 

and EMS up to one year. 

 

Employees may use paid leave for all workers’ compensation time off less than 8 days. 

 

All employees who are placed on Worker’s Compensation leave will fall under the Family 

Medical Leave Act. Austin County runs FMLA and Worker’s Compensation concurrently. 

 

Any employee who suffers a job-related illness or injury is required to notify their supervisor 

as soon as possible. Failure to promptly report job related injuries or illnesses may affect an 

employee’s eligibility for benefits or delay benefit payments. 

 

An employee who has been off work because of a work-related accident or illness is required 

to provide a release from the attending physician before being allowed to return to work. 

 

An employee’s worker’s compensation benefits may be adversely affected if the employee is 

injured while under the influence of alcohol or drugs or while the engaged in horseplay. 

 

Austin County will make every effort to bring the injured employee back to work as soon as 

reasonably possible. Austin County has a return-to-work policy in place and if a position is 

found that will meet these restrictions, the employee will be given a bona fide offer of 

employment. If the employee refuses to accept the offer, and family medical leave has been 

exhausted, worker’s compensation benefits may be affected, and the employee may be 

terminated. 

 

RETURN TO WORK 
 

This policy covers employees who are on leave due to a work-related injury or illness. 

Because employees are our most valuable resource, Austin County attempts to help 

employees return to work as soon as possible. 

 

An employee on leave due to a work-related injury or illness may return to work only when 

Austin County received a medical release from the treating doctor. It is a violation of County 

policy for any employee receiving worker’s compensation benefits of any kind to be 

employed with a third party on a full time or part time basis. Violation of this policy may 

result in termination. 



Return to work options: 

 

• Return to prior position at full duty with doctor release stating that the injured 

employee can perform the job functions without restrictions. 

• Light Duty-for any employee who is not able to return to their prior position and 

perform the regular duties of that job but can return with certain restrictions, Austin 

County will try to accommodate light duty when possible but cannot guarantee the 

availability of light duty. 

Employees on light duty are not guaranteed the rate of pay they received for the position they 

held at the time of injury or illness. The pay rate for light duty is based on the knowledge skills 

and abilities for that job, as well as general market conditions. Employees in a light duty position 

are not permitted to supplement their workers’ compensation benefits by using their vacation, 

holiday, compensatory or sick leave. 

 

Four Week Limit-Light duty assignments are temporary arrangements intended to complement 

and facilitate the healing process. Light duty may be initially offered for a period of four (4) 

weeks and then will be reviewed and evaluated by the supervisor based, in part, on the 

recommendation of the physician (unless FMLA time is still available). 

 

Employee Refusal Of Work-In the event an employee refuses to return to regular or light duty 

work in response to a written, bona fide offer of employment by Austin County, the employee 

may be separated from employment with Austin County subject to FMLA qualification and their 

position may be filled permanently. A written, bona fide offer of employment must clearly state: 

 
 

• The position offered and the duties of position 

• Austin County’s agreement to meet the conditions set out by the treating doctor 

• The job’s wage, working hours and location. 

 
Medical Information 

 

All employee’s medical information is held in strict confidence in accordance with the American 

with Disabilities Act Amendments Act (ADAAA). Medical inquiries are limited to those 

permitted under Texas Workers Compensation Statute and applicable federal law. 

 

Coordination with FMLA 

 

Nothing in this policy should be construed as denying employees their rights under the Family 

Medical Leave Act (FMLA) or any other federal or state law. It is Austin County’s policy to 

designate an employee’s leave due to a work-related injury or illness as FMLA, if eligible. 

Austin County counts the period of any employee’s light duty assignment towards the 

employee’s FMLA entitlement. Until employees have exhausted their twelve (12) week FMLA 

entitlement, they have the right to be reinstated to their original job or an equivalent job provided 

they are able to perform the essential functions of the job. 



7.5 UNEMPLOYMENT INSURANCE 

Employees of the county are covered under the Texas Unemployment Compensation Insurance 

program, and the county pays for this benefit.  This program provides payments  for 

unemployed workers in certain circumstances. 



 

7.6 LEAVE TIME 

Regular Full Time – 40 hours per week employees are eligible for vacation, sick, holidays and 

other types of paid time off under certain circumstances. 

 
Regular Full Time – 32 hours per week employees are eligible for vacation (prorated at 6.5), sick 

(prorated at 6.5), holidays (prorated at 6.5) and other types of paid time off under certain 

circumstances. 

 

Regular Full Time – 30 hours per week employees are not eligible for vacation, sick, holiday or 

other paid time off. However, seasonal holidays may be approved and granted by Commissioners 

Court. 

 

Regular Part Time – 29.75 hours per week or less are not eligible for vacation, sick, holiday or 

other paid time off. However, seasonal holidays may be approved and granted by 

Commissioners Court. 

 

Temporary employees are not eligible for vacation, sick, holidays or other types of paid time off. 



 

7.7 EDUCATION AND TRAINING 

When the county requires an employee to attend any educational or training course, conference, 

or seminar, the county will provide the necessary time off with pay and will reimburse the 

employee for associated costs, including tuition or registration fees, and authorized travel, meals, 

and lodging as budgeted for the fiscal year. Employees are expected to use the least expensive 

means of travel for the county, including avoiding unnecessary overtime whenever possible. 

 

Please refer to the chapter on Travel and Expense Reimbursement for explanation of attendance at 

seminars authorized by the county. 



 

8.00 LEAVE TIME 
 

 

 

8.1 LEAVE TIME DEFINITIONS 
 

Leave Time: Leave time is time during normal working hours in which an employee does not 

engage in the performance of job duties. Leave time may be either paid or unpaid. An employee 

who is requesting leave without pay will be required to have exhausted all holiday, vacation and 

compensatory time prior to going into leave without pay. 

 

Holidays: Holidays are days designated by the Commissioners Court on which county offices 

are closed, that otherwise would be regular business days. 

 

Unauthorized Absence: An unauthorized absence is one in which the employee is absent from 

regular duty without permission of the Elected Official or Department Head. Nonexempt 

employees are not paid for unauthorized absences, and such absences may result in disciplinary 

action up to and including termination. 



8.2 APPROVAL OF LEAVE 

Leave taken by county employees must be approved by the employee’s supervisor and the 

supervising Elected Official or Department Head. Departments may have additional leave 

policies. 

 

Elected Officials and Department Heads are responsible for notifying Human Resources when 

leave usage is for FMLA (see FMLA in this section). 



8.3 LEAVE TIME DONATIONS 

Other than donations to the Sick Leave Pool under Section 8.09, no employee may transfer 

his/her time to another employee. 



8.4 VACATION LEAVE 

Regular Full Time – 40 hours per week employees are eligible to accrue paid vacation 

leave. 

 

Regular Full Time – 32 hours per week employees are eligible to accrue paid vacation 

leave (prorated at 6.5). 

 

Regular Full Time – 30 hours per week employees are not eligible for vacation. 

 

Regular Part Time – 29.75 hours per week or less employees are not eligible for vacation. 

Temporary employees are not eligible for vacation. 

Employees are encouraged to take regular vacations at least annually. 

 

Employees are not credited with vacation leave until the completion of one year of 

service with the county. Vacation leave is credited to an employee for continuous 

service on the first anniversary date of his or her employment and each year thereafter. 

 

Vacation Leave Accrual for Regular Full Time – 40 hours per week 

employees. Regular full-time employees earn vacation as follows: 

 

Years of Employment Vacation Days 

After one full year of continuous service 40 hours per year 

After two years of continuous service, but less than five 

years 

80 hours per year 

After five years of continuous service, but less than 10 

years 

96 hours per year 

After 10 years of continuous service, but less than 15 years 120 hours per year 

After 15 years of continuous service 160 hours per year 

 
Vacation Leave Accrual for Regular Full Time – 32 hours per week 

employees. Regular part-time employees who work 32 hours per week earn 

vacation leave as follows: 

 

Years of Employment Vacation Days 

After one full year of continuous service 32.50 hours per year 

After two years of continuous service, but less than five years 65 hours per year 

After five years of continuous service, but less than 10 years 78.25 hours per year 

After 10 years of continuous service, but less than 15 years 97.50 hours per year 

After 15 years or more of continuous service 130 hours per year 



Maximum Vacation Leave Accrual Accrued vacation leave must be used in the year that it 

is credited to an employee’s account. Any balance is reduced to zero without compensation 

to the employee on the employee’s next anniversary date of employment (see EMS 

Department section below). 

 
The employee’s elected official or Department Head may request in writing to the 

Commissioners Court, a hardship variance to this policy to allow additional time to use the 

vacation leave. 

 

No payment is made in lieu of vacation upon status change to part-time. 

 
Vacation Leave – EMS Department and Sheriff’s Office Personnel 

The EMS department/Sheriff’s Office recognizes that vacation is important for employee 

health. Eligible EMS/Sheriff Office employees will accrue vacation leave as per standard 

county policy. All vacation leave eligible employees are required to use a minimum of 40 

hours of vacation per year. Failure to use the 40 hours will cause the time to be forfeited. 

On the employee’s anniversary date, the eligible EMS department /Sheriff’s Office 

Personnel employees shall be paid for unused vacation leave for any remaining hours in in 

excess of 40 hours. 

Employees with one full year of continuous service (40 hours vacation per year) – All 

vacation leave must be used prior to the employee’s anniversary date or it will be 

forfeited. 

Employees with two or more years of continuous service (41-160 hours) – 40 hours of 

vacation leave must be used prior to the employee’s anniversary date. The remaining 

balance of hours 41-160 hours can be either used by taking vacation or paid on the 

employee’s employment anniversary. The employee will be paid for credited but unused 

vacation leave not to exceed the maximum vacation leave accrual for that year minus 40 

hours. The rate of pay will be determined by the salary rate in effect at the time of 

termination. 

However, employees who do not complete a full year of employment will not be paid for 

vacation leave. 

 

Scheduling Vacation Leave Supervising Elected Officials and Department Heads should 

encourage their employees to schedule vacations and to request leave well in advance; 

vacation schedules must accommodate the county’s work schedule. Provided that 

departmental workload permit, employees should be allowed to select their desired 

vacation periods. If there is a conflict in vacation schedules involving two or more 

employees, employees are granted their preference on a “first come, first served” basis. If 

two requests are received at approximately the same time and cover the same requested 

vacation period, the employees will be granted their preference in accordance with 

seniority. If the desired leave schedules conflict with county requirements, the county’s 

requirements are given first consideration. Approval of previously approved leave 

requests may be withdrawn if necessary to satisfy work requirements of the county. 



Payment for Unused Vacation Leave Upon Separation When an employee leaves the 

services of the county, he or she will be paid for credited but unused vacation leave not to 

exceed the maximum vacation leave accrual for that year. The rate of pay will be 

determined by the salary rate in effect at the time of termination. However, employees who 

do not complete a full year of employment will not be paid for vacation leave. 



8.5 COMPENSATORY LEAVE 

 
This section is reserved for future revisions 



8.6 SICK LEAVE 

An employee with accrued sick leave may use that leave if the employee is absent from work 

due to: 

 
- Personal illness or physical or mental incapacity; 

- Medical, dental, optical examinations or treatments, or appointments with other 

qualified medical professionals; 

- Illness of a member of the employee’s immediate family who requires the employee’s 

personal care and attention. For this purpose, immediate family is defined in Section 3.05 

EMPLOYMENT OF RELATIVES (NEPOTISM Charts) of the policy manual. 

 

Accrual of Sick Leave  
 

All regular full-time 40-hour employees shall accrue 8 hours of sick leave per month, and all 

full-time 32-hour employees shall accrue 6.50 hours of sick leave per month. Full-time 

employees who work 30 hours a week, part time employees who work less than 30 hours a week, 

temporary employees, and seasonal employees do not accrue sick leave. 

 

All full-time 40-hour new hires will receive 1 day of sick time (8 hours) on their hire date. Then 

sick leave accrues 8 hours per month for regular full-time employees on the first of the month 

thereafter. All full-time 32-hour employees shall accrue 6.50 hours on their hire date. Then, 

accrue sick leave at 6.50 per month on the first of the month thereafter. Employees who are 

already employed for 40 hours and move to 32 hours are not eligible to receive 6.50 hours on 

their date of hire but will receive 6.50 hours on the first of the month thereafter. 

 

(Revised 03-10-2025 Order Number #25-83 

 

Notification Requirements Approval of sick leave for non-emergency medical, dental, or 

optical appointments must be secured at least one day in advance. In all other instances of use 

of sick leave, the employee must notify his or her supervisor or the supervising Elected 

Official or Department Head before leaving work. If an employee is not already at work, the 

employee must notify his or her supervisor no later than the time at which the employee is 

scheduled to begin work on the first day of absence (within 15 minutes of the scheduled time 

to begin work) and must request that approval of sick leave be granted, unless emergency 

conditions exist. Some departments may require earlier advance notification. The employee 

also must call the supervisor each subsequent day he or she will be out on sick leave unless 

other arrangements are made. 

 

Employees must complete a request for approval of sick leave prior to non-emergency 

appointments, or must immediately request approval of sick leave upon return to work in 

other instances, as applicable. Elected Official or Department Head will notify Human 

Resources to verify that sick leave will apply or will not apply to FMLA. 

 

Failure to provide the required notice may result in the employee’s being placed on leave- 

without-pay status, and could result in disciplinary action against the employee. 



Employees must report to and remain at work until it is necessary to leave for an approved 

non-emergency appointment, and must return to work immediately following the 

appointment, unless extenuating circumstances exist. The unauthorized use of sick leave may 

result in disciplinary action against the employee. An employee may not use a sick day on the 

same day earned. 

 
Medical Statement an Elected Official or Department Head may request an employee in his or 

her department furnish, and the employee must provide upon request, written verification by the 

employee or a physician of medical disability precluding availability for duty at any time that sick 

leave benefits are requested for more than three (3) consecutive work days. Written verification by 

the employee must include a statement that they understand any false statements may be a 

violation of Texas Penal Code 37.10 and may subject them to termination. The  Elected Official 

or Department Head is to send a copy of the statement to Human Resources within five (5) work 

days. Human Resources will verify if the leave is FMLA. 

 

Maximum Accumulation of Sick Leave Sick leave not used by eligible full time regular 

employees during the year in which it accrues accumulates and is available for use in succeeding 

years. 

 
Exhaustion of Sick Leave An employee who has exhausted earned sick leave benefits may use 

vacation leave, other time, holiday and comp time. No advance of unearned sick leave benefits will 

be made for any reason. The Elected Official or Department Head must approve a request leave of 

absence without pay. 

 

Illness While on Vacation Leave or on a Holiday When an illness or physical incapacity occurs 

while an employee is on vacation, accrued sick leave may be granted to cover the period of illness 

or incapacity, and the charge against vacation leave reduced accordingly. The Elected Official or 

Department Head must approve the granting. If an employee is sick on a holiday, he or she may 

not use sick leave for these hours and will not get an alternative day off. 

 
 

Donation Upon Termination An eligible employee may donate up to 80 hours (10 days) of his 

or her accrued sick leave to the Sick Leave Pool upon separation from county employment. 

 

Cancellation Upon Termination Unused sick leave is canceled upon termination of 

employment without compensation to the employee. 



