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AGENDA ITEM 34

Discuss and take appropriate action on hiring a part time person for records management purposes for District
Clerks office to be paid out of countywide Records Management Funds. (Approximately $3,800.00)

Moved: Commissioner Boatright
Seconded: Judge Doerfler
Motion: To approve the hiring of a part time person for records management purposes for District Clerks office
to be paid out of countywide Records Management Funds. (Approximately $3,800.00)
Vote: 4 - O.Commissioner Hays was absent from the dais.

AGENDA ITEM 35

Consider revisions to county personnel Policy Manual.

Moved: Commissioner Hays
Seconded: Commissioner Boatrigbt
Motion: To approve the revisions to the county personnel Policy Manual.
Vote:5-0

<Attachment>
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I have received a copy of the Williamson County Policy Manual (hereinafter
'Manual"). I understand that the manual contains policies and rules that apply
to me, I will abide by the policies and procedures as they exist an~ as they
may be altered, deleted, or amended at any time.
! agree to read the manual, to understand its contents, and to remain current
with it during my employment with the County. If I do not understand any part
of the manual, I will contact my supervisor or the HR Department for
clarification. I unders1:and that this manual in no way constitutes a guarantee
or contract of employment, that I am an at-will employee, and that my
employment can be terminated at any time, with or without cause or notice, at
the will of the County, and that I may resign at any time.
r understand that this manual remains the property of the County, and I will
relinquish this copy to the Human Resources Department upon my termination of
employment
Employee Signature Date

Employee Name Social Security Number

TO ALL COVERED EMPLOYEES AND ELECTED OFFICIALS;

The purpose of this manual is to describe the personnel, payroll, leave, and
benefits policies of Williamson County (hereinafter referred to as "County") so
that supervisors and employees will be able to work together with as much
cooperation and as little confusion as possible. Nothing in the manual
constitutes a contract or guarantees employment. Policies may be altered,
deleted, or amended at any time by action of the Commissioners' Court.
Unenforceable provisions of this policy, as imposed by applicable law,
regulations, or jUdicial decisions, shall be deemed to be deleted. Any
revisions to County policies that are made will be sent to each official and
department for distribution to individual employees.
Questions about County policy should be directed to the Human Resources
Department, 512/943 1533.
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CHAPTER I

E1~LOYMENT, PROMOTION, l\ND DISCIPLINE

Section 1: Equal Employment Opportunity
a. The policy of the County is to provide equal employment opportunity and to
recruit, hire, and promote without discriminating on the basis of race, color,
gender, religion, age, national origin, or disability.
b. Questions concerning equal employment opportunity should be directed to the
Human Resources Director.

Section 2: Recruitment Procedures
a. Officials and department heads are requested to notify the Human Resources
Department when a vacancy for a regular, full-time position occurs. Formal
recruitment may also be used to fill part-time positions. The Human Resources
Department will use a current job description as the basis for drafting a
vacancy notice and any advertisements that are authorized. Officials and
department heads would then have three options for filling the position:

1. Applications from the general pUblic--In this case, the
vacancy notice would be posted in the following locations: the office or
department in whi.ch the vacancy has occurred; the Human Resources
Department in the main courthouse; the Justice Center; the Taylor Annex;
the Round Rock Ar..nex;Cedar Park Annex; and the Round Rock Office of the
Texas Em~leYffieRt Workforce Commission. The vacancy notice may be
distributed to each County department and mailed to other recruitment
sources, as appropriate for the position.
2. Applications from any County employee--In this case, the
vacancy would be posted in the following locations: the office or
department in whi.ch the vacancy has occurred; the Human Resources
Department in thE: main courthouse; the Justice Center; the Taylor Annex;
the Round Rock Annex; Cedar Park Annex. (Each County department shall
also receive a copy of the announcement.)
3. Applications from within the department or office--In this case, the
vacancy notice shall be posted only in the department or office in which
the vacancy has occurred.

b. If option "1" or "2" is selected, official County applications from all
persons, including departmental applicants, shall be submitted to the Human
Resources Department. If option "3" is chosen, departmental applicants who are
regular, full-time employees shall submit a letter of interest or request for
promotion directly to the appropriate hiring authority. Part-time and
temporary employees are SUbject to restrictions contained in Section S.c. of
the Manual.
c. Applications submitted through the Human Resources Department will only be
accepted for positions that are currently vacant and posted.
d. If recruitment is through the Human Resources Department, a county
application must be submitted for each position for which an applicant may
apply. Applicants may submit additional materials such as resumes, letters of
recommendation, transcripts, etc., but photographs shall not be accepted in the
application process.
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e. Positions posted in the Human Resources Department ~ generally have a
closing date, and all application materials must be received by the Human
Resources Department by that date. Some positions may be posted as "Open till
filled." For positions filled solely from within a County department, the
appropriate hiring authorities shall likewise receive letters of interest or
requests for promotion by a posted closing date. Jobs posted in the Human
Resources Department shall be open for applications for at least five working
days (ten days or more are recommended), and the Human Resources Department
should be contacted by 5 p.m. Tuesday of the week prior to the week in which
the position is to be opened. Positions posted for the general public normally
open on a Monday and close on a Friday.
f. As soon as possible after the closing date, the Human Resources Department
will forward all timely and complete applications to the appropriate office or
department. The Human Resources Department is available to provide advice and
assistance with screeni.ng, interviewing, and hiring. The department will work
with officials and department heads to develop written interview questionnaires
and other materials relevant to the selection process.
g. The final decision to hire remains with the elected official or department
head in the department or office in which the opening has occurred. Hiring
authorities are encouraged to work with the Human Resources Department to
ensure that the process is conducted in the best interests of the County and
its potential employees.
h. At the conclusion of the selection process, all applications originally
submitted through the Human Resources Department should be retained in the
department responsible for the selection.
i. Positions may be filled by using applications previously received by the
Hwnan Resources Department for the same or similar position if the applications
were received no later than 180 days prior to the position's current vacancy.