CONSANGUINITY KINSHIP CHART 

(RELATIONSHIP BY BLOOD) 
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8.7 MILITARY LEAVE 

 
All Austin County employees who are members of the National Guard or active reserve 

components of the United States Armed Forces shall be allowed up to fifteen (15) days off per 

federal fiscal year with pay for active duty or to attend active or inactive authorized training 

sessions and exercises. The fifteen (15) day paid military leave shall apply to the Federal Fiscal 

year and any unused balance at the end of the year shall not be carried forward into the next 

Federal Fiscal year. Pay for attendance at Reserve or National Guard training sessions or 

exercises shall be authorized only for periods which fall within the employee’s normal work 

schedule. An employee may use vacation leave, and earned compensatory time, if they must 

attend Reserve or National Guard Training sessions or exercises in excess of the fifteen-day 

maximum, if the employee is required to attend the employee may use vacation leave, earned 

compensatory, or leave without pay according to policy. 

 

Any Austin County employee who is a member of the Texas military forces, a reserve 

component of the armed forces, or a member of a state or federally authorized urban search and 

rescue team called to state active duty by the governor or another appropriate authority in 

response to a disaster is entitled up to 7 days of paid disaster leave per fiscal year. This leave is 

in addition to the paid leave provided for authorized training or duty otherwise authorized or 

ordered. During disaster leave under these provisions, the person may not be subjected to loss of 

time, efficiency rating, personal time, sick leave, or vacation time. 

 

An employee going on military leave shall provide their supervisor with a set of orders within 

two (2) business days after receiving them. 

 

Upon request of the employee, Austin County will provide a statement that contains the number 

of workdays used for military leave in the fiscal year as well as a statement of the number of 

workdays left for use during the fiscal year. 

 

Austin County employees who leave their positions because of being called to active military 

service or who voluntarily enter the Armed Forces of the United States shall be eligible for re- 

employment in accordance with state and federal laws in effect at the time of their release from 

duty. 



8.8 JURY DUTY 
 

All employees of Austin County who are called for jury duty shall receive their regular pay for 

the period they are called for jury duty, which includes both the jury selection process and, if 

selected, the time they actually serve on the jury. 

 

Pay for serving on a jury shall only include the time the employee would have normally been 

scheduled to work up to 8 hours and will not include extra pay if jury service involves time 

outside the employee’s normal work schedule. Any fees paid for jury service may be kept by the 

employee. 

 

An employee, who is called for jury duty, must provide Human Resources with an 

acknowledgement of service from the court. 

 

All employees who are subpoenaed or ordered to attend court to appear as a witness or to testify 

in some official capacity on behalf of the County shall be entitled to leave with pay for such 

period as their court attendance may require. 

 

Employees who are absent from work to appear in private litigation in which they are a principal 

party, the time shall be charged to available benefit time. 



8.9 SICK LEAVE POOL 

 
1. PURPOSE AND DEFINITION 

Purpose 

The purpose of the Sick Leave Pool is to provide additional paid sick leave to members 

of the Pool in the event, they are unable to report to work due to a catastrophic illness or injury. 

Members may apply for sick leave from the Pool only after the member has exhausted all 

accrued paid leave to include sick leave, comp time, personal time, vacation leave, and excess 

holiday leave balances. 

 

Commissioners Court reserves the right to amend, change, or delete this policy at any time, 

with or without notice. 

 
Definitions 

Catastrophic Illness or Injury: A Catastrophic illness or injury is considered to be any 

personal illness, injury or physical or mental condition suffered by the employee or a member 

of the employee’s immediate family that involves continued treatment by a medical care 

provider for chronic or long-term medical conditions that are incurable or so serious that the 

employee has been absent from his or her place of work on paid leave, accrued compensatory 

time, or leave without pay for a period of ten (10) consecutive calendar days due to the 

catastrophic illness or injury. Immediate family is defined as the employee’s spouse, child or 

children, parent, step-parent, or any other relative of the employee who resides in the 

employee’s household and/or is dependent on the employee for care. 

 

Donation: Refers to the act of an eligible employee voluntarily giving one (1) day (8 hours) 

the first year and continuing contributions per year of a minimum of one (1) day or up to five 

(5) days. 

 

Donation Upon Termination: Any employee may donate up to 80 hours (10 days) of his/her 

accrued sick leave time to the Sick Leave Pool upon separation from county employment. 

 

Eligible Employee: A regular full-time employee with at least twelve (12) months of 

continuous employment with the county is eligible to become a member of the Pool. 

 

Member: A member of the Pool is an eligible employee who has contributed at least one (1) 

day the first year, and a minimum of one (1) day every continuous year to the Pool. 

 

Withdrawal: Refers to the act by a member of the Pool applying for sick leave from the Pool 

due to a catastrophic illness or injury. The maximum number of days that can be awarded to 

any one member of the Pool is thirty-one (31) days per year. The Pool may not award more 

than 1/3 of the balance on the sick leave pool bank or 31 days, whichever is less. 

 
Definition of Sick Leave Days for Members 

Sick leave days from the Pool are those days granted to a member who is unable to work or is 



absent from work to care for his/her immediate family due to a catastrophic illness or injury. 

For purpose herein, “Pool” will refer to The Austin County Employees Sick Leave Pool. 

2. MEMBERSHIP 

 
Eligibility 

All full-time employees exempt or non-exempt with 12 months of service with Austin 

County shall be eligible for membership. Participation is voluntary; however, an employee 

must be a member of the Pool in order to be able to withdraw sick leave hours from the 

Pool. 

 

Procedures for Joining the Sick Leave Pool 

Any employee who is eligible to join the Sick Leave Pool may do so by contributing one (1) 

day of the employees accrued sick leave. 

 

Employees desiring to join the Pool shall complete the Membership form and submit it to 

Human Resources. Pool membership will be held in January. 

 

3. REGULATIONS CONCERNING CONTRIBUTION OF DAYS 

To become a member of the Pool, an employee must contribute three (1) day from his or her 

accrued sick leave for the current year or after completing one (1) full year of continuous 

service. 

 

To remain a member of the Pool, an employee must continue to contribute per year a 

minimum of one (1) day or up to five (5) days, but no more than the maximum of five (5) days 

of their own accrued sick leave to the Pool. Annual contributions will be in January. 

These days will be subtracted from the member’s local sick leave record. 

The days donated become the property of Austin County Sick Leave Pool. 

ALL DONATIONS WILL REMAIN IN FORCE AND CANNOT BE RETURNED EVEN 

UPON CANCELLATION OF MEMBERSHIP. 

 

Personnel who terminate their employment with the County forfeit membership in the Pool at 

the effective date of termination. Neither the employee nor the employee’s estate shall have 

any claim to any hours in the Pool, including those hours originally donated by the employee. 

If the employee wishes to regain membership in the Pool upon his/her return to the county, 

one (1) day must again be donated. 

 
Personnel on approved leave of absence will retain membership in the Pool and will not be 

required to donate additional days. 



4. MAINTAINING MEMBERSHIP 

 
To maintain your membership in the pool, an employee must contribute a minimum of one (1) 

day or up to five (5) days and annual contributions will be in January. 

 
 

5. AWARDING DAYS FROM THE POOL 

 

Sick leave days from the Pool will be awarded only after the member has exhausted all 

accumulated sick leave, vacation leave, holiday leave, comp time balances, and other paid 

leave balance. 

 

Days from the Pool shall be awarded only for a catastrophic illness or injury. Sick Leave Pool 

shall be awarded only for absences from working days and will not be awarded for holidays, 

vacation days or other such days 

 

An employee receiving Workers’ Compensation benefits will not be covered by Sick Leave 

Pool. 

 

Sick Leave Pool awards will not be authorized for illness or disability resulting from self- 

inflicted injury 

 

The amount of sick leave available for withdrawal by an eligible Pool member is the lesser of: 

the number of hours needed to cover the Pool member’s absences as indicated by the 

Physician’s Statement, 31 days maximum (248 hours), or no more than 1/3rd of the balance 

than its members have contributed. 

 

If a request to draw upon the Pool is for other than consecutive days of illness, a separate 

request, including a physician’s statement on the required forms, may be submitted for each 

overall period of illness if the initial physician’s statement is not sufficient for intermittent pool 

withdrawals. 

 

All requests to draw upon the Pool must be accompanied by the appropriate Physician’s 

Statement, signed by the physician, confirming actual treatment, the cause of illness, certifying 

the existence of a disability to perform assigned duties and length of absence. 

 

A Member will lose the right to utilize the benefits of the Pool by: 

 

• Termination of Employment at Austin County 

• Cancellation of participation by the member on the proper form at any time 

• Attempted abuse of the Pool and or its policies 

• Refusal to continue required annual contributions 



6. PROCEDURES FOR APPLYING FOR SICK LEAVE DAYS 

 
Should the member be unable to report to work due to a catastrophic illness or injury 

necessitating the need for additional days after all accumulated sick leave days have been 

used, the member may submit a request for days from the Pool. 

 

The employee or the employee’s personal representative can request an award of time from the 

Sick Leave Pool by submitting a completed application to Human Resources. The application 

should be submitted thirty (30) days before the hours are needed, or as soon as possible after 

the need arises. 

 

Completion of the attending physician’s statement which includes: 

• Identification of the nature of the catastrophic illness or injury 

• Date of initial onset of this particular condition 

• Anticipated date eligible to return to work on a full or part-time basis 

 

The Sick Leave Pool Committee may refuse to consider an application that does not contain 

the required information. 

 

If a member is critically ill and unable to file an application for sick leave days from the Pool, 

the Elected Official or Department Head may initiate the application form at the request of the 

family by notifying Human Resources. 

 

Employee accrues no sick time while on Sick Leave Pool. 

 

Time starts to accrue when employee brings return to work slip from doctor to Human 

Resources. The Department Head will notify Human Resources when the employee returned 

to work and if the employee did not use all the awarded sick leave pool, the unused balance 

will be returned to the Sick Leave Pool. 

 

County Treasurer will credit the unused hours awarded to the Sick Leave Pool. The 

employee’s time sheet will be adjusted to reflect the transfer. 

7. SICK LEAVE POOL 

ADMINISTRATION Name 
For purpose herein, “Committee” will refer to the governing committee, which will approve or 

disapprove all requests for sick leave pool and shall be called “The Austin County Sick Leave 

Pool Committee.” 

 

Composition of Membership of Sick Leave Pool Committee 

The Commissioners Court to designate that the administrator of the Austin County Sick Leave 

Pool shall be a committee, consisting of the County Judge, Director of Human Resources and 

a representative(s) to be designated by the County Commissioners Court. All information 

reviewed and discussed will be held in the strictest confidence by all committee members. 



The Committee shall be responsible for reviewing applications and medical certification 

forms submitted by Pool members. 

 

The Committee shall be responsible to maintain accurate records of membership in the Pool, 

document deposits and withdrawals from the Pool and shall strictly follow all Pool guidelines 

as set forth by this policy. No deviation from these guidelines shall be allowed, except by 

action of Commissioners Court. 

 

Duties and responsibilities of the Sick Leave Pool Committee 

All applications for Sick Leave Pool shall be reviewed individually by the Committee in a 

called meeting. 

 

A member may be requested to appear before the Committee to substantiate his or her case. 

 

The Committee shall determine the number of days approved up to thirty-one (31) days and 

reserves the right to approve, disapprove, or modify the days requested. 

 

A member may appeal the decision of the Committee by writing a letter to the Executive 

Officer requesting to appear in person before the Committee. 

 

The County Judge shall serve as Executive Official; Human Resources shall serve as the 

Executive Officer of the Sick Leave Pool Committee and the County Treasurer will process all 

approved sick leave days for members (donations, awards and returning unused time to the 

Pool). If disapproved, the reasons for disapproval will be included. 

 

The decision of the Committee will be final. 

 

8. USE OF SICK LEAVE POOL FOR IMMEDIATE FAMILY 
 

To make the Pool a more significant benefit for Austin County employees, the Committee has 

included the immediate family. This has necessitated stricter guidelines to protect the Pool 

and the County from the excessive use of sick leave days. 

 

Purpose 

To provide additional sick leave days for members whose immediate family has suffered 

catastrophic illness or injury. See Definition of Immediate Family. 

Definition of Immediate Family 

The term “immediate family” is defined in section 3.05 EMPLOYMENT OF RELATIVES 

(Nepotism Charts) of the policy manual. 

 

All regulations pertaining to the use and award of sick leave pool will also be applied to the 

catastrophic illness or injury of the immediate family member. 

 

Regulations that pertain to the use of the Pool for members of the family: 

 
The maximum number of days that may be granted to an employee for use of a family member 



with a catastrophic illness or injury is fifteen (15) days per occurrence with a maximum of 

thirty (31) days, but no more than 1/3rd of the balance than its members have contributed. 

Upon a unanimous vote of the Sick Leave Pool Committee, the Committee may provide to a 

member thirty (31) additional days or fifteen (15) additional days for the illness of an immediate 

family member in extreme hardship cases. 



CONSANGUINITY KINSHIP CHART 

(RELATIONSHIP BY BLOOD) 
 

 

 

 

 

3rd Degree 2nd Degree 1st Degree 

OFFICIAL/SUPERVISOR 

Great Grand 
Father/Mother 

Great 
Grandson/Daughter 

Nephew/Niece 

Uncle/Aunt 

Grand Father/Mother 

Grand Son/Daughter Daughter/Son 

Brother/Sister Father/Mother 



AFFINITY KINSHIP CHART 

(Relationship by Marriage) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

OFFICIAL/SUPERVISOR 

1st Degree 2nd Degree 

  

Official/Supervisor's Spouse 

  

Father/Mother In Law 

  

Daughter/Son In Law 

  

Spouse's Son/Daughter 

 

  

Spouse's Brother/Sister 

  

Sister/Brother's Spouse 

  

Spouse's Grand Father/Mother 

  

Spouse's Grand Daughter/Son 

 



8.10 FAMILY AND MEDICAL LEAVE (FMLA) 

 
The federal Family and Medical Leave Act of 1993 (FMLA) requires an employer to provide 

eligible employees with unpaid or paid leave under certain circumstances. There are two types of 

leave available: 

1. The basic 12-week FMLA entitlement; and 

2. The Military Family Leave (FML) entitlement described in this policy. 

 

ELIGIBILITY 

To be eligible for benefits under this policy, an employee must: 

1. Have worked for Austin County at least 12 months (it is not required that these 12 

months be consecutive; however, a continuous break in service of 7 years or more will 

not be counted toward the 12 months); and 

2. Have worked at least 1250 hours during the previous 12 months; and 

Any employees with any questions about their eligibility for FMLA leave should contact Human 

Resources for more information. 