Section 3: Salaries and Appointments
a. The number of employee positions established and authorized for each
official and/or department, and the maximum allowable salary for each position,
are determined by the Commissioners' court. No county or precinct official or
department head is required to pay the maximum salary allowed; the actual
salary to be paid to each employee is to be decided by the employing official
or department head, (not to exceed the amount allowed under County policy), and
is to be certified by the County Judge's office before the last day of the pay
period. The County Judge's office will forward all approved payroll
information sheets to the Ilwnaa FleSSl:iEeeSgepa:f't:meRtCounty Auditor.
b. With regard to the appointment, confirmation of the appointment of, or
voting for the appointment or confirmation of the appointment of an individual
to a position that is to be directly or indirectly compensated with public
funds or fees of office, County officials shall conform to the nepotism
prohibitions contained in Chapter 573 of the Texas Government Code.
c. All new employees except seasonal and temporary employees must complete the
following two steps: (1) report to the !IumaR Reseu£ees llel'aHmeRt aRE! the
County Auditor to complete necessary payroll forms and provide documentation
pursuant to the requirements of the Immigration Reform and Control Act and (2)
attend an orientation meeting, normally held each Thursday by the Beaefit:s
Human Resources Department. New employees may combine these two procedures if
they attend the orientation meeting during their first three days of
employment. New emplc,yees shall return benefit enrollment forms to the Human
Resources Department \oi'ithin30 days of their hire date or lose their
opportunity for benefits.
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d. Failure to provide accurate and complete information on the County
application fonn or any official employment record may result in dismissal from
county employment.
Section 4: Introductory and Probationary Periods
a. Officials and department heads may establish periods of special scrutiny or
close supervision at the outset of employment. Such periods, regardless of the
terms used to describe them, do not alter the employment at will status of
employees, either during the terms of the periods or upon their completion.

b. Probationary status may be assigned to an employee who has been promoted or
disciplined. The completion of such a probationary period does not alter the
employment at will status of the employee.

Section 5: Promotions and Transfers
a. A promotion is the movement of an employee into a new position with a
higher salary. The County encourages the promotion of well-qualified persons
when it is feasible to do so. Any vacancy that would result in a salary
increase for any employee within the office or department in which the vacancy
has occurred should be posted in the office or department.
b. Departmental applicants should submit a letter of interest or request for
promotion to the appropriate supervisor in order to be considered for positions
posted within the department only. If a position is posted to the general
pUblic through the HumcLn Resources Department, then County and departmental
applicants, as well as members of the general pUblic, shall submit a regular
County application to the Human Resources Department.
c. Part-time and temporary employees, and in some cases volunteers, may be
considered as departmental applicants. This practice may be utilized so long
as there is no adverse effect on the county's recruitment efforts.
d. A lateral transfer is a move by an employee into a different position with
the same pay. Lateral transfers within a department do not require posting.

Section 6: Demotions and Reassignments
a. A department head or elected official may demote an employee When, as
determined by the department head or official, the employee has been unable to
perform his or her duties in a manner consistent with the efficient operation
of the department.
b. A demotion shall include a reduction in pay. Elected officials or
department heads should document the actions associated with the demotion and
discuss the matter with the Human Resources Director prior to taking final
action.
c. The elected official or department head must notify the Human Resources
Department of any demotions within three working days and then submit a Payroll
Action Sheet to the County JUdge.
d. Employees may be reassigned to duties in a lower pay group or step for
purposes unrelated to job performance in the current position. Employees who
desire a reassignment should submit a written request to the department head or
elected official in writing.
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section 7: Discipline
a. Discipline may include both corrective action and more conclusive measures,
including dismissal from employment.
b. Employees may be disciplined for misconduct, which includes, but is not
limited to, the following:

1. Incompetence in the performance of duties;
2. Inefficiency;
3. Insubordination;
4. Dishonesty;
5. Intemperance;
6. Irmnorality;
7. Violation of rules contained in this Manual, the rules and
regulations of the Commissioners' Court, or of the office
or department, or of any law;
8. The conviction of a criminal offense involving moral
turpitude. For the purpose of this section, the word
"convicted" shall mean a finding of guilt by either a judge or a
jury without regard to the sUbsequent disposition of the case by
suspension of sentence, probation, or otherwise, and shall also
include a suspension of finding of guilt by a jUdge in a
deferred adjudication probation. For the purpose of this section,
the phrase "moral turpitudeH shall mean an act of baseness,
vileness, or depravity, or any act done with deception, or through
corrupt motive, or as defined by state law and/or judicial
decisions made under state law.
9. Damage to public property or waste of public supplies through
negligence or willful misconduct;
10.Conduct unbecoming an officer or employee of the County;
11. Failure to report to work for one working day without
notification to his or her supervisor;
12. Misuse of sick leave privileges;
13. Serious or consistent negligence in the performance of duties;
14. Serious or consistent failure to meet the written standards of
job performance;
15. Lying or concealing a material fact concerning a matter under
investigation; or for the purpose of obtaining personal benefit; or
relating to service to the public;
16. Violent or disruptive behavior;
17. Unauthorized use of public property;
18. Negli~rence of duty; .
19. Violation of a safety procedure;
20. Makin9 a false statement or misrepresenting a material fact in
the employee application materials, or on other work records;
21. Other actions detrimental to operations or to the public;
22. Seriously or consistently endangering the health or safety of
employees or the public;
23. Possessing or using controlled substances, as defined by Texas
law, marijuana, or drug paraphernalia on County property or any
place designated as a work site where the County is conducting
business or providing services;
24. Comin9 to work, or being at work, or remaining at work under
the influE~nce of alcoholic beverages or controlled substances, as
defined b)' Texas law, or of marijuana;
25. Any o"ther misconduct, as determined by the employee's actions.

c. The following disciplinary procedure is available for use by supervisory
personnel (see also pClragraph "d" below):

1. If informal counseling or suggestions have not produced appropriate
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results, the supervisor may give the employee an oral warning which
explains the misconduct, outlines a'solution, and states the consequences
if improvement does not occur. Supervisors may prepare a memo for the
record and retain it in their files.
2. If misconduct. continues after the oral warning, the supervisor may
issue a written reprimand to the employee and focus again on the nature
of the misconduct, the solution, and the consequences if improvement does
not occur. In addition, the employee may be placed on probation for a
specified period. The reprimand should be signed by both the employee
and the supervisc1r, and each should retain a copy. Signing a reprimand or
warning document does not mean that the employee necessarily agrees with
the content of tbe docurnentt only that the employee has received and
understood the document. An employee's refusal to sign a reprimand or
any other performance document is an act of insubordination that can
result in immediate dismissal from employment.
3. If a written reprimand does not produce the desired improvement,
additional writtE:flreprimands may be issued or other actions, such as
paid or unpaid suspension, or dismissal, may be necessary. If an
employee is suspended, the terms of the suspension should be set forth in
writing and signed by the employee and the supervisor.

d. There is no requirement that the disciplinary actions listed in subsection
"cu be implemented prior to dismissal or other action or that they be
implemented in any particular order. County employees work "at willu

, which
means that the employment relationship is terminable at any time, with or
without cause or noticE:, by either the employee or the County, and nothing in
this section is intended to affect the at will status of any County employee.
e. Unless prior authority has been granted, dismissal shall occur only with
the approval of the elected official, department head, or other hiring
authority.
f. Employees may use available grievance procedures if they disagree with the
implementation of a diEiciplinary action.

Section 8: Employment Records
a. Applications, recruitment notices, EEO information, and other materials
related to the application process should be retained by the department in
which the vacancy occurred, for at least two calendar years after the
termination of an employee.
b. Documents related to disciplinary actions should be on file in the office
or department in which the disciplined employee is or has been employed. They
should be retained dur~ng the tenure of the employee and for at least two years
following the employee 'I s termination.
c. Documents related to performance evaluations should be on file in the
office or department in which the employee works, and should be retained during
the tenure of the employee and for at least two years following the employee's
termination.
d. The Hb1fnaaReSBtlFeeS Def3aFtmeflt County Auditor shall maintain copies of
payroll information and the Beaefits Human Resources Department shall maintain
copies of benefit information. Employee medical records should be kept in
separate, confidential files.
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CHAPTER II
PAY PLAN AND POLICIES

Section 1: Payroll WeE~kand Work Hours

a. The official payro~l week for most county departments is Friday through
Thursday. Most employees work from 8 a.m. to 5 p.m. weekdays. The schedules
of some departments may vary according to their work requirements and pertinent
regulations.
b. Break periods other than meal times may be granted as work permits but
should be limited to f:Lfteen minutes, once in the first half of the work shift
and once in the second half. Special assigned hours and any break or meal
times are subject to supervisory control and discretion and may be adjusted so
long as the required work total is met.

Section 2: Pay Period:~

All County officials and employees shall be paid every other FridaYT,--4'<H;--joft<=
t':e ·..·eeIEllSFJEJ:?e£isEieneliFl~tHe 'I'HliFselayaf tHe ·••·eeIEeefsFe 13ayday.
scheduled payday falls on a holiday, paychecks will be issued on the
working day preceding the holiday.

fe" the
If the
last

Section 3: Pay PlaFl Rl:!gularPay plan
a. The Commissioners' Court, under statutory bUdgetary procedures, shall
approve the number and salary of all regular salaried positions, and part-time
and temporary }3ssitisR.3-funding allocated to each department.
b. Most county employees have been assigned a pay group and step range based
on a maFlEet 6lif'.;"eyaRei j el3analysis sf eaeh 138sitisflreview conducted by the
Human Resources Department. The authority to assign groups and steps rests with
the Cormnissioners' Court.
c. The position classification is designed to assess the nature of a position
and not to evaluate the individual in the position. But once a position has
been classified, advancement to higher steps is dependent on certain job-
related factors, including, but not limited to, individual performance.
d. Merit raises, if a::1Y,should be based on an evaluation of the individual's
performance and other job-related factors. The amount received by individual
employees may vary according to supervisory evaluations. The Human Resources
Department has forms and instructional materials that may be of assistance in
evaluating employees.
e. Cost of living increases, if any, would provide equal percentage increases
to all employees on the regular pay plan.
f. The' Commissioners' Court has sole authority to determine the availability
of funds for cost of living increases or merit raises, if any, that may be
granted. In some cases, the Court may approve a combination of cost of living
increases and merit raises.
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Section 4: Peace Officer Tenure System (POTS)

a. The POTS establishes the compensation rate for employees designated by the
Commissioners Court as part of the Peace Officer Tenure System (POTS). The
POTS may be eliminated at any time, and the compensation rate may be reduced,
frozen, or adjusted at any time, by action of the Commissioners Court.

b. Eliqibility-- The Conunissioners Court shall desiqnate the peace officer and
corrections officer position types that are eligible to participate in POTS.
Only employees who are peace officers or corrections officers actively
involved in a law enforcement activity and whose job qualifications require
state peace officer or state corrections officer certification may be
eligible to participate in POTS.
C. A Peace Officer Pay Scale (POPS) is established by the Commissioners Court.
The scale correlates years of service with official rank within an office or
department. Awarding Increments on the POPS plan are not automatic; the
Commissioners Court may "freeze" progression to higher increments, depending
on the availability of funds.
d. Determination of Years of Service

1. Years of Service under POTS are based solely on continuous service as
a regular employe,~ in an approved POTS position within a sinqle office or
department. For example, service with the Sheriff's Office does not
count toward service with a Constable.
2. All personnel newly hired from outside Williamson County for positions
subject to POTS start at year 0 (step 1) on POPS.