 

QUALIFYING EVENTS: 

 

Family medical leave under this policy may be taken for the following reasons: 

1. The birth of a child and to care for that child; 

2. The placement of a child in the employee’s home for adoption or foster care; 

3. To care for a spouse, child (under the age of 18 or if over 18 incapable of self-care due to 

a disability), or parent with a serious health condition; 

4. The serious health condition of the employee that make the employee unable to perform 

the essential functions of their job; 

5. A qualifying exigency arising out of the fact that an employee’s spouse, child or parent is 

a covered military member of the Armed Forces (Regular, Reserve or National Guard), 

deployed to a foreign country or has been notified of an impending call or order to active 

duty in a foreign country; 

6. To care for a covered service member (Regular, Reserve or National Guard) with a 

serious injury or illness if the employee is the spouse, child, parent or next of kin (nearest 

blood relative) of the service member; or 

7. To care for a covered veteran who is undergoing medical treatment, recuperation or 

therapy, for a serious injury or illness and who was a member of the Armed Forces 

(Regular, Reserve or National Guard) at any time during the period of 5 years preceding 

the date on which the veteran began that medical treatment, recuperation or therapy. 



SERIOUS HEALTH CONDITION: 

 

Serious health condition is defined as a health condition that requires overnight inpatient care at 

a hospital, hospice, or residential care medical facility or continuing treatment by a health care 

provider. 

 

A serious health condition involving continuing treatment by a health care provider includes any 

one or more of the following: 

1) a period of incapacity of more than three consecutive, full calendar days, and any 

subsequent treatment or period of incapacity relating to the same condition, that also 

involves: 

a) Treatment two or more times within 30 days of incapacity; or 

b) Treatment by a health care provider on at least one occasion within the first seven 

days of incapacity that results in a regimen of continuing treatment by a health 

care provider. 

2) Any period of incapacity due to pregnancy or pre-natal care. 

3) Any period of incapacity or treatment due to a chronic serious health condition that 

requires periodic visits to a health care provider and continues over an extended period of 

time. 

4) Any period of incapacity that is permanent or long term due to a condition for which 

treatment is not effective. 

5) Any period of incapacity or absence to receive multiple treatments by a health care 

provider. 

 

 
LENGTH OF LEAVE: 

An employee may use up to 12 weeks leave per 12-month period under this policy. Austin 

County sets the 12-month period used under this policy as a rolling 12-month period measured 

backward form the date an employee uses FMLA leave. 

A married couple who both work for the county is entitled to a maximum combined leave of 12 

weeks in any 12-month period for the birth of healthy newborn child (i.e., bonding time) or 

placement of a child, or care for a parent with a serious health condition. The combined limit for 

a married couple employed by the county is 26 weeks in a single 12-month period if leave is to 

care for a covered service member or veteran with a serious injury or illness. 

 

WORK RELATED INJURY: 

Austin County will always designate qualifying work-related injuries with lost time as FMLA 

qualifying. 

 

SUBSTITUTION OF PAID LEAVE: 

Austin County requires substitution of paid leave for all FMLA or MFL events. An employee 

must follow the compensatory, vacation and sick leave policy guidelines. The balance of FMLA 



is unpaid leave. FMLA and MFL run concurrently with all substituted paid leave, including 

Workers’ Compensation leave. 

 

The maximum amount of paid and unpaid leave that may be used under this policy in a 12- 

month period is 12 weeks, except for qualifying leave to care for a covered military member with 

a serious injury or illness which is a maximum of 26-weeks in a 12-month period. 

 

CONTINUED EMPLOYEE BENEFITS: 

While an employee is on leave under this policy, the county will continue to pay the employee’s 

medical plan premium at the same rate as if the employee had been actively at work. The 

employee is required to pay for dependent coverage and for any other coverage for which the 

employee would normally pay, or the coverage will be discontinued. An employee’s obligation 

to pay for coverage will be made through regular payroll deduction while the employee is on 

paid leave status. While on unpaid leave, the employee is required to pay for premiums including 

employee and county portion due to the county no later than 30 days after the date of the pay 

period in which the premium comes due. The county may cancel unpaid coverage by providing 

the employee advance written notice, not less than 15 days before the coverage will be cancelled 

for non-payment. 

 

INTERMITTENT LEAVE AND REDUCED SCHEDULE: 

An employee may take intermittent leave under this policy if it is necessary for the care and 

treatment of a serious health condition of the employee, the employee’s eligible family member 

or the care of a covered military member or veteran. 

An employee may work a reduced schedule under this policy if it is necessary for the care and 

treatment of a serious health condition of the employee, the employee’s eligible family member, 

or the care of a covered military member or veteran. 

 

All work time missed as the result of intermittent leave or a reduced work schedule under this 

policy will be deducted from the employee’s 12-week or 26-week leave eligibility in a single 12- 

month period. 

 

CERTIFICATION REQUIREMENTS: 

 

The county has the right to ask for certification of the serious health condition of the employee or 

the employee’s eligible family member when the employee requests or is using leave under this 

policy. 

 

The county may send a request for medical certification to an employee who has been out of 

work for three or more days to determine the employee’s FMLA eligibility. The employee shall 

have their physician complete and return the medical certification, or provide appropriate 

documentation, within 15 days of the employee’s receipt of the form to be eligible for FMLA. 

An employee’s failure to return the medical certification may result in denial of FMLA by the 

county. 

 
The employee must respond to the county’s request for certification within 15 days of receipt of 

the request or provide a reasonable explanation for the delay in writing before the 15th day after 



receipt of the request. If an employee does not provide certification or otherwise respond, the 

county may deny leave under this policy. 

If an employee requests intermittent leave or a reduced work schedule, the certification 

submitted must also include the dates and duration of treatment and a statement of medical 

necessity for taking intermittent leave or working a reduced schedule. The county may request 

re-certification for intermittent or reduced schedule leave every six months in connection with an 

eligible absence. 

The county may ask for a second opinion from a health care provider of the county’s choice, at 

the expense of the county, if the county has reason to question the certification, unless the leave 

is necessary to care for a seriously injured or ill covered service member supported by an 

invitational travel order (ITO) or invitational travel authorization (ITA) to join an injured or ill 

service member at their bedside. 

 

If there is a conflict between the certification submitted by the employee and the second 

certification obtained by the county, the county may require a third certification, at the expense 

of the county, from a health care provider agreed upon by both the employee and the county. The 

third opinion is final and binding on the county and the employee. 

 

REQUESTING LEAVE: 

Unless FMLA leave is unforeseeable, an employee is required to submit a written request for 

leave under this policy to their immediate supervisor. 

Where reasonably practicable, an employee should give their immediate supervisor a minimum 

of 30-days’ notice before beginning leave under this policy. Where it is not reasonably 

practicable to give 30-days’ notice, the employee is required to give as much notice as possible. 

 

REINSTATEMENT: 

An employee returning from leave under this policy, and who has not exceeded the 12-week 

maximum leave period allowed, will be returned to the same job or a job equivalent to the job 

the employee held before going on FMLA leave. An employee who has not exceeded the 26- 

week maximum leave period in a single 12-month period, to care for a seriously ill or injured 

covered military member, will be returned to the same job or a job equivalent to the job the 

employee help before going on leave. If an employee is placed in a different position, it will be 

one with equivalent status, pay, benefits, and other employment terms and which entails 

substantially equivalent skill, effort, responsibility, and authority. 

The county has no obligation to reinstate an employee who takes more than the 12 weeks of 

leave allowed under this policy, or who elects not to return to work after using the maximum 

leave allowed, including an employee with available sick or vacation leave. 

 

OTHER BENEFITS: 

 

While on leave without pay under this policy, an employee does not earn vacation or sick leave, 

is not eligible for holiday pay, and does not earn other benefits afforded to employees actively at 

work. 

An employee who is out on approved FMLA leave may not take trips outside of the country 

unless the travel is related to the employee’s own serious health condition, the serious health 

condition of the child, spouse or parent of the employee or to attend qualifying military events. 



An employee may ask their immediate supervisor for written permission to take other trips 

outside of the country which may be granted at the supervisor’ sole discretion. 

Employees are forbidden from working another job while on approved FMLA leave from the 

county. 

 

REGULATION: 

 

Any area or issue regarding family and medical leave that is not addressed in this policy is 

subject to the basic requirements of the FMLA and the regulations issued to implement it. 

 

RETURN-TO-WORK: 

 

An employee is required to provide a fitness-for-duty certification before the employee returns to 

work. 

 

ENFORCEMENT: 

 

An employee may file a complaint with the U.S. Department of Labor or may bring a private 

lawsuit against an employer for unlawful discrimination under the FMLA. The FMLA does not 

affect any federal or state law prohibiting discrimination or supersede any federal or state law 

that provides greater family medical leave rights. 



8.11 FUNERAL LEAVE 

 
 

Policy 

It is the policy of Austin County to grant paid funeral/bereavement leave to all eligible 

employees with Elected Official or Department Head approval for the death of an immediate 

family member. Employees that work Regular Full Time 40 + hours per week may take up to 24 

total hours paid time off and Employees that work Regular Full Time 32 hours per week may 

take 19.50 total hours paid time off. Funeral/bereavement leave must be used within 3 months 

of the death. 

 
These covered relationships to the EMPLOYEE are as follows: 

 
 

Spouse Mother Father 

Step-Parent Mother-in-Law Father-in-Law 

Son Daughter Step-Child 

Son-in-Law Daughter-in-Law Sister 

Brother Brother-in-Law Sister-in-Law 

Grandparent Spouse’s Grandparent Grandchild 

Spouse’s Grandchild 

 
Austin County allows eligible employees time off with pay to attend the funeral of a non- 

immediate family member. Employee that works regular full time 40 hours per week may 

take 8 hours paid time off and Employees that work regular full time 32 hours per week may 

take 6.50 hours paid time off. Funeral/bereavement leave must be used within 3 months of the 

death. 

 

 
These covered relationships to the EMPLOYEE are as follows: 

 

Aunts Uncles Nieces Nephews 

 
If additional time is needed for funeral leave the employee may use accrued time, such as 

vacation, holiday, or, compensatory time. If the employee does not have any accrued time 

the Elected Official or Department Head may approve Leave Without Pay at their discretion. 

 
If there is suspected abuse of this policy it will be at the discretion of the Elected Official or 

Department Head to require documentation such as a bulletin or obituary. 

 
In the event of a death of a current Austin County employee, the Elected Official can give 4 

hours of paid leave. 



Procedures 
 

The employee will notify his or her Elected Official or Department Head of the anticipated time 

needed away from work. If the employee is notified of the death while away from work, he or 

she may notify the Elected Official or Department Head by telephone. The Elected Official or 

Department Head will verify the employee’s timesheet reflecting bereavement time and 

document in the comments section the relationship to the employee in regards to the policy 

above. 

 
If an eligible employee is on vacation when a death in the immediate family occurs, he or she 

will have the option to request funeral leave be used in lieu of vacation leave. The eligible 

employee should notify the Elected Official or Department Head, who will advise Human 

Resources, County Treasurer’s Office and County Auditor’s Office. The time will be corrected 

in payroll. 



8.12 OTHER LEAVES OF ABSENCE WITHOUT PAY 

Leave of absence without pay is an approved absence from duty in a non-pay status for not more 

than six months, unless an extension is approved by the Commissioners Court.  Department 

Head or Elected Official will notify Human Resources of the request. Extensions ofleave, 

including using this type ofleave to add to the 12-week limit on family and medical leave may 

be authorized by the Commissioners Court. The reason(s) for granting the extension must be 

documented in writing in the employee's medical file, as appropriate, if the leave without pay is 

for medical reasons, or in the employee's personnel file, if the leave without pay is for non­ 

medical reasons. 

 

Granting a leave of absence without pay is at the discretion of the elected or appointed 

Department Head. This type ofleave is not authorized unless there is a reasonable  expectation 

that the employee will return to employment with the county at the end of the approved period. 

Approval of the leave must be documented, with a copy of the documentation placed in the 

employee's personnel or medical file, as set out above. Employees on leave of absence without 

pay receive no compensation and accrue no benefits. However, previously accrued leave 

balances, benefits, and seniority are retained during leaves of absence unless otherwise prohibited 

by the terms or provisions of the benefit programs or by these policies. Medical insurance can be 

continued if the employee pays the premiums (including the county's portion) in full by the end of 

the month that the premium is due. The county may limit the length of time the medical benefits 

may be continued at which time the employee will receive COBRA information and may elect to 

continue paying for the health coverage through COBRA. Contact Human Resources for further 

information on premium payments. 
 

Revocation of Leave Without Pay A leave of absence without pay may be revoked upon receipt 

of evidence submitted that the cause for granting the leave was misrepresented, or has ceased to 

exist. 
 

Authorized Reasons for Leave Without Pay A leave of absence without pay may be appropriate 

for the following reasons: 

 
1. Military service (see also the section on this type ofleave); 

 
2. Recovery from extended illness or temporary disability, including using leave without 

pay to add to the allowable 12-week period of family leave; pregnancy is treated in the 

same manner as any other extended illness or temporary disability (see also the section 

on Family and Medical Leave); 

 

3. Public service assignments; 

 
4. Seeking public office; 

 
5. Personnel exchange programs which emphasize intergovernmental relations; or 

 
6. Any other reason approved by the Commissioners Court which, in the judgment of 



the Commissioners Court, merits a leave of absence without pay. 

 

 
Conditions An employee requesting an unpaid leave of absence must provide the Elected or 

Appointed Department Head, Human Resources and the Commissioners Court with a statement 

from an appropriate third party as to the date upon which the employee is no longer able to 

perform his or her duties and the expected length of time needed. In addition, the employee must 

furnish the county with a written statement from the employee concerning his or her intentions 

about returning to work at the county. In determining whether or not to approve the request for 

leave without pay, the Department Head or the Commissioners Court will consider the 

employee’s length of service with the county, past performance, the department’s needs, and the 

prospect for temporary replacement of the employee or reassignment of the employee’s duties. 

 

Reporting Requirements An employee on extended leave must contact the appropriate county 

supervisor at least once each week to report on his or her status unless another schedule is agreed 

to in writing. Failure to provide required status reports or to contact the office on the schedule 

required by the county may result in the county revoking the leave and taking disciplinary action 

up to and including dismissal. 

 

Documentation A summary of the basis for the decision to grant or deny an unpaid leave of 

absence and the terms of the leave will be prepared by the Department Head, the Commissioners 

Court, or a designee, and will be placed in the employee’s medical file, if the reason for the leave 

is medical, or in the employee’s personnel file, if the reason for the leave is non-medical in nature. 

 

Return to Work After Leave Without Pay At the expiration of an authorized leave of absence 

without pay, every effort will be made to reinstate the employee in the same, or a comparable, 

position. However, if no vacancy exists, and a reasonable effort to place the employee in another 

position has been unsuccessful, the employee will be separated and paid accrued benefits with the 

exception of military leave. (See also sections on Family and Medical Leave and on Military 

Leave for specific provisions relating to leaves of absence for those purposes.) 



8.13 USING LEAVE IN COMBINATION 

An employee can use earned vacation leave, compensatory time, or any other paid time off if sick 

leave is exhausted. Sick leave cannot be used for vacation purposes when vacation leave is 

exhausted. 

 

With the approval of the supervising Elected Official or Department Head, other types of leave 

may be used in combination or coupled with holidays, if it is determined to be in the best interests 

of both the county and the employee. 



8.14 ABANDONMENT OF POSITION 

Unauthorized absence from work for a period of three consecutive working days will be 

deemed a resignation of employment. 



9.00 HOLIDAYS 
 

 

 

9.1 GENERAL HOLIDAY POLICY 

Paid holidays are established each year by the Commissioners Court. The Commissioners Court 

reviews a holiday calendar and adopts holiday dates for each specific year. 