e. Promotions for employees in positions subject to POTS are based on years
of service determined in compliance with paragraph (d) and on the assessment
of an employee's performance.
f. Longevity Pay

1. Each commissioned peace officer in the Sheriff's Office shall be
provided longevity pay of not less than $5 a month for each year of
service in the office in addition to the applicable salary rate.
2. Commissioned peace officers in the Sheriff's Office are eligible to
accrue longevity pay at the rate of $5 per month for each year of service
(up to a maximum of 25 years) after the first year anniversary of their
certification as a peace officer.
3. Commissioned peace officers in the Sheriff's Office are not eligible
to receive longevity pay under this section and Williamson county
longevity pay. As of October 1, 2003, currently employed commissioned
peace officers in the Sheriff's Office will receive the greater of
longevity pay under this section or Williamson County longevity pay.
Other officers participating in the POTS may receive regular county
longevity payor the same longevity pay as commissioned peace officers in
the Sheriff's Office, as determined by the Commissioners' Court.

Section 4-5: ~eR§eYity Pay Regular Longevity Pay
a. Longevity pay is related solely to length of total service with the County.

Longevity pay shall begin with the pay period following the completion of
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five years' employment and shall increase with the pay period following each
additional five years of employment, to a maximum of 25 years.

Temporary and seasonal employment shall not contribute to longevity, and part-
time employment after October 1, 1998, shall be credited on a pro-rated basis.
However, part-time employees who are regularly scheduled for less than 20 hours
per week shall not earn any longevity credit.
b. Longevity pay shall be paid 26 times per year, as follows:
$12 per pay period after completing five years of employment;
$24 per pay period after completing 10 years of employment;
$36 per pay period after completing 15 years of employment;
$48 per pay period after completing 20 years of employment;
$60 per pay period after completing 25 years of employment.
The maximum longevity per pay period shall be $60.
Section ~ 6: Overtime

'F!>eCeH"t.,. "ill ee"'!'l.,. "it!> t!>e Fail' LaBel' Sta"eal'es "'et ("FLSA"l. I"'lHil'ies
aI38\:11::toRe FI:.£A slieulei 13e eiirceteei t8 tRe GSl:iRty P,tt::8£RCy SF the I1ldHl:aaReS8\;1£8eS
Directsr.
a. If an employee is in an exempt position, the employee is not eligible for
official overtime or compensatory time. Exempt positions are usually
professional or executive positions. Examples are attorneys, engineers,
department heads, and some supervisors.

b. If an employee is in a non-exempt position, the employee is eligible for
compensatory time at the rate of 1.5 hours for every hour worked over the
normal total for the work period. This usually, but not always, means that
if the employee works Inore than 40 hours in a one-week work period, the
employee would incur compensatory time. This compensatory time could be
taken off in the next l~ork period or, with the approval of the supervisor or
department head, at a later time. Compensatory time for non-exempt employees
is officially recorded and is subject to accrual. Only hours actually worked
are included in the determination of overtime. Sick leave, vacation leave,
holidays, and other ab:5ences from the work place do not count towards the
accrual of overtime. Non-exempt employees include clerical support
personnel, road and bridge crew members, and equipment
operators.
c. Law enforcement and corrections officers employed in the Sheriff's Office
who work an 85-hour wo.rk period may be paid their salary for the first 80
hours worked in a work period plus their reqular pay (~'straight time") for
additional hours up to 85 hours worked; after 85 hours these employees may be
paid at a rate of 1.5 times their reqular hourly rate, althouqh the County
Judge and Commissioners' Court may at their discretion limit or suspend paid
overtime compensation .3.ndinstead provide compensatory time at the rate of
1.5 times the overtime hours worked in excess of 85 hours in a work period
and may limit or suspend the "straight time" compensation (above) as well.

d. Non-exempt emergency medical personnel, juvenile detention and academy
officers, communications dispatchers, and deputy constables are not eligible
to earn compensatory time in place of overtime pay. Because in most cases
their salaries are not subject to reduction if they work fewer hours,
however, these employees are not paid tirne-and-a-half for their overtime
hours. They will be compensated with additional pay for all overtime hours
worked at an hourly rate equal to their guaranteed salary for the work period
divided by the number of hours that they actually worked during the period,
except that emergency medical personnel will be compensated for overtime at
the same hourly rate as for their first 40 hours per week.
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Section ~ 7: Reporting Responsibility
a. Each official or department head shall be responsible for the accurate
reporting of all time worked by each employee and of all holidays, vacation
leave, sick leave, jury service, and other leave.

b. Such reports shall be made to the !I_as Res811Feee 981'aFEm8sE County Auditor
on such forms and at such times as may be prescribed by that department.



05/13/2003 Page 315

CHAPTER III
PERSONAL CONDUCT

Section 1: Use of County-owned Property and Vehicles

a. Reasonable care should always be exercised in the use of Williamson County
property and vehicles to minimize damage or waste. Intentional or negligent
damage of county-owned property may be grounds for disciplinary action, up to
and including dismissal from employment.
b. Because of the need for some officials and employees to respond to
emergencies at night or on weekends, the following officials and employees are
authorized to take a County vehicle to their homes at night: (a) County Sheriff
(b) each County Commissioner (c) each Constable and Deputy Constable (d) all
Sheriff's deputies and investigators (e) the Unified Road Superintendent (f)
any road and bridge crew employees designated by the Unified Road
Superintendent and approved by the Commissioners' Court (g) the County
Maintenance Supervisol: (h) the EMS Director and (i) the Mental Health Transport
Officer. However, County vehicles cannot be taken routinely to homes out of
the County.
c. Incurred costs of personal calls made on portable telephone or vehicle-
mounted telephones owned by the County shall be reimbursed to the County upon
receipt of the telephone bill.
Section 2: Dealing with the Public
a. Officials and employees are public servants, with a responsibility to the
public to provide timely, courteous, and efficient service.
b. All officials and employees are expected to conduct themselves in a way
that will earn public respect and bring credit to the county and its
operations.

Section 3: Drug Free Workplace
a. The objective of this policy is to develop a drug and alcohol-free
workplace that will h,elp ensure a safe and productive work environment for
County employees. Us·e and misuse of alcohol and drugs can and does impair the
ability of an employe,e to perform his or her duties and may endanger the
employee, a co-worker, or the pUblic, as well as property. The County seeks to
prevent the use, abuse, or misuse of drugs and alcohol by employees in any way
that impairs their ability to perform their job duties.
b. This policy applies to all full-time and part-time County employees except
for those in the Road and Bridge, EMS, and Sheriff's Departments who are
covered by special policies requiring pre-employment, random, or post-accident
drug testing. A complete copy of those policies is available in the ~leyee
BeRefits Human Resources Department.
c. Alcoholism and other drug addictions may be responsive to proper treatment,
which may be an option as long as the employee cooperates with the County.
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d. The manufacture, di:5tribution, dispensing, possession, sale, purchase, or
use of a controlled sUb:stance on County premises is prohibited.

e. Being under the influence of alcohol or illegal drugs on County
premises is prohibited. The unauthorized use or possession of
prescription drugs not prescribed to the employee or prescriptions taken
other than in accordance with the prescribed directions of a physician is
prohibited on County premises.

f. Employees who violate this policy are sUbject to appropriate disciplinary
action, including but not limited to immediate dismissal from employment.
g. General Policy Provisions--Any of the following actions constitutes a
violation of the policy and may sUbject any employee to disciplinary action
including but not limited to immediate dismissal:

1. Using, selling, purchasing, transferring, possessing, manufacturing,
or storing any illegal drug or drug paraphernalia, attempting or
assisting another person to do so, while in the course of employment or
engaged in a County sponsored activity, on County premises, or at other
designated sites for work or County sponsored activity, or in property
owned, leased, or rented by the County, or on official business for the
County.
2. Working or reporting to work, conducting county business or being on
county premises or in a county-owned, leased, or rented vehicle while
under the influence of an illegal drug, alcohol, or in a condition
impaired by an illegal drug or alcohol.

h. Preventative Acts:
1. Employees taHng controlled substances prescribed by their physicians
shall advise their department heads of the possible side effects of such
medication regarding their job performance and physical/mental
capabilities. This information shall be kept confidential and shall be
communicated to the department head as soon as possible.
2. Any employee involved in a work-related accident where there is
reasonable suspicion that alcohol or drugs may have been a contributing
factor will be sUbject to an accident investigation, which may include
drug testing or testing for alcohol or drug abuse.
3. Other testinq may be conducted if there is a reasonable,
individualized suspicion of alcohol or illegal drug use.

i. Employee Assistance:
1. Any employee who has an alcohol or drug problem should contact ~
BeRefits AElRtiRistraterHealth and Safety Specialist in the Human
Resources Department to obtain information on a possible leave of absence
or referral to t:~eEmployee Assistance Proqram (EAP). Employees must
explore options that minimize their time off from work, and the County
reserves the rig~t to require periodic reports and/or testing as to the
employee's progress and/or successful completion of the program if a
leave is granted. The time off will be without pay. Employees should
refel' te the JI!h.i:.raParty AelmiaistrateF ef Williamsen C8\:lRty Health
Benefits PFe~l'am the Health Plans Administrator in the Human Resources
Department to determine whether the cost of the program they are entering
will be covered under Williamson County Health Benefits Insurance. Any
expenses that are incurred and are not eligible for reimbursement under
the Williamson County Health Benefits Program will be the sole
responsibility of the employee.
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2. An employee .,ill not be disciplined because he or she requests to
participate, or participates, in a rehabilitation program. Participation
within a program does not alter the at-will relationship that the County
maintains with all its employees or the County's rights to discipline or
dismiss the employee independently of the employee's request for
accommodation.
3. The County may require medical or other professional verification of
an employee's ability to return to work following participation in a
treatment progr~l. (See also Section 3.h.3.)

j. Coordination with Law Enforcement Agencies--The sale, use, purchase,
transfer, or possession of an illegal drug or drug paraphernalia is a violation
of the law. The County will report information concerning possession,
distribution, or use of any illegal drugs to law enforcement officials. Any
search and seizure will be conducted by the contacted law enforcement agency.
The County will cooperate fully in the prosecution and/or conviction of any
violation of the law.
k. Reservation of Rights-The County reserves the right to interpret, suspend,
cancel, or dispute, with or without notice, all or any part of this policy, or
procedures, or benefits discussed herein. Although adherence to the policy is
considered a condition of continued employment, nothing in this policy alters
an employee's at-will status and shall not constitute or be deemed a contract
or promise of employment. Employees remain free to resign their employment at
any time for any or no reason, without notice, and the County retains the right
to dismiss any employeE! at any time, for any or no reason, with or without
notice.
1. Other Laws and Regulations--The provisions of this policy shall apply in
addition to, and shall be subordinated to, any requirements imposed by
applicable federal, state, or local laws, regulations, or jUdicial decisions.
Unenforceable provisions of this policy, as imposed by applicable law, shall be
deemed to be deleted.