 

The Commissioners Court may declare holidays for special events. A list of holidays approved by 

the Commissioners Court for the current year, specifying days of the week and dates, may be 

obtained from your Department Head. 

 
County offices are closed in observance of recognized holidays, with the exception of those 

offices that operate on a 24-hour basis, seven days per week. These offices include but may not 

be limited to the Sheriff’s Office, Emergency Medical Service and other departments with 

personnel who perform law enforcement and/or emergency functions. 

 

HOLIDAY ELIGIBILITY: This holiday policy applies to Regular Full time – 40 hours per 

week employees. Regular Full Time – 32 hours per week employees will receive holiday 

(prorated at 6.5). In order to receive holiday pay, all eligible full-time employees must work, or 

have approved time off with pay, on their last scheduled workday before a holiday, and on the first 

scheduled workday after a holiday. 

 

HOLIDAYS TAKEN AND OVERTIME: For purposes of computing overtime hours worked, 

time away from the job during the workweek for reasons such as holiday taken, are not actual 

hours worked, and therefore will not count towards the calculation of overtime or compensatory 

time. 



9.2 WORK DURING HOLIDAYS 

It is not always feasible to grant holidays at the scheduled time, especially for employees who are 

assigned shifts in an “around-the-clock” operation. Any Elected Official or Department Head 

who finds it necessary to do so may direct some or all employees of the department to report for 

work on any holiday. 



9.3 HOLIDAYS FALLING ON NON-WORKDAYS 

This section applies to employees who work on shifts other than Monday through Friday. 

Whenever a legal holiday on the current year’s list of approved holidays falls on a regular 

employee’s regular day off and the employee does not work that day, he or she will be paid his 

or her regular salary amount for the pay period involved, and will accrue another day off in lieu 

of the holiday. 



9.4 HOLIDAY DURING VACATION 

If an official holiday falls within a regular employee’s vacation, the employee will be 

granted the holiday and not charged for a day of vacation. 



9.5 ESSENTIAL PERSONNEL HOLIDAY POLICY 

For the purpose of this policy Essential Personnel shall be defined as those full-time personnel 

who must be replaced in order for essential daily operations of the County to remain intact. 

Identified Essential Personnel 

• Deputies assigned to patrol duties 

• Dispatch personnel 

• Jail Personnel 

Holiday Options 

In the event essential personnel are scheduled to work an approved county holiday, they have 

the option of taking the holiday time off, if suitable replacement personnel are available and 

such action is approved, or 

In the event the essential personnel work the approved holiday he/she would receive an 

additional 8 hours of holiday pay added to their timesheet. This additional 8 hours of pay would 

be at the employee’s normal rate of pay and will not be utilized in calculating any overtime 

pay. 

Personnel who are not scheduled to work on an approved holiday will have an additional 8 

hours of pay added to their time sheet. This additional 8 hours of pay would be at the 

employee’s normal rate of pay and will not be utilized in calculating any overtime pay. 

In the event of a situation affecting general county business, such as a hurricane, fire or 

electrical outage, Commissioners Court may employ an alternate plan of action. 



9.6 ESSENTIAL PERSONNEL HOLIDAY POLICY – EMERGENCY 

MEDICAL SERVICES STAFF 

For the purpose of this policy Emergency Medical Services Essential Personnel shall be defined as any staff 

(full-time or part-time) who must be replaced in order for essential daily operations for the Emergency 

Medical Services Department to remain intact. 

Identified Essential Personnel are personnel whose primary role is staffing an ambulance or supervisor unit. 

• Emergency Medical Technician (EMT) or Advanced Emergency Medical Technician / Attendant 

• Emergency Medical Technician Paramedic (EMT-P) or Licensed Paramedic (LP) 

• EMS Supervisor (Lieutenant, Captain or hourly paid Chief level officer) 

Holiday Options 

Essential EMS personnel do not qualify for the hours / pay that would occur in County policy 

9.03 and 9.04. 

In the event essential EMS personnel are scheduled to work one of the approved EMS Department holidays, 

they have the option of taking the holiday off, if suitable replacement personnel are available and such action 

is approved, or 

In the event the essential EMS personnel works the approved EMS holiday he/she would receive double time 

(2X the normal hourly rate) pay for only the hours worked from 7am the day of the holiday until 7am the 

following day (max. of 24 hours per holiday). 

Personnel who are not scheduled to work the approved EMS holidays will not receive any holiday pay for 

hours not physically worked. 

Essential EMS personnel who have exceeded 40 hours of work on the week of an EMS holiday, will only be 

paid double time for the hours worked on the EMS holiday. (The employee will not receive a combination of 

overtime (1.5 times pay) and double time pay on the holiday day worked.) 

Essential EMS personnel who have not completed 40 hours of work for the week and are scheduled to work on 

a holiday are eligible for double time pay for the hours physically worked during the holiday. 

In the event of a situation affecting general county business, such as a hurricane, fire or electrical outage, 

Commissioners Court may employ an alternate plan of action. 

 
The EMS recognized holidays are as follows: 

 
New Year’s Day Easter Day Memorial Day Independence Day 

Labor Day Thanksgiving Day Christmas Eve/Day New Year’s Eve 



10.00 HEALTH AND SAFETY 
 
 

 

10.1 SAFETY POLICY 

It is the policy of the county to make every effort to provide healthful and safe working 

conditions for all of its employees. 

 

Austin County implemented an Accident Prevention Plan, in agreement with the Texas 

Association of Counties. With the support of elected and appointed county officials and 

employees, working in a cooperative effort to develop and implement this accident prevention 

plan should minimize unnecessary accidents and control workers’ compensation costs. 



10.2 EMPLOYEE RESPONSIBILITIES AND REPORTS 

 
Employees are responsible for conducting their work activities in a manner that is protective of 

their own health and safety, as well as that of other employees. Supervisors are responsible for 

observing and reporting employee work activities that might be deemed unsafe to the employees 

or others. After consultation with the Elected Official or Department Head, Human Resources 

may require an employee to obtain a fitness for duty evaluation of their ability to perform 

essential functions and/or operate equipment or vehicle safety. Such a fitness for duty evaluation 

may be required only if the Elected Official/ Department Head or supervisor has a direct 

observation and a reason to believe that an employee is incapable of safe operation of assigned 

equipment or vehicles and is a threat to the health and safety of themselves or others. The county 

will pay for required fitness for duty evaluations. An employee must report every on-the-job 

accident/incident, no matter how minor to their supervisor and Human Resources immediately. 

The supervisor is responsible for filing an accident/incident report immediately with the Elected 

Official or Department Head in charge, who must forward the report to Human Resources, who 

in turn notifies the county’s workers compensation insurance carrier no later than the next 

business day. Texas Association of Counties Risk Management Pool’s Political Subdivision 

Workers Compensation Alliance and the county elect the following rules to utilize and obtain 

health care if an employee suffers a work-related injury/illness: 

1. Immediately following a work-related injury/illness, no matter how minor, the employee 

will be escorted by a coworker to the nearest medical facility for first aid treatment and 

supervisor will need to contact DSS for post-accident testing. 

2. Employee must choose a treating doctor (provider) from the list of contracted providers 

provided by Austin County or obtain the list from www.pswca.org 

3. Employee must go to their treating doctor for all health care related to their injury. If a 

specialist is needed, the employee’s treating doctor will refer the employee. If the 

employee requires emergency care they may go anywhere. 

4. Making a false or fraudulent workers compensation claim is a crime that may result in 

fines and/or imprisonment. 

5. Additional information regarding the Alliance is available on the Texas Association of 

Counties Risk Management Pool’s website at www.county.org 

Human Resources shall make regular reports to the Commissioners Court concerning on the job 

accidents and immediately report any serious or unusual incidents. Failure of the employee to 

report an on-the-job accident or incident, no matter how minor, is grounds for disciplinary 

action. 

The following rules are designed to promote the safety and well-being of county employees and 

are to be observed by employees at all times: 

 

1. No employee may engage in horseplay, wrestling, or practical joking while on duty or 

operating county equipment; 

2. Employees should maintain awareness of potentially dangerous situations that may cause 

injury to themselves, fellow employees, or the public; 

http://www.pswca.org/
http://www.county.org/


3. Employees must report immediately to their supervisors any conditions that in their 

judgment threaten the health or safety of employees or the public; 

4. An employee who in unable to perform their duties safely due to illness or injury must 

promptly notify their supervisor; and 

5. Employees who drive for the County are prohibited from drafting and reviewing emails 

while driving their vehicle in the course of the County’s business. Text messaging while 

driving is likewise prohibited. In addition, accessing the internet or any other form of 

non-verbal electronic communication is prohibited while driving. 



10.3 EMPLOYEE SUGGESTIONS 

Employees are encouraged to make suggestions to their supervisors for improvements that 

would make the county workplace safer. 



10.4 ON THE JOB INJURIES 
 

Medical Attention It is the responsibility of the Department Head or Elected Official to notify 

Human Resources when an employee sustains a bona fide, on-the-job, work-related injury. 

Human Resources will provide the department information to obtain medical attention from a 

medical facility or professional that accepts Work Comp claims and is approved by Texas 

Workers Compensation Commission (TWCC); except in the case of an emergency injury 

when the employee or his/her representative shall notify Human Resources as soon as 

practical following the receipt of emergency attention. The county encourages employees to 

return to work as soon as they are able to do so. An employee returning to work must submit 

a physician’s statement of medical condition and release to return to work to the Department 

Head or Elected Official and copy to Human Resources. As determined by the 

Commissioners Court, at the county’s expense, an employee may be required to submit to 

examination by an independent physician. 

 

Insurance The County provides workers’ compensation insurance for all of its employees. This 

insurance provides medical expenses and a weekly payment if an employee is absent from work 

because of a bona fide, on-the-job, work-related injury for more than one week. (Exception: 

Deputies and Jailers receive 100% salary continuation as guaranteed by the State Constitution). 

(Legal reference: Workers’ Compensation Act, V.T.C.A. Labor Code, Chapter 504) 

 

Statutory Benefits Employees who sustain an injury at work may be eligible to receive benefits 

prescribed by the Texas Workers’ Compensation Act. These benefits include compensation 

payments, medical care as reasonably required to cure and relieve the effects of the injury or 

occupational disease(s), and/or death benefits. 

 

Exclusion Injuries caused by willful intent to harm self or another, intoxication, act of God, or 

act of a third party for personal reasons are excluded specifically from coverage by on-the-job 

injury leave with pay (see Labor Code, Section 406.32). 

 

Initiation of On-The-Job Injury Leave On-The-Job Injury leave begins on the first scheduled 

workday of absence due to on-the-job injury and continues until the employee returns to work, or 

his or her eligibility expires. 

 

Compensation If a full-time employee sustains a bona fide on-the-job, work-related injury which 

renders him or her unfit for performing the duties of the job, that employee may elect to use 
accrued sick or vacation leave before receiving weekly workers’ compensation payments. An 

employee receiving worker’s compensation payments does not accrue vacation or sick leave and 

is not entitled to receive holiday pay. Deputies and Jailers receive 100% salary continuation. EMS 
receive 100% salary up to one (1) year. 

 

An employee receiving workers’ compensation payments does not accrue vacation or sick leave 

and is not entitled to receive holiday pay. 

 
Continuation of Group Medical Insurance for Employee To continue medical insurance for 

the employee while the employee is on on-the-job injury leave and no longer receiving a regular 



county paycheck, the county will continue to pay the county’s portion of the employee’s medical 

insurance for a period of time not to exceed twelve (12) weeks from the beginning date of Leave 

Without Pay (LWOP). To continue medical insurance for the employee’s dependent(s) during 

this period, the employee must pay his/her premium for dependent coverage. After the twelve (12) 

weeks the employee must pay the total premium for himself/herself and dependent(s) to the 

county on the schedule established by the County Treasurer’s office in order to maintain 

coverage. 

 

Reporting Requirements While on leave because of a bona fide, on-the-job, work-related injury, 

each time the employee sees the physician for consultation or treatment or, at least weekly, he or 

she must provide a progress report to the Department Head or Elected Official. The Department 

Head or Elected Official submits the report to Human Resources. Any change in the employee’s 

condition, which might affect his or her entitlement to workers’ compensation payments, must 

also be reported to Human Resources. In addition, the injured employee must contact his or her 

supervisor at least weekly to report on his or her condition. Failure to provide the required 

medical status reports or to contact the supervisor on the schedule required by the Elected Official 

or Department Head may result in revoking the employee’s leave and may result in disciplinary 

action. 

 

Duration of On-The-Job Injury Leave The maximum duration of on-the-job injury leave is 

forty weeks, unless an extension is expressly authorized by the Commissioners Court. 

The twelve (12) weeks of FMLA leave runs concurrently with on-the-job injury leave. Requests 

for extension (without supplemental accrued leave pay) may be authorized after careful review by 

the Commissioners Court, in no more than three-month increments. 

 

Return to Service A written statement from the attending physician certifying that the 

employee has been released to return to work and specifying the type(s) of work he or she is 

capable of performing, as well as any limitation(s), must be received by the county before an 

employee may return to work. All employees on on-the-job injury leave must report to work 

after approval of either the employee’s attending physician or an independent physician paid 

by the county. Failure to return to work when directed will result in appropriate disciplinary 

action, up to and including termination. Written statements must be turned in to Human 

Resources. 

 

The employee’s Department Head or Elected Official must notify Human Resources upon the 

employee’s return to duty so that the county may resume record keeping for purposes of 

payroll, benefits, leave, and length-of-service accruals. 

Temporary Light Duty Status During the course of an on-the-job injury leave, if an employee 

is released by his or her physician for light duty, the employee’s job or alternative job 

assignment(s) will be evaluated to determine whether a position is available in which the county 

can use the employee’s limited services for a temporary period of time. If no acceptable light duty 

assignment can be found, the employee will be placed on inactive status until released by the 

physician to return to his or her previous job. 

 

An employee who is able to return to work in light duty status is a temporary employee and may 

be required to work in a different department and perform duties not contained within his or her 



current job duties. When an employee is assigned to temporary light duty status and is 

performing different duties, he or she will be paid according to the level of pay that he or she 

would receive for the temporary light duty job if the assignment were the result of reorganization. 

A light duty assignment cannot exceed 30 days. In addition, the employee may be eligible for 

workers’ compensation payments in a reduced amount. 

 

Total Disability/Retirement A determination of total disability may be rendered at any time 

during the course of the on-the-job injury leave. Upon such a determination, Human Resources, 

in consultation with the Commissioners Court, will make the necessary arrangements for the 

employee’s retirement under the “disability retirement” clause of the coverage provided by the 

county’s retirement plan. 

 

Reasons for Termination of Employment during On-The-Job Injury Leave An employee 

may be terminated while on leave for an on-the-job injury for the following reasons: 

 
 

1. Refusal to return to duty on the workday on which the employee has been 

released by the treating physician; 

 
2. Failure to accept a “light duty” assignment if medically approved and if FMLA 

rights have been exhausted; 

 
3. Exhaustion of all available on-the-job injury leave; 

 

4. Failing to follow prescribed treatment, including medical appointments; and 

 
5. Participating in activities, which according to the county’s medical and legal advisor, 

justify termination because they are injurious to recovery or they do not aid in 

healing. 