Section 4: Sexual Ha:rassment
a. Unwelcome sexual ad.vances, requests for sexual favors, and other verbal or
physical conduct of a sexual nature constitute sexual harassment when (1)
submission to such conduct is made either explicitly or implicitly a term or
condition of an individual's employment, (2) submission to or rejection of such
conduct by an individua.l is used as the basis for employment decisions
affecting such individual, or (3) such conduct has the purpose or effect of
unreasonably interfering with an individual's work performance or creating an
intimidating, hostile, or offensive work environment.

b. Examples of unwelcome conduct that may constitute sexual harassment
include:

1. Touching, advances, or propositions:
2. Verbal abuse of a sexual nature:
3. Graphic or suggestive comments about an individual's

dress or body:
4. Sexually degrading words to describe an individual:
5. The display in the workplace of sexually suggestive objects or
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pictures, including nude photographs.
c. The County strongly condemns sexual harassment in any county office or
department. Each official, department head, supervisor, and employee has the
responsibility to maintain a work environment free of such harassment and to
report or complain about it as soon as possible. This responsibility includes
dealing with sexual ha:cassment that involves a non-county employee on county
premises. Officials and employees involved in a sexual harassment situation are
required to cooperate in any investigation that occurs.
d. Employees who beli"ve they have been sexually harassed should follow the
procedures set forth in Chapter IV of this manual, with the clear
understanding, however.. that they can come directly to the Human Resources
Director if circumstances within the employee's department or other factors
prohibit a reasonable attempt at an informal resolution of the problem or
otherwise preclude the use of a grievance system. Prompt reporting is very
important, but if a sexual harassment complaint is made past the time limits of
any grievance system, the Human Resources Director may take other appropriate
action. Confidentialioty will be maintained to the extent possible, and
participants in any investigation will be instructed not to discuss the
subject. If a complaint is presented, retaliation against the employee is
prohibited.
e. sanctions against offending officials, department heads, supervisors, and
employees may include, but are not limited to, consultation with superiors,
reprimands, transfers, suspensions, demotions, dismissals, or referrals to
appropriate enforcement agencies or officials.

Section 5: Safe and Respectful Workplace Policy
A. It is the policy of Williamson County to promote a safe and respectful
environment for its employees. The County will work with officials,
department heads, and their employees to maintain a work environment that is
free from violence, threats of violence, harassment, intimidation, and other
disruptive behavior.
B. Violence, threats, harassment, intimidation, and other disruptive behavior
in our workplace will not be tolerated; that is, all reports of incidents
will be taken seriously and will be dealt with appropriately.
C. Examples of such bE!havior include but are not li.mited to the following:

1. Carrying unauthorized weapons on county premises;
2. Physical assault of any person on county premises;
3. Oral or written statements, gestures, or expressions that
communicate

a direct or indirect threat of physical harm or harassment;
D. Employees who violate this policy will be subject to removal from the
premises or immediate disciplinary action, possibly including dismissal from
employment, as well as criminal prosecution, if warranted. Members of the
general public exhibiting violent or threatening behavior will be sUbject to
removal or legal action, as appropriate.
E. Officials, department heads, supervisors, and other employees must report
any violent, harassinq, intimidating, or other disruptive behavior, or the
presence of weapons, at once. ReCognizing early signs of workplace violence
is extremely importan1: in preventing it.

F. Direct threats, vitJlent acti.ons, or reports of weapons on county premises
must be reported at once by calling 911, or in the following manner,
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according to the place of occurrence:
Main Courthouse-call Joe Pondrom at 943-1641 or 943-1601 x 7015;
Courthouse Annex-call security desk at 943-1294 or sheriff at 943-1300;
Other County Buildings-call 911.
Actual injuries must be reported immediately to 911.

G. Indirect threats or other potentially violent behavior, including ~jokes"
with hints of violence .. should be reported to the official or department
head, who then should contact the County Attorney at 943-1111 or the Human
Resources Director at 943-1627. When in doubt as to whether a situation
justifies calling for immediate law enforcement assistance, employees should
go ahead and contact the sheriff or 911 as appropriate.
H. Dismissals and other disciplinary action associated with this policy may
be implemented in the presence of a law enforcement officer. Employees
dismissed or suspended in violation of this policy may be required to remove
their personal belongings and return keys or other county property
immediately following the disciplinary action.
I. Employees dismissed or suspended in accordance with this policy may be
barred from county premises and should receive a notice in writing to this
effect. The notice should be given to the employee in the presence of a law
enforcement officer.
J. The notice barring the employee from county premises should also state
that future communications from the employee must be directed only to the
Human Resources Director at 943-1627.

Employees with questions about this policy may contact the Human Resources
Director at 943-1627 or the County Attorney at 943-1111.

~ection 6: Smoke-Free Work Place
a. In conjunction with an organization-wide Wellness Program, the County has
adopted a policy prohibiting smoking within County buildings or offices.

b. Smoking includes but is not limited to the lighting of a tobacco product;
the holding or carryin9 of a lighted pipe, cigar, or cigarette, or any other
lighted smoking equipment or device; or the inhaling or eXhaling of smoke from
a tobacco product.
c. This policy applies to all County employees, regardless of position, and
includes temporary and part-time employees.

d. Employees who viol ..te this policy shall be subject to disciplinary action.

e. The complete Smoke-Free Work Place policy adopted by the Commissioners'
Court remains the official policy in this area, and nothing in this section can
supersede the Court's policy. A copy of the policy is available in the
Efftf31eyeeBefl:efits Human Resources Department.

Section 7: Outside Employment

Employees may be employed in any capacity in a business, trade, occupation, or
profession, at any time other than hours they are working for the county, as
long as such employment does not violate st~te laws concerning abuse of office
or employment, does not interfere with their normal duties, and does not
constitute a breach of ethics or conflict of interest.
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Section 8: Departmental Codes of Conduct
Nothing in these policies prohibits the establishment of other codes or
standards of conduct by individual departments or officials.

Section 9: Retaliation Prohibited by State Law
A state or local goverr~ental body may not suspend or terminate the employment
of, or otherwise discriminate against, a public employee who reports a
violation of the law to an appropriate law enforcement authority, if the report
is made in good faith.