 

Final Release At the time of final release, the employee must furnish the county with a certificate 

from the employee’s physician stating that the employee is able to return to work. The certificate 

must also specify any limitation(s) on the employee’s physical condition and the estimated 

duration of the limitation(s). The county will then evaluate the employee’s physical condition and 

determine whether he or she can perform the duties of the job previously held, with our without 

reasonable accommodation. If (a) the employee cannot perform his or her previous duties, or (b) 

no vacancy exists, or (c) no other suitable position is available, and (d) a reasonable effort has 

been made to place the employee in a suitable position, then he or she will be separated and paid 

accrued benefits if FMLA rights have been exhausted. 



10.5 SAFETY AND SECURITY 
 

The County expects that all employees will share the responsibility for safety and security of 

themselves, fellow employees, the public and guests, and maintain reasonable care when using 

County property. 

Individual Elected Officials/Department Heads and all employees are expected to participate 

in formulation of and to comply with safety practices relating to their work and the County. 

Safety practices may include, but are not limited to, the following: wearing proper safety and 

work apparel, using personal protective equipment, using well-maintained tools and 

equipment, keeping work and storage areas neat and organized, maintaining familiarity and 

compliance with safety standards, adhering to reporting systems, wearing uniforms and ID 

badges at all times, closing and locking doors, files, desks, etc. reporting any suspicious 

activities and observing facility access procedures. 

• The County seeks to minimize the risks to employees and the public and expects each 

employee to act responsibly by: 

1. Complying with federal, state and local regulations 

2. Encouraging safety and security practices among peers 

3. Adhering to departmental safety procedures 

4. Reporting violations of safe practices to the Elected Official/Department Head, and 

Human Resources as appropriate 

5. Reporting on-the-job accidents and/or incidents in a timely manner to the Elected 

Official/Department Head and Human Resources as appropriate 

6. Reporting crimes and suspicious situations to Elected Officials/Department 

Heads and Sheriff’s Office 

7. Providing testimony, as necessary, in the event that officials require participation 

during an investigation or a situation involving legal action 

8. Seeking the assistance of the employee assistance provider in dealing with 

counseling and coping situations 

9. Being aware of potentially violent situations and treating them conscientiously 

 

In addition, the County may voluntarily conduct periodic risk management audits such as 

review of driving records, safety compliance, and cash control systems. Employees who are 

found to be negligent may be subject to disciplinary action. 

A. IDENTIFICATION BADGE 

Purpose 

Austin County is committed to providing a safe and secure workplace for all employees. 

As part of this goal, the County is instituting an identification badge system for County 

employees that may be mandatory to enter county buildings during certain conditions. 



This policy specifically applies to the County Identification Badge which will be issued to all 

county employees. The Identification Badge Policy serves the dual purpose of readily 

identifying County employees and other authorized personnel, while providing measured 

protection against unauthorized personnel and intruders from entering designated secure work 

areas. The system is effective only if there is active cooperation and compliance by all 

employees at all times. Any laxity in compliance and  enforcement subjects the entire system 

to failure. In the best interests of the County and to make identification as easy as possible, 

one standard will be implemented Countywide. Human Resources will provide Identification 

Badges for all Departments, with the exception of the Sheriff’s Office and EMS, who has 

their own identification badge for all law enforcement employees. 

1. Elected Officials/Department Heads 

Elected Officials/Department Heads shall ensure that the requirements of this policy are 

enforced for their department. 

 
2. Supervisors 

It shall be the direct responsibility of Supervisors and other assigned personnel, who may be 

designated in writing by their Department Head, to enforce the requirements of this policy. 

 
3. All Employees 

The County requires appropriate display of employee Identification Badges at all times by 

all employees on any County work site. An exception is made for law enforcement 

assignments that require anonymity, and EMS, Road & Bridge and the Sheriff’s Office 

personnel that are identified wearing a county uniform. For the purpose of this Policy, 

employees include regular full-time, regular part-time and temporary employees. 

 

B. CONTROL AND ISSUANCE OF 

BADGES Employee Identification Badges 

1. Description of Badges 

The employee badge consists of a hard plastic card, which on the face reflects the 

county logo, department name, employee id number, an accurate photograph of the 

employee, the employee’s first and last name. 

 

2. Replacement Cards 

When a badge is damaged, lost, stolen or misplaced, the employee must immediately 

report the incident to the Department Head. 

 

The department will in turn notify Human Resources through an official form. The 

County requires that both the employee and department head sign the official form. 

Identification badges will only be re-issued if the identification badge is damaged, 

lost, stolen, misplaced, or the appearance of the employee changes to the degree 

that the photograph is not a recognizable resemblance of the employee. Human 



Resources will immediately destroy any replaced Identification Badges that the 

department returns. 

 

a. The cost to replace a card the first time will be $10.00 

 

b. Any subsequent replacements will cost $25.00 

 
 

3. Implementation of Identification Badges 

 

1. Upon initial implementation of this Policy, all incumbent employees will be issued 

Identification Badges. Following implementation, new employees will be issued 

badges during Orientation in Human Resources. 

2. Identification Badges will be issued by Human Resources, with the exception of the 

Sheriff’s Office and EMS, who will issue identification badge for all law 

enforcement and EMS employees. 

3. Badges are the property of the County. On a terminating or retiring employee’s 

last workday, the employee’s supervisor shall require the employee to surrender 

the badge, and the supervisor shall return the badge to Human Resources. 

4. Each Employee must not have more than one County Identification Badge in his or 

her possession at any one time. 

C. REQUIREMENTS AND 

ENFORCEMENT Employee 

Identification Badge 

The County expects all employees to fully comply with all provisions of this policy. 

Elected Officials, Departments Heads and Supervisors must enforce all provisions. 

 

1. Employees must wear their Identification Badge at all times. Employees must display 

their Identification Badges on the front of the employee in a configuration such that the 

entire face of the badge is clearly visible to any other person. The  employee must 

either clip the Identification Badge to a piece of outer clothing, or wear the 

Identification Badge around their neck on a chain or necklace. The County strictly 

prohibits any employee from defacing or altering their Identification Badge with 

stickers, decals, markings, or by any other means. For safety, employees performing 

certain jobs, such as maintaining or operating equipment, or any other potentially 

hazardous activity should either clip the ID badge to their clothing or put the badge in 

their pocket. 

2. Each employee is responsible for safeguarding his or her own Identification 

Badge, and must immediately report any lost Identification Badge to their 

supervisor. 

3. Any employee that does not comply with this policy will be subject to disciplinary 



action as deemed appropriate by such Department Head. 

 
D. IDENTIFICATION BADGE HOLDER RESPONSIBILITIES 

• Do not lend your Identification Badge to anyone 

• Do not allow unauthorized individual into any secure area 

• Ensure that all external access points are properly secured 

• Do not leave badge on dash of vehicle or other locations where exposed to 

extreme temperatures 

• Do not fold, bend, or mutilate your Identification Badge 

• Do not use your Identification Badge improperly 

• Do not leave your identification badge unattended 

• Immediately notify your Elected Official/Department Head if your Identification 

Badge is no longer in your possession 

• Immediately notify your Elected Official/Department Head of any difficulties or 

problems with any Identification Badge 



10.6 QUARANTINE LEAVE 

 
(for Fire Fighters, Peace Officers, Detention Officers, and Emergency Medical Technicians) 

 
The following policy has been adopted to comply with Texas State House Bill 2073. It is in 

reference to paid quarantine leave for Austin County employees that function in the roll of one 

of the following; Fire Fighters, Peace Officers, Detention Officers, and Emergency Medical 

Technicians. 

 

Definitions of Roles 

 

Fire Fighter – is a paid employee of Austin County who holds a position that requires 

substantial knowledge of firefighting, has met the requirements for certification by the Texas 

Commission on Fire Protection under Chapter 419, Texas Government code; and performs a 

function listed in Section 143.003(4)(A). 

 

Peace Officer – is an individual described by Article 2.12, Texas Code of Criminal Procedure, 

who is elected for, employed by, or appointed by a political subdivision. 

 

Detention Officer – is an individual appointed or employed by a political subdivision as a county 

jailer or other individual responsible for the care and custody of individuals incarcerated in a 

county of municipal jail. 

 

Emergency Medical Technician – is an individual who is certified as an emergency medical 

technician under Chapter 773, Texas Health and Safety Code; and employed by a political 

subdivision. 

 

Health Authority – has the meaning assigned by Section 121.021 of the Texas Health and 

Safety Code. 

 

Austin County employees whose position requires the employee to operate in the capacity of 

one or more of the following positions; Fire Fighter, Peace Officer, Detention Officer, or an 

Emergency Medical Technician, that are required to quarantine as ordered by their supervisor 

or political subdivision’s health authority following a possible, or known exposure to a 

communicable disease, while on duty, are eligible to receive the following: 

 

1) All employment benefits and compensation, including leave accrual, pension 

benefits, and health benefit plan benefits for the duration of the leave. 

 
2) Reimbursement for reasonable costs related to the quarantine, including lodging, 

medical, and transportation. 



 

3) The employee’s sick leave balance, vacation leave balance, holiday leave balance, or 
other paid leave balance will not be reduced in connection with paid quarantine leave. 



11.00 DRUG AND ALCOHOL ABUSE 
 

 
 

11.1 DRUG-FREE WORKPLACE 

 
The following policy has been adopted to implement the county’s desire to establish itself as 

a Drug-Free Workplace. In all instances where reference is made to alcohol, drugs, or other 

controlled substances, the references include inhalants. 

 

1. All employees of the county are hereby notified that the unlawful manufacture, 

distribution, dispensing, possession, or use of a controlled substance or 

alcoholic beverage is prohibited both in the workplace of the county and while 

representing the county off premises. Employees who violate this policy will 

be subject to immediate disciplinary action up to and including termination. 
 

As a part of discipline and as a condition of continued employment, an employee 

may be required to obtain substance abuse education, substance abuse counseling, 

and/or to enter and complete a substance abuse treatment program. 

 

2. The county has established a drug-free awareness program providing: 
 

• information about the dangers of illegal drug use and alcohol abuse in 

the workplace; 

 

• the county’s policy of maintaining a drug-free and alcohol-free 

workplace; 

 

• information about available drug and alcohol counseling and 

rehabilitation programs; and 

 

• information about the penalties that may be imposed on employees for 
drug or alcohol abuse violations occurring in the workplace. 

 

3. Each employee of the county will be furnished a copy of this policy, as well as the 

county’s complete Drug and Alcohol Testing policy. Employees will be asked to 

sign an acknowledgment form indicating that they have received a copy of the 

Drug and Alcohol Testing policy. 
 

4. An employee of the county must notify his or her supervisor if taking a 

prescription drug that may interfere with the employee’s ability to perform 

job duties. 
 

5. All employees of the county will abide by the terms of this policy and will 

notify their Elected Official or supervisor of any drug statute conviction for a 



violation occurring in the workplace no later than five days after the 

conviction. 

 

6. The county will notify any funding agency that requires notification within 10 days after 

receiving notice from an employee under the above paragraph, or otherwise receiving 

actual notice of a conviction. 
 

7. Any employee so convicted will be subject to disciplinary action up to and 

including immediate termination. 
 

8. The county will make a good faith effort to continue to maintain a drug-free and 

alcohol-free workplace through the implementation of this policy and its complete 

Drug and Alcohol Abuse Policy. 



11.2 DRUG AND ALCOHOL TEST-ALL EMPLOYEES 
 

Austin County is a drug and alcohol-free workplace. A county employee may not be present at 

work during a period the employee’s ability to perform their duties is impaired by drugs or 

alcohol. The County believes that a drug and alcohol-free workplace will help ensure a healthy, 

safe, and secure work environment. 

 

This policy applies to all employees of Austin County regardless of rank or position and shall 

include full time, part time and temporary employees. The only exception to this policy is the 

possession of controlled substances by law enforcement personnel as part of their law 

enforcement duties. 

 

An employee may not unlawfully manufacture, distribute, dispense, possess, sell, purchase, or 

use a controlled substance or drug paraphernalia on County property or while conducting County 

business not on County property. 

 

An employee may not be under the influence of alcohol or illegal drugs while on County 

property or while on duty for the County. 

 

An employee may use prescription and over the counter drugs in standard dosage or according to 

a physician’s prescription if the use will not impair the employee’s ability to do their job safely 

and effectively. An employee must keep prescription medications used at work in their original 

container. 

 

An employee taking prescribed or over the counter medications is responsible for consulting the 

prescribing physician or a pharmacist to determine if the medication could interfere with the safe 

and effective performance of their job duties. 

 

If the use of a medication could compromise an employee’s ability to do their job or the safety of 

the employee, fellow employees or the public, the employee must report the condition to their 

supervisor at the start of the workday or use appropriate personnel procedures (e.g., call in sick, 

use leave, request change of duty). 

 

A supervisor must treat any information related to an employee’s authorized use of prescription 

medications and any other medical information provided by the employee as confidential 

information. 

 

An employee having problems with drugs or alcohol is encouraged to seek treatment from a 

qualified professional. Information on benefits provided for treatment of alcohol and drug abuse 

problem provided by the County’s health plan program is available from the HR office. 

 

Any employee who violates this policy shall be subject to disciplinary measures up to and 

including termination. 

 

An employee who voluntarily asks for time off to get treatment and recover from a drug or 

alcohol abuse problem will be given protections as required by law. Upon returning to work from 



a bona fide inpatient treatment facility, the employee may be subjected to a volunteer drug 

testing program as often as monthly until there is evidence the employee no longer uses. Failure 

to comply with the requirements of the post rehabilitative program including refusing the 

volunteer testing program may result in termination. The post rehabilitative program will last for 

as long as two years. If at any time the employee tests positive, or refuses the volunteer drug test 

during this post rehabilitative program the employee may be terminated. 

 

Austin County will drug test employees who ARE NOT CDL license holders under the 

following conditions: 

 

Pre-Employment Testing: 

 

All offers of employment are conditional upon passing a drug and alcohol test. The employee 

will sign a consent waiver. 

 

Random Testing 

 

Employees who operate vehicles or equipment that require possession of a commercial driver’s 

license or who occupy safety sensitive positions including EMS staff, R&B staff, deputies, 

investigators, jailers and dispatchers with the Sheriff’s Office are subject to random testing. The 

county is required to perform unscheduled, random tests of covered employees at a rate of 50 

percent of the total number of covered positions per year for drugs and 10% for alcohol. Certain 

other safety sensitive positions may be subject to random testing. 

 
 

Reasonable Suspicion: 

 

If an employee is having work performance problems or displaying behavior that may be alcohol 

or drug related, or is otherwise demonstrating conduct that may be in violation of this drug and 

alcohol policy where immediate action is necessary, the elected official or supervisor will require 

that employee to submit to alcohol or drug test. The following conditions might be signs of 

possible alcohol or drug use (not an all-inclusive list): 

 

• Abnormally dilated or constricted pupils 

• Glazed stare – redness of eyes (sclera) 

• Flushed face 

• Change of speech (faster, slower, slurred) 

• Constant sniffing 

• Increased absences 

• Redness under nose 

• Sudden weight loss 

• Needle Marks 

• Change in personality (i.e. paranoia) 

• Increased appetite for sweets 

• Forgetfulness, performance faltering, poor concentration 



• Borrowing money from co-workers or seeking an advance of pay or other unusual 

display of need for money 

• Constant fatigue or hyperactivity 

• Smell of alcohol 

• Difficulty walking 

• Excessive, unexplained absences 

• Dulled mental processes 

• Slow reaction rate 

 

Elected Officials or supervisors should take action if they have reason to believe an employee 

has indicated that the substance abuse is affecting their employee’s job performance or behavior. 