Section 10: Termination and Exit Interviews
a. It shall be the responsibility of each departing employee, whether or not
the departure is voluntary, to meet '.dta the apf.lF6]?£'iate l'e13;E'eseatati,."e sf the
n~aR ReseUFees BefJaFtroeatte complete forms and submit keys and other
materials or information required by the county. The Human Resources
Department will also provide the departing employee with information about
retirement and deferred camp plans, as applicable, and refer the employee to
the County Auditor for questions concerning payment of accrued leave, if any.
The departing employee shall inform the lIumaa RessHFees Information Technology
Department of the employee's computer user identification or password and any
other computer-related information considered important by the county.
b. The departing employee must also discuss insurance issues and the possible
extension of benefits. County Policy Manuals must also be returned to the
Human Resources Department.
c. Employees terminat"d for a violation of the Section 5 Safe and Respectful
Workplace policy shall contact the Human Resources Department by phone or mail.
Section 11: Serious Diseases or Disabilities
a. Employees with serious diseases health conditions or disabilities are
encouraged to notify their supervisors and the Human Resources Department when
adverse health conditions may affect their ability to perform their jobs, pose
a threat to other employees or to the public, or require possible accommodation
by the county.
b. A doctor's certification may be necessary to determine an employee's
eligibility for continued employment or to determine what type of accommodation
may be appropriate.
c. Access to medical information and records will be restricted according to
practical and legal requirements.
d. Employees who have concerns about working with other employees who have
serious illnesses or disabilities should bring those concerns to the attention
of their supervisors or contact the Human Resources Department.
e. Related decisions may be based on prevailing laws and/or regUlations and on
reasonable medical judgments as to the nature, duration, and severity of any
risks and/or the probability of harm or disease transmission.
f. Discrimination against employees or applicants because of physical or
mental disabilities is prohibited by the Americans with Disabilities Act and/or
Chapter 21 of the Texas Labor Code.
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CHAPTER IV
GRIEVANCE PROCEDURES

Section 1: Applicabili~

a. Sections 2-5 below apply to all employees in departments under the
direction of persons appointed by the Commissioners' Court.
b. Sections 2-5 may also apply to persons in other departments funded through
the Commissioners' Court if a complaint is presented on grounds listed in
Section 2.a.3. Respon~ies to complaints under Section 2.a.3. are not limited to
the provisions of this chapter, and the County Attorney, Human Resources
Director, or other appropriate persons may respond according to the
circumstances of a particular situation.

Section 2: Scope of Complaint Procedures

a. A complaint may be filed by employees on one or more of the following
grounds:

1. Improper application of rules, regulations, and procedures;

2. Unfair treatment, including but not limited to coercion, restraint,
harassment, or retaliation;

3. Illegal disc:~imination based on race, religion, color, creed, sex,
age, national origin, or disability;

4. Improper disciplinary action;
5. Improper application of benefits;
6. Improper working conditions;
7. Improper dismissal.

Section 3: Informal Rl;!solution
If possible, an employl;!eshould pursue an informal resolution of the complaint
before filing a formal grievance. An employee is encouraged to resolve the
complaint through all levels of departmental management as quickly as possible.
After this effort is exhausted, the Human Resources Director may attempt a
resolution of the problem or a formal complaint or other appropriate action
should be initiated.

Section 4: Time Limits for Filing
a. Complaints must be promptly filed. To be considered, a termination
complaint must be filed, in writing, with the Human Resources Director within
five working days of t-he dismissal, exclusive of county holidays, unless it is
beyond the reasonable control of the employee to do so. All other complaints
must be filed within 10 working days of the incident giving rise to the
complaint.
b. If the employee fails to meet the time limits for filing, the employee will
be ineligible to use the grievance procedures, unless these policies provide
for other means.
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Section 5: Complaint Resolution Procedures
a. Within five working days of a termination and within 10 working days of
other occurrences, a written complaint shall be submitted in person to the
Human Resources Director. Attempts at informal resolution within the
department or office shQuld already have occurred. The Human Resources
Director may also atte~pt an informal resolution at this or at any other point
in the process, and the time for filing a grievance would be extended by
whatever amount of time may be involved in pursuing such an informal
resolution.
b. Grievances should be directly related to the grounds specified in Section 2
of this chapter.
c. After reviewing the complaint, the Human Resources Director may set a
hearing date, arrange for co~ttee members to serve, and forward written
notice to all involved parties and to the County Judge within 10 working days
of receipt of the written complaint.
d. A committee of three persons, none of whom may be from the department of
the grievant, will consider grievances of non-elected personnel. The committee
will base its findings on documents, evidence, and statements presented at the
hearing.
e. In most cases, personnel actions associated with the complaint should be
suspended pending completion of the complaint procedure. Where termination is
involved, the employee1s position should not be filled by another person,
except on an interim basis, pending resolution of the complaint.
f. Each party shall be allowed to present documents, evidence, and statements,
inclUding statements of witnesses, at the hearing. An employee may represent
himself or be represented by a fellow employee, attorney, or one person from an
organization of his choice. Attendance will be limited to the committee, the
grievant, management affected, County Judge, County Attorney or his
representative, Human Resources Director, and the individual representative, if
any, of the grievant. All others, such as witnesses, will be called and
dismissed following their presentations. All those present will be permitted
to ask or respond to questions, but only committee members will have a vote.
g. Loud and abusive language will not be allowed and will be grounds for
removal from the hearing, dismissal of the grievance, and/or disciplinary
action, up to and including dismissal from employment.
h. Within five working days of the conclusion of the hearing, the conunittee
will prepare a recommendation for the County Judge. All conunittee
deliberations, decisions, and hearing materials will remain confidential, to
the maximum extent possible.
i. Within 10 working d.ays of receipt of the co~ttee report, the County Judge
shall conduct a review and require the Human Resources Director to inform the
parties of any decision, additional hearings, or further reviews that may be
involved.