The following steps shall be taken: 

 

1.  Inform the employee of the problem with their job performance and possible violations 

of the County Policy. 

2. If the supervisor believes, after observing or talking to the employee, that the conduct or 

performance problem could be due to substance abuse, the employee will be immediately 

required to submit to a drug or alcohol test. If the employee refuses to submit to testing 

for any reason, the employee may be terminated. 

3. Employees will be asked to release any evidence, such as alcohol or drug paraphernalia, 

relating to the observation for further testing. Failure to comply may subject the 

employee to subsequent discipline, up to and including termination. All confiscated 

evidence will be receipted for with signatures of either the elected official or supervisor 

as well as the employee. 

4. The elected official or supervisor will remove the employee from the county work station 

and ensure that the employee is transported to an appropriate collection site and thereafter 

to the employee’s residence. Under no circumstances will the employee be allowed to 

drive a vehicle until a confirmed negative test result is received. 

5. The elected official or supervisor shall, within 24 hours or before the results of the 

controlled substance test are released, document the particular facts related to the 

behavior or performance problems and present such documentation to Human Resources. 

 

Post-Accident Testing: 

 

All employees directly involved in an on-the-job accident or incident resulting in property 

damage and/or medical treatment may be required to be tested. Human Resources will provide a 

list of exception to all Elected and Appointed Officials. 

 

Testing Procedures – 

1. The employee may be escorted and driven to the designated office or stay on site for 

specimen collection and/or testing. 

2. The employee will be required to follow the drug testing protocol of the contracted 

testing company. 



3. If the employee desires another test to be given, they may do so within 2 hours of the 

specimen being collected. The same initial specimen must be used. All initial costs will 

be paid for by Austin County. All additional request will be paid for by the employee. 

4. The employee will be placed on paid administrative leave until the results of the test are 

known. The elected official or supervisor will make arrangements to ensure that the 

employee is safely returned to their residence. 

5. Under no circumstances, unless required or authorized by law, will alcohol or drug 

testing information be released without written consent from the employee. 

 

Return to Duty Testing: 

 

Before an employee is allowed to return to duty after having been sent home or suspended as 

result of a drug or alcohol test, they must be tested for illegal drugs and alcohol and found to be 

drug and alcohol free. In addition, an individual randomized drug testing schedule shall be 

developed for the employee for a time period not to exceed 60 months. 

 

Each employee is expected to cooperate and consent to a drug test when requested under the 

terms of this policy. Refusal to consent to a drug and/or alcohol test when requested is cause for 

termination. 



11.3 DRUG AND ALCOHOL TEST-CDL EMPLOYEES  
 

CDL Drivers are an extremely valuable resource for Austin County's business. Their health and 

safety are a serious County concern. Drug or alcohol use may pose a serious threat to driver 

health and safety. It is, therefore, the policy of the County to prohibit CDL employees from 

being under the influence of or using illegal drugs or alcohol during working hours. 

 

The Federal Highway Administration (“FHWA”) has issued regulations, which require the 

County to implement a controlled substance testing program. The County will comply with 

these. All CDL drivers are advised that remaining drug-free and medically qualified to drive are 

conditions of continued employment with the County. 

 

Specifically, it is the policy of Austin County that the use, sale, purchase, transfer, possession or 

presence in one's system of any controlled substance (except medically prescribed drugs) or 

alcohol by any CDL driver while on County premises, engaged in County business, while 

operating County equipment, or while under the authority of the County is strictly prohibited. 

 

Mandatory testing must apply to every person who operates a commercial motor vehicle in 

interstate or intrastate commerce and is subject to the CDL licensing requirement. Austin County 

will conduct pre-employment, random, reasonable suspicion and post-accident drug testing in 

accordance with federal law. 

 

It is the policy of Austin County to comply with the U.S. Department of Transportation, FMCSA 

Clearinghouse, a secure online database that provides employers with real-time information 

about CDL driver drug and alcohol program violations. Austin County will conduct electronic 

queries as required by FMCSA’s drug and alcohol use testing program, for checking CDL driver 

violation histories. Drivers may view their own records. Employees will be required to provide a 

consent form from the CDL holder to conduct both Limited and Specific inquiries. 



12.00 USE OF AND ACCOUNTABILITY 

FOR COUNTY EQUIPMENT AND 

PROPERTY 

 
12.1 COUNTY PROPERTY USAGE 

 

Each county employee shall be responsible for the care, maintenance, proper use, and upkeep of 

any County equipment assigned to them. County employees shall only use equipment, tools, and 

other County property that they are authorized to use. Personal use of county equipment, 

supplies, tools, and any other county property is not permitted and may result in discipline up to 

and including termination. Improper use may subject employees to criminal prosecution. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



12.2 COUNTY VEHICLE USAGE 

 

Some employees may be required to use county vehicles as a part of his or her job. Employees 

who are assigned a county vehicle shall be responsible for the care, maintenance, proper use and 

upkeep of these vehicles. Employees may only use the vehicles they are authorized to use. 

Employees may not allow other individuals to operate the vehicle. 

 

Employees who operate vehicles must maintain a current active driver’s license for the operation 

of that vehicle. If they have any changes in status of their license, they must immediately notify 

his or her supervisor. An employee whose job involves operation of a vehicle requiring a license 

for it legal operation shall by subject to possible job change, demotion or termination if that 

license is suspended or revoked. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



12.3 CELL PHONE USAGE 

 

Austin County determines on a case-by-case basis the need for a county provided cell phone. 

County cell phones are to be used for business only. 

 

Austin County strongly discourages the use of any cell phone while operating any vehicle. 

County employees who are driving his or her own personal vehicle are also banned from texting 

while driving on county business. 

 

Employees in possession of an Austin County owned cellular phone are required to take 

appropriate precautions to prevent theft and vandalism. 

 

Each department may set their own rules and regulations regarding personal cell phone usage 

while at work. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



12.4 COUNTY PHONES, COMPUTERS, & INTERNET USE 
 

County employees and officials may not place personal long-distance telephone calls on county 

telephones. A call to notify family of county requirements to work unscheduled overtime is a 

county business call. 

 

It is the policy of Austin County to ensure that the use of computers and electronic 

communications equipment is consistent with County’s legitimate business interests. Therefore, 

Austin County reserves and intends to exercise the right to access and monitor the use such 

equipment as deemed necessary. Employees have no reasonable expectation of privacy with 

respect to information input into or sent or received through any county computers or electronic 

communications equipment, including phones. 

 

Employees shall adhere to the following guidelines when using county owned computers and/or 

electronic communications equipment: 

 

• Computers, computer files, software, the e-mail system and internet furnished to 

employees are County property intended for business use only. Any personal use of the 

internet is expected to be on the employee’s own equipment during off duty breaks and 

lunch hour and is not to interfere with the employee’s job responsibilities. 

• The County prohibits the use of its computers, the e-mail system or the internet in ways 

that are disruptive to others. Inappropriate or offensive messages, images, or documents 

containing racial or religious slurs or sexually suggestive or explicit 

language/photographs are prohibited. Employees should also note the e-mail messages 

and other contents of a computer’s hard drive may be public record and may be subject 

to public inspection in accordance with the Public Information Act of the State of Texas. 

• No software other than software approved by the County or individual department may 

be kept on a county computer. The limitation on software is to avoid software that may 

interfere with the operation of the county’s computer system or may contain computer 

viruses that could cause operation problems or the loss of county data. 

 

• Non-County employees should never be permitted to use County computers or equipment 

without approval of the Elected Official for specific authorization of County business 

only. 

 



12.5 USE OF TOOLS, EQUIPMENT, & PROPERTY 

 

County property, materials, supplies, tools, and equipment are purchased with taxpayer funds 

and are intended for the maintenance and operations of the County. Employees who are assigned 

tools, equipment, or any other county property by his or her department are responsible for them 

and for their proper use and maintenance. 

 

County property, including facilities, desks, files, lockers and computers, are subject to 

inspection and removal of illegal or unauthorized items. Employees have no reasonable 

expectation of privacy in any containers or other storage devices while on County property, in 

County buildings, or while operating machinery. 

 

If any employee is in doubt about the use of tools or equipment (flash drives, personal laptops 

being connected to county network, etc.), they must check with the Elected Official before 

proceeding. Violations of this policy may result in termination and possible prosecution. 



12.6 VALID DRIVER’S LICENSE 
 

All operators of county vehicles are required to have the valid State of Texas driver’s license 

necessary for legal operation of that vehicle, and are required to keep the Department Head or 

Elected Official informed of any changes in status of the license. The county’s insurance 

carrier may periodically check the driving records of all employees who operate county 

vehicles or are required to use their personal vehicle to conduct county business. Failure to 

maintain a safe driving record may result in dismissal or reassignment. An employee may be 

required to participate in a defensive driving course if the employee is cited with a moving 

violation. 



 

12.7 BACKGROUND CHECKS 

 

Purpose 

 

Austin County is committed to maintaining a safe, secure, and trustworthy work environment for 

employees, elected officials, and the public. As part of this commitment, background checks are 

conducted to help ensure the integrity and suitability of individuals seeking employment or 

placement with the County. 

 

Policy 

 

Austin County requires background checks for individuals being considered for employment. 

Background checks may include, but are not limited to, criminal history, employment 

verification, and other legally permissible screenings. 

 

Scope 

 

This policy applies to: 

• All prospective employees 

• Rehires 

• Any position designated as sensitive or high-risk 

 

Authorization 

 

All candidates must provide written consent before a background check is conducted. Refusal to 

consent may result in disqualification from employment consideration. 

 

Use of Information 

 

Background check information will be used solely for employment-related decision-making and 

will be handled confidentially in accordance with applicable federal, state, and local laws. 

 

Compliance 

 

Austin County will conduct all background checks in compliance with applicable laws and 

regulations, including nondiscrimination and privacy requirements. 



12.8 VEHICLE INSURANCE 
 

The county maintains up-to-date insurance coverage on all vehicles owned by the county. 

Elected or appointed officials or employees who drive a personal vehicle on county business are 

required to maintain up-to-date liability insurance coverage. Failure to do so may result in 

dismissal or reassignment. 



12.9 ACCIDENT REPORTING 

 

Any employee operating county equipment or vehicles must report all vehicular accidents and 

property damage or liability claims to his or her supervising Elected Official or Department Head 

and to the appropriate law enforcement authorities immediately, or, in the case of injury to the 

employee, as soon as the employee is able. 

 

Each vehicular accident, no matter how minor, must be reported to appropriate law enforcement 

authorities so that an official accident report can be filed. The Department Head or Elected 

Official, or his or her designee, in charge of the department must notify Human Resources of the 

accident on the day of the accident if it occurred on a business day, or on the first business day 

following the accident if it occurred after hours or on a non-workday. Employees involved in 

accidents are required to submit to a drug and alcohol test immediately following the accident. 

Refusal to submit to the drug and alcohol test will result in disciplinary action up to and 

including termination. 

 

A copy of any accident report involving county equipment or vehicles must be forwarded to 

Human Resources as soon as the law enforcement investigation is completed. A copy of the 

accident report must also be filed in the personnel file of the employee involved in the accident. 

Human Resources will provide the Commissioners Court with copies of each accident report, 

upon request. 



Accidents Requiring Post-Accident Drug & Alcohol Testing 

Austin County requires employees to undergo post-accident drug and alcohol testing under the 

following circumstances: 

1. Fatality – Any accident involving a death, regardless of fault. 

2. Injury Requiring Medical Treatment – If an employee or another person requires 

immediate medical treatment away from the scene. 

3. Employee Transported to Hospital – If the employee involved must be taken from the 

scene for emergency medical care. 

4. Vehicle Accident with Towing – If a company or personal vehicle used for work must be 

towed from the scene due to disabling damage. 

5. Citation Issued – If the employee receives a citation for a moving violation arising from 

the accident. 

6. Property Damage – Significant property damage estimated above a set threshold (e.g., 

$1,000 or company policy limit). 

7. Equipment Accident – Forklifts, machinery, or heavy equipment accidents causing injury, 

property damage, or loss of production. 

8. Near Miss with Serious Risk – An incident that could have resulted in severe injury or 

major damage but was narrowly avoided. 

9. Spills or Environmental Releases – Any accident involving hazardous material spills or 

environmental damage. 

10. At Supervisor’s Discretion – When management has reasonable suspicion that drugs or 

alcohol may have been a factor. 

Testing should be conducted as soon as possible following the accident. Employees who fail to 

report an accident or refuse to comply with post-accident testing requirements will be subject 

to disciplinary action, up to and including termination. 

 

 
Exceptions to Post-Accident Testing 

Post-accident drug and alcohol testing is not required in the following situations: 

1. Minor Injuries Only – When the incident results in only first-aid treatment that does not 

require medical care away from the scene. 



2. No Reasonable Suspicion – When the supervisor has no reason to believe drugs or 

alcohol contributed to the incident. 

3. Pre-Existing Damage – If damage clearly results from normal wear and tear, equipment 

failure, or a pre-existing condition not caused by the employee. 

4. Unrelated Medical Events – If the incident was caused solely by a documented medical 

condition (e.g., heart attack, seizure, diabetic event). 

5. Unavoidable Acts of Nature – If the accident was caused exclusively by natural events 

such as lightning, floods, or other unforeseeable acts of God, with no employee fault 

involved. 

6. Unavoidable Acts-Damage to stationary vehicles. 

Even if an exception applies, supervisors retain the authority to require testing if circumstances 

raise a reasonable suspicion of drug or alcohol use. 



13.00 DISCIPLINE 
 
 

 

13.1 GENERAL DISCIPLINE POLICY 

 
Employees of the county serve “at will” and, within the requirements of state and federal law 

regarding employment, can be dismissed at any time, with or without notice for any reason or no 

reason. The following are some of the actions that may result in discipline up to and including 

termination: 

• Insubordination; 
 

• Absence Without Leave or Excessive Absence including absence without permission, 

failure to notify a supervisor of sick leave, and repeated tardiness or early departure; 

 
• Endangering the Safety of the Employee and/or Other Persons through negligent or 

willful acts; 

 
• Use of Alcohol or Illegal Drugs while on duty or in a county vehicle; 

 

• Alcohol or Drug Abuse which may affect the performance or safety of the 

employee or other persons; 

 
• Involvement with Alcohol or Drugs in the workplace in violation of the county’s 

Drug-Free Workplace Policy; 
 

• Unauthorized Use or Theft of Public Funds or Property; 
 

• Conviction of a felony, or class A or B misdemeanor; if the nature of the offense 

relates to the employee’s position or job duties and discipline is consistent with 

business necessity; Conviction of Official Misconduct, oppression, or perjury; 

 

• Falsification of Documents or Records; 
 

• Unauthorized Use of Official Information or unauthorized disclosure of confidential 

information; 

 

• Unauthorized or Abusive Use of Official Authority; 
 

• Violation of the Sexual & General Harassment Policy; 
 

• Incompetence or Neglect of Duty; 



• Disruptive Behavior which impairs the performance of others; or 
 

• Other Violation of any of the Requirements of these Personnel Policies or of any 

departmental policies not in conflict with these policies. 

 
• Numerous driving or safety violations. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 



13.2 PROGRESSIVE DISCIPLINE 

An elected or appointed Department Head may take disciplinary action, including termination, 

against an employee at any time. The severity of the discipline depends upon the nature of the 

infraction, and some offenses are sufficiently egregious to warrant immediate termination. The 

county may, but is not required to, use a progressive discipline system. 

 

While the disciplinary steps may not occur in this order, the progressive discipline includes, but is 

not limited to, any or all of the following: 

 

• Oral Warnings, with records of each warning maintained by the supervising 

Elected Official or Department Head; 

• Conference with Elected Official or Appointed Department Head, employee, and 

supervisor, with a written summary of the conference, prepared by the supervisor, 
one copy of which is given to the employee, and another copy of which is placed 

in the employee’s personnel file; 

• Written Reprimands, which the employee’s supervisor must in all cases cause to be 

transmitted through the Elected Official or Department Head to the employee’s 

personnel file; 

• Reduction in Pay without demotion; 

• Suspension from duty, with or without pay, for up to 30 days, and renewable after 

informal review of the circumstances, with the renewal not to exceed a total of 60 

days; 

• Demotion; and/or 

• Separation by involuntary dismissal. 
 

Actions other than oral or written warnings require the advance approval of the supervising 

Elected Official or Department Head. Decisions made by the Elected Official are final. 

 

For additional information regarding procedures to be followed if the discipline results in 

separation by involuntary dismissal, see the following sections of this manual relating to 

Separations. 



14.00 SEPARATIONS 

_________________________________________ 

 

14.1 TYPES OF SEPARATIONS 
 

All separations of employees are designated as one of the following types: 

1. Resignation; 

2.Retirement; 

3.Reduction in Force; 

4.Dismissal/Termination for Cause 

5. Disability; or 

6.Death. 

 

A change from full-time to part-time status is not considered a separation from employment. 



14.2 RESIGNATION 

 

An employee who intends to resign is requested to notify his or her supervisor in writing at 

least 10 working days prior to the last day of work. The supervisor is responsible for notifying 

the supervising Elected Official or Department Head immediately. 

 

Employees shall be eligible to apply for open positions with Austin County as long as the 

following provisions are met: 

1) The employee has not worked for at least 3 calendar months 

2) No prior arrangement or agreement was made between Austin County and the 

employee for reemployment 

3) Strict adherence to normal leaving employment procedures were followed at 

the time of the employee’s resignation. 

The employee must have a bona fide separation of employment and have been separated for a 

minimum of 3 calendar months. A bona fide separation means there is no prior agreement or 

understanding between Austin County and the employee that the employee would be rehired 

after resigning. According to Rule 107.4 adopted by the TCDRS Board of Trustees, 

restrictions apply to elected officials, people employed for the same or different position in 

the same or different department, employee status changes, and independent contractors. 



14.3 RETIREMENT 
 

The same notice requirements for resignation apply in the case of retirement except that a longer 

period of advance notice, usually 30 days, is required to start retirement payments promptly. 

Once the Employee determines a retirement date, they should contact Human Resources to 

begin the process. 

 

Retired employees shall be eligible to apply for open positions with Austin County as long as 

the following provisions are met: 

1) The retiree has been retired for at least 3 calendar months 

2) No prior arrangement or agreement was made between Austin County and the 

retiree for reemployment 

3) Strict adherence to normal leaving employment procedures were followed at 

the time of the employee’s retirement. 

The retiree must have a bona fide separation of employment and have been retired for a 

minimum of 3 calendar months. A bona fide separation means there is no prior agreement or 

understanding between Austin County and the retiree that the retiree would be rehired after 

retirement. According to Rule 107.4 adopted by the TCDRS Board of Trustees, restrictions 

apply to elected officials, people employed for the same or different position in the same or 

different department, employee status changes, and independent contractors. 

Newly elected officials who have recently retired from the county cannot draw their 

retirement because they have an arrangement to return to work for the County. Employees 

also cannot retire with an agreement to go work in a different department or different position. 

Changing employee status does not matter when determining if someone is still working for 

the county. Also, an employee cannot retire from the county with an arrangement to begin 

work as an independent contractor either. 

Rehired retirees who did not have a bona fide separation of employment may owe a 10 

percent excise tax and be required to repay all of their monthly retirement payments. Abusing 

the retirement provisions in such manner would violate a qualification requirement for 

retirement plans under 401(a) of the Internal Revenue Code, potentially resulting in 

significant tax consequences for the employer, its participating members and those retired 

employees. 

Any retiree who meets all other TCDRS requirements, who is rehired consistent with this 

policy, must establish a new membership with TCDRS and will be considered to be a new 

member for the purposes of beneficiary determination and benefit selections. 



14.4 REDUCTION IN FORCE 
 

Austin County endeavors to provide stable employment to all employees. Situations including, 

but not limited to, financial necessity such as a budget deficit, an emergency declaration, a lack 

of work, reorganization, or changes in needs or technologies, may require a reduction in the 

work force to assure the continued quality and efficiency of the County. 

A reduction in force may take the form of elimination of jobs (layoff) or a reduction in percent 

effort. An employee may be separated when his or her position is abolished, or when there is 

either a lack of funds or a lack of work. 

The provisions of this policy may not be used to dismiss an employee for misconduct or lack of 

satisfactory performance. 

Reduction decisions will be made without regard for the employee's race, age, gender, religion, 

color, disability, national origin, or any other characteristic protected by law. 

When reductions in force are necessary, decisions on individual separations will be made after 

considering the relative necessity of each position to the organization and qualifications of the 

employee. 

 

 

 
Former Employees shall be eligible to apply for open positions with Austin County as long as 

the following provisions are met: 

1) The employee has not worked for at least 3 calendar months 

2) No prior arrangement or agreement was made between Austin County and the 

employee for reemployment 

3) Strict adherence to normal leaving employment procedures were followed at 

the time of the employee’s resignation. 

The employee must have a bona fide separation of employment and have been separated for a 

minimum of 3 calendar months. A bona fide separation means there is no prior agreement or 

understanding between Austin County and the employee that the employee would be rehired 

after resigning. According to Rule 107.4 adopted by the TCDRS Board of Trustees, 

restrictions apply to elected officials, people employed for the same or different position in 

the same or different department, employee status changes, and independent contractors. 



14.5 DISMISSAL/TERMINATION FOR CAUSE 
 

Austin County operates under the legal doctrine of “employment-at-will” and, within 

requirements of state and federal law regarding employment, can dismiss an employee at any 

time, with or without notice, for any reason or no reason. These personnel policies do not 

constitute or imply a contract, agreement, promise, or guarantee of employment or of continued 

employment. Failure to follow the County’s Policies may cause disciplinary action up to and 

including termination. 

 

The county has the right to change these policies at any time, without prior notice to employees. 

 

 

 
Employees shall be eligible to apply for open positions with Austin County as long as the 

following provisions are met: 

1) The employee has not worked for at least 3 calendar months 

2) No prior arrangement or agreement was made between Austin County and the 

employee for reemployment 

3) Strict adherence to normal leaving employment procedures were followed at 

the time of the employee’s resignation. 

The employee must have a bona fide separation of employment and have been separated for a 

minimum of 3 calendar months. A bona fide separation means there is no prior agreement or 

understanding between Austin County and the employee that the employee would be rehired 

after resigning. According to Rule 107.4 adopted by the TCDRS Board of Trustees, 

restrictions apply to elected officials, people employed for the same or different position in 

the same or different department, employee status changes, and independent contractors. 



14.6 DISABILITY 
 

In cases of long-term disability during which an employee is unable to return to work for a period 

of time that would cause an undue hardship for the county to hold the position open, and if no 

position is available which the employee could perform with a reasonable accommodation by the 

county, the employee will be separated from employment with the county if FMLA leave is 

expired and no other benefits or leave are available. (Legal reference: 

U.S. Americans with Disabilities Act of 1990.) 

Former Employee shall be eligible to apply for open positions with Austin County as long as 

the following provisions are met: 

1) The former employee has not worked for at least 3 calendar months 

2) In order to be a bona fide, separation there can be no prior agreement between the 

County and the employee that was separated from employment due to a Long-Term 

Disability, that he/she will be rehired following the separation and the returning 

employee may not be given preferential status when applying for a vacant position. 

3) Strict adherence to normal leaving employment procedures were followed at the time 

of the employee’s resignation. 

The employee must have a bona fide separation of employment and have been separated for a 

minimum of 3 calendar months. A bona fide separation means there is no prior agreement or 

understanding between Austin County and the employee that the employee would be rehired 

after resigning. According to Rule 107.4 adopted by the TCDRS Board of Trustees, 

restrictions apply to elected officials, people employed for the same or different position in 

the same or different department, employee status changes, and independent contractors. 



14.7 DEATH 
 

If a county employee dies, his or her estate receives all pay due and any earned and payable 

benefits as of the date of death. Human Resources is to be notified of the death of a county 

employee. 



14.8 EXIT INTERVIEWS AND RECORDS 
 

Reason(s) for a separation are stated in writing, signed by the supervising Elected Official or 

Department Head, and, except in unusual or emergency circumstances, initialed by the 

employee on the county’s exit interview form. The Elected Official or Department Head of an 

employee who is separated will discuss with the employee the reason(s) for the separation in an 

exit interview whenever possible. The Elected Official or Department Head also must sign the 

exit interview form. The exit interview record is important and may be instrumental in 

determining the county’s liability, or lack of liability, for unemployment insurance costs. The 

employee being separated will need to complete an Exit Interview with Human Resources and 

the supervisor is responsible for notifying Human Resources. 



14.9 CONTINUATION OF GROUP INSURANCE 
 

The federal Consolidated Omnibus Reconciliation Act of 1985 (COBRA) allows certain 

individuals the option of continuing their group health insurance, at the individuals’ full 

expense, under specific conditions. The County complies with COBRA, and the following 

general rules shall apply, as long as they remain consistent with COBRA: 

 

Eligible Employee To be eligible for continuation coverage, an individual must be an employee 

of Austin County covered by the county’s group health plan or an individual who is otherwise 

covered under the plan. 

 

Eligible Circumstance An eligible employee has the right to choose continuation coverage if he 

or she loses group health coverage because of a reduction in his or her hours of employment or 

the termination of his or her employment (for reasons other than gross misconduct on the 

employee’s part). 

 

The spouse of an employee or other worker covered by the county’s group health plan has a right 

to choose continuation coverage if he or she loses coverage under the county’s group health plan 

for any of the following reasons: 

 

1. The death of the employee; 

 

2. A termination of the employee’s employment (for reasons other than gross 
misconduct); 

 

3. Divorce or legal separation from the employee; or 

 

4. The employee applies for and becomes entitled to Medicare. 

 

The dependent child of an employee or other worker covered by the county’s group health plan 

has a right to choose continuation coverage if he or she loses coverage under the county’s group 

health plan for any of the following reasons: 

 

1. The death of a parent; 

 

2. The termination of a parent’s employment (for reasons other than gross 

misconduct), or reduction in a parent’s hours of employment with the county; 

 

3. Parents’ divorce or legal separation; 

 

4. A parent applies for and becomes entitled to Medicare; or 

 

5. The dependent ceases to be a “dependent child” under the county’s group health 

plan. 



Notice Under COBRA, the covered worker or family member has the responsibility to notify the 

plan administrator of a divorce, legal separation, or a child losing dependent status under the 

county’s group health plan within 60 days of the event or within 60 days of the date on which 

coverage would be lost because of the event. Austin County has the responsibility to notify the 

plan administrator of the covered worker’s death, termination of employment, reduction in hours, 

or entitlement to Medicare. 

 

When the plan administrator is notified that one of the above events has occurred, he or she will 

notify the covered worker or family member that he or she has the right to choose continuation 

coverage. The covered worker or family member then has at least 60 days from the date on which 

he or she would otherwise lose coverage to inform the plan administrator that he or she wants 

continuation coverage. If the covered worker or family member does not choose continuation 

coverage, group health insurance coverage will end. If the covered worker or family member 

chooses continuation coverage, Austin County will provide coverage that, as of the time that 

coverage is being provided, is identical to the coverage provided under the insurance plan to 

similarly situated employees or family members. 

 

Limitations and Extensions Continuation coverage is generally limited to18 for employees and 

36 months for dependents, although that period may be shortened or lengthened, depending on 

the circumstances, and as set forth in COBRA. 

Additionally, continuation coverage may not be provided for the full coverage period for any of 

the following reasons, or as otherwise set forth in COBRA: 

 

1. Austin County no longer provides group health coverage to any of its 

employees; 

 

2. The premium for continuation coverage is not paid; 

 

3. The covered worker or family member becomes eligible for Medicare; 

 

4. There has been a final determination that the covered employee or family 

member is no longer disabled (in the case of beneficiaries who qualified for the 

extra 11 months of continuation coverage based on their disability at 

termination); or 
 

5. The covered worker or family member becomes covered under another group 

health plan that does not contain any provision restricting or limiting coverage 

of a “preexisting medical condition.” 

 

An individual does not have to show that he or she is insurable to choose continuation coverage. 

A minimum 30-day “grace period” will be allowed for the covered worker or family to pay 

regularly scheduled premiums. At the end of the continuation coverage period, the covered 

worker or family member will be allowed to enroll in an individual conversion health plan 

provided by the current health plan. 

 

If you have any questions regarding continuation coverage, please contact Human Resources to 

discuss your particular circumstances 



14.10 PAY AT SEPARATION 
 

Employees who are separated from employment with the county will normally be paid on the next 

regularly scheduled payday. A regular employee who has completed at least one year of service 

will be paid for any unused vacation leave, up to the limit for his or her maximum allowable 

accumulation for that year. 

 

Accumulated, but unused compensatory time will be paid at separation. 

 

Payment for such leave balances will be included in the employee’s final paycheck. 



15.00 GRIEVANCES 
 

 
 

15.1 GRIEVANCE POLICY 
 

It is the policy of the county, insofar as possible, to prevent the occurrence of grievances, and to 

deal promptly with those that occur. No adverse action will be taken against an employee for 

reason of his or her filing of a grievance. 

 

An employee may file a grievance on one or more of the following grounds: 

 
 

1. Misapplication of a salary ladder; 

2. Misinterpretation of a department mandatory overtime policy; 

3. Unfair treatment; 

4. Harassment; 

5. Improper application of fringe benefits; 

6. Improper working conditions; 

7. Retaliation; 

8. Violation of the County compensation time policy and 

9. Improper application of rules, regulations, and procedures (but not the rules, 

regulations, and procedures themselves). 

 
 

In the grievance process, employees have the right to be represented, the right to mount a defense, 

and the right to present written response(s) regarding resolution of the grievance. 
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REVISED 09/24 

INSTRUCTIONS AND REQUIRED FORMS 



 

 

 

 

➢ The purpose of the grievance system is to settle any grievance between the County and 

an employee as quickly as possible to assure efficient work operations and maintain 

employee morale. 

 

➢ Employees should pursue, if possible, an informal resolution of their complaints, 

utilizing all available avenues within their department before filing a formal, 

written grievance. 
 

➢ Department Heads and supervisors are encouraged to work with employees to resolve 

grievances informally. Efforts at informal resolution are unrelated to the formal 

grievance procedure and do not extend the time limit(s) included in the procedure. 
 

➢ Grievances filed after the time limit(s) are automatically denied. 
 

 

 
These procedures apply to all employees (not volunteers) of the County, including but not 

limited to employees of the Juvenile Probation Department. These procedures do not apply to 

former employees. 
 

 

 
“Grievance” means a claim by an employee that they were adversely affected by a violation, 

misinterpretation, misapplication, or disparity in the application of a specific law, ordinance, 

resolution, written or unwritten policy, or rule regarding wages, hours of work, or conditions   of 

work. 

 

➢ Examples of grievable matters include, but are not limited to: 

• Misapplication of a salary ladder; 

• Misinterpretation of a department mandatory overtime policy; 

• Unfair treatment 

• Harassment 

• Improper application of fringe benefits 

• Improper working conditions 

• Retaliation 

• Violation of the County compensatory time policy. 
 

REVISED 09/24 

PURPOSE 

ELIGIBILITY 

GRIEVABLE MATTERS 



➢ Examples of matters that are not grievable include, but are not limited to: 

• Employee performance evaluations that are not directly related to wages; 

• Written reprimands; 

• Terminations; 

• Promotion decisions, unless covered by a salary ladder. 

 
➢ If at any point in the grievance process the Department determines that the subject of a 

grievance is not grievable as defined above, the Department notifies the employee in writing 

before the next applicable deadline. 

 

➢ Employees may appeal that determination to the Grievance Resolutions Committee by 

submitting a copy of the Department’s written notice to the County Grievance Coordinator 

within 5 working days of receiving it. The County Grievance Coordinator or their designee 

has 5 days from receipt of the appeal to set a meeting date of a panel of the Grievance 

Resolutions Committee. The Committee evaluates the issue and issues a written response. If 

the Committee determines that the issue is grievable, then the grievance resumes at the point 

it left off. If the Committee determines that the issue is not grievable, the grievance process 

ends. The Grievance Resolutions Committee’s decision is final. 

 

The grievance procedure does not apply to allegations of discrimination based on race, 

color, religion, sex, national origin, age, disability, or genetic information. 

Discrimination allegations are handled under the Austin County Non-Discrimination 

Policy. 

 

All grievances complaining of a termination are automatically denied at the time of 

filing. 
 

 

 
➢ Employees must use the Grievance Forms provided by the County. The forms are 

available from the Department’s Grievance Coordinator, or from human resources. 

 

➢ Employees receive their usual rate of pay for time spent during normal working hours in 

the grievance proceedings. 

 

➢ Employees may represent themselves or be represented by someone else when presenting 

a grievance. 

 

➢ Commissioners Court appoints the County Grievance Resolutions Committee. 

 

➢ Each Department Head designates a Department Grievance Coordinator for the purpose 

of handling appeals in compliance with Step 2 of the procedure for filing employee 

grievances. This designation should be communicated to all employees within the 

department. 
 

REVISED 09/24 

GENERAL PROVISIONS 



➢ All grievances complaining of a termination are automatically denied at the time of filing. 

➢ If at any point in the grievance process, the employee’s employment ends, the grievance 

process ceases. 
 

 

 
 

 
Employees must follow these steps in the order given. Do not omit a step. If a supervisor, 

Grievance Coordinator, Department Head, or Appropriate Authority fails to respond 

within the time limits set forth herein, or is with the employee supervisor the employee may 

take the next step in the procedure. 

 

➢ Time limits begin on the first working day after the applicable occurrence, filing, 

appeal, response, or recommendation. Working days do not include weekends or 

County Holidays. 

 

➢ The employee retains a copy of the grievance and the supervisor places a copy in the 

employee's personnel file. All copies should note the date that the grievance was filed and the 

date and time that the supervisor received the grievance. 

 

➢ Employees may get the forms from their Department’s Grievance Coordinator, from the 

Office of Human Resources & Risk Management. 

 

 

Step 1- Supervisor 

In order to be considered, a grievance (other than an allegation of discrimination based on race, 

color, religion, sex, national origin, age, or disability) must be filed in writing using County 

Form 100 with the employee's supervisor within 5 working days from its occurrence. The 

forms should not be used by former employees. Grievances complaining of a termination are 

automatically denied at the time of filing. 

 

The supervisor has 5 working days from receipt of Form 100 to investigate, meet with the 

grievant, and respond in writing on County Form 200. 
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PROCEDURE FOR FILING EMPLOYEE GRIEVANCES 

If the grievance involves allegations of discrimination based on race, color, religion, sex, 

national origin, age, disability, or genetic information then the supervisor MUST: 

 

➢ refer the grievance to the Director of the Office of Human Resources & Risk 

Management for handling as required under the law, and 

 

➢ notify the employee in writing of the referral. 



Step 2– Department Grievance Coordinator 

➢ Employees may appeal the supervisor’s determination by filing a written appeal on Form 

300 with the Department Grievance Coordinator within 5 working days of receiving the 

Form 200. 

 

➢ The Department Grievance Coordinator has 5 working days to investigate, meet with the 

grievant, and respond in writing using County Form 300. 

 
 

Step 3– Department Head 

➢ Employees may appeal the Department Grievance Coordinator’s determination by filing a 

written appeal on Form 400 with the Department Head within 5 working days of receiving the 

Form 300. 

 

➢ The Department Head has 5 working days to investigate, meet with the grievant, and respond in 

writing using County Form 400. 

 
Step 4– Grievance Committee 

➢ Employees may appeal the Department Head’s determination by filing a written appeal on 

Form 500 with the County Grievance Resolutions Committee Chairperson/Coordinator within 

5 working days of receiving Form 400. 

 

➢ The appeal must: 

(1) be made in writing, and 

(2) state the reason for the appeal, and 

(3) pertain to the original grievance filed, and 

(4) include all written responses pertaining to the specific complaint, and 

(5) include the signature of the aggrieved employee and the name of the employee’s 

representative, if any. 

 

➢ The County Grievance Coordinator schedules a hearing within 5 working days from receipt of 

the appeal. The Resolutions Committee reviews and carefully studies the employee’s 

complaint. Each party may present evidence. Upon hearing the grievance, the Resolutions 

Committee votes to adopt a response and recommendation. 

 
 

Step 5– Appropriate Authority 

➢ Either the employee or the Department Head may appeal the Grievance Resolutions 

Committee’s determination to a governing body other than Commissioners Court that has 

appropriate supervisory authority over the Department Head, if one exists, and has established 

a grievance procedure. For Juvenile Probation employees, the appropriate authority is the 

Juvenile Board. The appealing party must submit a written appeal with the County Grievance 

Coordinator within 10 working days of receiving the Grievance Resolutions Committee’s 
REVISED 09/24 



determination. The appeal must state the reason for the appeal and specify whether appealing 

party wants it to be heard at a public hearing or in Executive Session. The County Grievance 

Coordinator places the appeal on the appropriate agenda. 

 

➢ In accordance with all applicable laws, the appropriate authority considers the grievance and 

takes whatever steps it deems necessary under the circumstances. 

 

Step 6 – Commissioners Court 

➢ Either the employee or the Department Head may appeal the determination made in the highest 

applicable step described above to Commissioners Court by filing a written appeal with the 

County Grievance Coordinator within 10 working days. The appeal must state the reason for 

the appeal and specify whether the appealing party wants it to be heard at a public hearing or in 

Executive Session. The County Grievance Coordinator places the appeal on the Commissioners 

Court Agenda. 

 

➢ In accordance with all applicable laws, the Commissioners Court considers the grievance and 

takes whatever steps it deems necessary under the circumstances, including referring the matter 

back to the governing body referenced in Step 5. 
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16.00 PERSONNEL FILES 
 

16.1 GENERAL PERSONNEL FILE POLICY 

 

Human Resources maintains personnel records. Medical records are filed in a confidential file 

maintained by Human Resources or their designee. 

Information in an employee’s personnel file is public information and subject to open records 

requirements. No information from any record placed in an employee’s file will be 

communicated to any person or organization except by Human Resources or by an employee 

authorized to do so by the Commissioners Court. 

 

Each employee may choose whether the County disclosed the employee’s home address, and 

telephone number to the public on request. If a new employee does not request confidentiality 

within the first 14 days of employment, the home address and telephone number on file are 

considered public information. However, employees may change their election for disclosure or 

confidentiality at any time. A form for designating this information as confidential or public is 

available from Human Resources. 

 

An employee or their representative designated in writing may examine the employee’s 

personnel file upon request during normal working hours at the County offices. An employee 

may not remove anything from their personnel file. 

 

When a supervisor requires access to the personnel file of an employee under their supervision 

for the handling of personnel matters, the supervisor must obtain authorization from the 

supervising Elected Official or Department Head. 

 

Employees must inform Human Resources of any changes in or corrections to information 

recorded in their individual personnel files such as home address, name change, telephone 

number, person to be notified in case of emergency, or other pertinent information. 

 

An employees’ official personnel file may contain the following: 

 

• An employment record form summarizing the employee’s history with the County 

• I-9 

• W-4 

• A copy of the employee’s application for employment; 

• A copy of the court order for appointees; 

• Signed copies of the employee’s acknowledgment(s) of having received a copy of 

the Personnel Policies Manual and any other policy related materials; 

• Employee’s job description(s) and acknowledgment of having received a copy of 

the job description; 

• Election to Disclose of Personal Information; 



• Personnel Action Form (PAF); 

• Retirement application; 

• Records of any citations for excellence, awards for good performance, or job- 

related training/education; 

• Records of any disciplinary action(s); 

• Copies of any grievance and related materials; 

• Any other pertinent information having bearing on the employee’s status; and 

• Any written statements from the employee explaining, rebutting, or clarifying 

other items in the file. 

An employee’s personnel file does not contain information regarding an employee’s medical 

record(s), nor does it contain any information relating to drug or alcohol testing. These medical 

files are confidential and are not released to anyone unless a “need to know” has been clearly 

established. Only Human 



16.2 PERSONNEL ACTION FORM 
 

The Personnel Action Form is the official document for recording and transmitting each personnel 

action to the personnel file. The form is approved by the Department Head or Elected Official as 

a matter of record and submitted to Human Resources. The Department Head or Elected Official 

will send a copy to the Human Resources. This form is used to promote uniformity in matters 

affecting: 

 
• Employment Category; 

 

• Position Title; 

 
• Salary or Hourly Rate; and 

 
• Other Actions Affecting the Employee’s Status. 

 

The Personnel Action Form is completed on the employee’s first day of work and is updated when 

there is any change in his or her status that relates to employment or benefits. Each Personnel 

Action Form becomes a permanent part of the employee’s personnel file. 



16.3 LEAVE RECORDS 

 

Official records of vacation leave and sick leave accrual and of leave usage are kept for each 

employee by Human Resources or by his or her designee in the employee’s personnel file. Leave 

records are updated at the end of each month. Leave balances are shown on the official record to 

reflect any remaining leave to which an employee is entitled. It is the responsibility of each 

Department Head or supervising Elected Official to provide this information to the County 

Treasurer and a copy to Human Resources. 



17.00 TRAVEL/EXPENSE REIMBURSEMENT 
 

17.1 GENERAL TRAVEL/EXPENSE REIMBURSEMENT 

POLICY 
 

The policy of the county is that employees are to be reimbursed, within budgetary limitations, 

for necessary and reasonable job-related expenses incurred in the authorized conduct of county 

business, including business-related travel. Except in cases involving in-county use of a 

personal vehicle, employees must receive prior approval from the supervising Elected Official or 

Department Head before initiating travel that involves reimbursable expenses. The request 

should include an estimate of costs to be incurred. All travel expenses are subject to 

requirements of documentation and reasonableness, and will be honored in conformance with 

adopted policies and procedures, provided that 

the travel was properly authorized and that funds are available in the department’s budget. 

Whenever possible, the county will prepay such expenses as registration fees and hotel costs 

directly to the entity involved. 

 

Employees should be conscientious in their use of county funds. In all cases, travel expenses 

should be limited to those that are reasonable and necessary. Additionally, when two or more 

employees are traveling to the same location for the same purpose, they should travel together 

whenever possible to avoid unnecessary travel expenses. Employees are expected to use the 

least expensive means of travel for the county, including avoiding unnecessary overtime 

whenever possible. 

 

Expenses, which are not permitted under the terms of grants, contracts, or agreements with other 

agencies, will not be charged as costs to those grants, contracts, or agreements. 

 

The County Auditor provides an “Account for Travel Expense” form for the purpose of 

requesting reimbursement. 



17.2 OUT-OF-COUNTY TRAVEL 
 

Travel by county employees outside the county in which the employee is stationed is permissible, 

provided that it is authorized in advance by the supervising Elected Official or Department Head 

and does not exceed budgetary limitations. Reimbursement for travel is based upon the most 

economical conveyance that is reasonably available. When private automobiles are used for 

travel, reimbursement is allowed on the basis of actual mileage traveled or tourist class airfare, 

whichever is less. The difference in cost between first- class air accommodations and less-than- 

first-class air accommodations is not an allowable expense. 

 

County employees will not be reimbursed for lodging on the night previous to a meeting or 

seminar if the meeting or seminar starts at 10:00 a.m. or later and is in a location that is within 110 

miles of the Austin County courthouse or any county facility where the employee is assigned. 

 

When county Elected Officials, Department Heads, and employees travel outside the county on 

authorized official business, the county will reimburse meal expenses according to the amount set 

by Commissioners’ Court each fiscal year. 

 

County officials and employees who receive automobile allowances are provided these 

allowances for travel within the county. In the event one of these officials or employees is 

required to travel outside the county, he or she is entitled to reimbursement for actual expenses for 

such trip(s), provided that the travel was authorized. 



17.3 OTHER EXPENSES 
 

Within the limits of approved departmental budgets, employees engaged in necessary and 

authorized travel in the conduct of county business will be reimbursed for actual costs of 

reasonable and documented expenses, necessary to conduct the business for the county. 

Reimbursable subsistence expenses will generally be for registration, lodging, official telephone 

calls, parking, and tolls.  Receipts or other documentation acceptable to the County Auditor must 

accompany any request for reimbursement. 



17.4 PERSONAL VEHICLE 
 

Where use of a personal vehicle is judged to be the most reasonable means of transportation in the 

conduct of official county business, reimbursement will be at the most current rate established for 

automobile mileage expense by the U.S. Internal Revenue Service. Employees are expected to 

report the shortest distance between points of departure and destinations for all travel. Travel 

between an employee’s residence and county offices is not eligible for reimbursement. 



17.5 PROHIBITED EXPENDITURES 
 

Costs of personal entertainment, spouse’s expenses, amusements, social activities, alcoholic 

beverages, traffic citations, or illegal activities are not eligible for reimbursement. 
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