Section 6: Departmenta,l Grievance Procedures
a. Each department not:covered ~y the preceding sections should establish a
grievance procedure. E:mployees l.nthose departments should contact their
supervisors or department heads for information about departmental procedure.
Employees in those departments may also request that the Human Resources
Director assist them in determining departmental procedures.
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a. Grievances by elected officials will be dealt with according to the
appropriate provisions of the Texas Local Government Code.
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CHAPTER V
LEAVE AND TRAVEL POLICIES

Section 1: Notification of Absences

a. Regular attendance is important to the overall operation of a department or
office. If for any re,3.son an employee is unable to report for work, he or she
shall notify the immediate supervisor on the morning of the same day, unless
extraordinary circumstances make notification impossible. If the supervisor is
unavailable, then someone else in the office shall be notified. Notification
does not necessarily excuse the absence. Failure to provide proper
notification may result in suspension or other disciplinary action, up to and
including dismissal.

b. Employees who are absent from work for three consecutive days without
giving proper notice will be considered as having voluntarily quit.

Section 2: Reporting Responsibility

a. Each official or department head shall be responsible for the accurate
reporting of all time worked by each employee and of all holidays, vacation
leave, sick leave, jury service, and other leave.

b. Such reports shall be made to the Jl~aR ReSSH£ees ge~a£tffieRt County Auditor
on such forms and at such times as may be prescribed by that department.

Section 3: Vacation Leave

a. Department heads, their regular employees, and the regular employees of
elected officials accrue vacation leave. The length of the vacation will be
determined by the amount of continuous service the employee has had with the
County. Temporary employees are not eligible for paid vacation.

b. Vacation time is accrued beginning with the employee's first day of
employment, at the following full-time rates:

L 0-5 years 3.08 hrs/pay period max of 80 hrs

2. 5-10 years 4.00 hrs/pay period max of 120 hrs

3. 10+ years 5.00 hrs/pay period max of 160 hrs

c. If an employee reaches maximum accrual, no further vacation leave will be
accrued until the employee has taken vacation hours.

d. vacation accrual ,,;oillcontinue only as long as the employee is on paid
leave; once the employee has expended all paid leave (vacation, sick leave,
comp time), accrual will cease until the employee returns to work.

e. Employees on shift work may take vacation one shift at a time instead of
consecutively with approval of the official or department head.
f. No vacation leave may be "sold" or "bought." However, to encourage
employees to give adva.nce notice of their separation, employees who leave
county employment will be paid for their accrued unused vacation as of the date
of termination.

g. Part-time employeE~s who are not temporary or seasonal may accrue vacation
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OR a ~£e Fates sasis at a rate set by the Commissioners' Court. However, part-
time employees who are regularly scheduled for less than 20 hours per week
shall not accrue any vacation. En3ft\fJle: 4Q fiSHES l3e£ !=layf3e£ieei aee!'l::ies1.54
he~£s of vaeatioR, SHt 39 l'e§tila£ly seheaalea heel's aees Rot acarus vaeatioR
leave. no seasoRal OF teH\f:3o£a£j'e'ft'loPleyeesmay aee£1:ie aay vacation heliE'S.

h. Vacation leave can only be taken with the prior approval of the official,
department head, or supervisor, as appropriate.
i. Except when leaving: employment with the County, employees cannot receive
payment in lieu of vaca.tion time and cannot "purchase" vacation time. Vacation
paid upon termination shall be computed at the rate of pay earned at the date
of termination of employment.

Section 4: Sick Leave
a. Department heads, their regular employees, and the regular
elected officials accrue 13 days of sick leave per fiscal year.
employees are not e1igi.b1e for sick leave.

employees of
Temporary

b. Sick leave will be accrued at the rate of four hours per pay period, to a
maximum of 60 days (480 hours).
c. Part-time employees who are not temporary or seasonal may accrue sick leave
sa a 19f'Sratea easis at a rate set bV the Commissioners' Court. However, part-
time employees who are regularly scheduled for less than 20 hours per week
shall not accrue any s:~ckleave.
d. No sick leave may be "sold" or "bought."
e. Eligible employees may use siCk leave only for the following reasons, and,
if possible, SUbject to prior approval of the official, department head, or
supervisor, as appropriate:

1. illness or injury of the employee;
2. medical and d:;mtal appointments of the employee;
3. serious injury or illness of the employee's parent, spouse, or child,

including medical/dental appointments;
4. birth or adoption of an employee's child;
5. foster care placement;

f. Employees may be r,equired to provide certification from a health
professional that an ansence was necessary and/or that the employee is fit to
return to work. The Gounty may also request additional medical opinions to
verify leave or fitness for work. Employees may continue to be paid from their
sick leave during any d,elays in returning to work that may occur.
g. No payment will be :made for unused sick leave, nor may unused sick leave be
converted to any other leave.

Section 5: Holidays
a. Holidays for each fiscal year are established by the Commissioners' Court.
Past holidays have included Columbus Day; Veterans Day; two days for
Thanksgiving; two to three days for Christmas; New Year's Day; Good Friday;
Martin Luther King Day; Memorial Day; Independe~ce Day; and Labor Day.
Holidays are SUbject to change.
b. Employees scheduled to work on a paid holiday will be allowed to take off
an alternate day, SUbject to approval of the employing official or department
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Section 6: Floating Holiday
Eligible employees may receive one "floating" holiday per fiscal year, with
prior approval of the elected official or department head. The floating
holiday may be used fOl: personal or business reasons unrelated to illness or
recreation.

Section 7: Emergency Leave
a. Eligible employees may receive up to two days of paid emergency leave per
fiscal year, with approval of the elected official or department head.
Emergency leave may be granted for any of the following reasons: funerals of
relatives or close friends; auto accidents; and emergency repairs to horne or
auto. Emergency leave does not carryover from one year to the next and cannot
be bought or sold. Telnporary and seasonal employees are not eligible for
emergency leave.
b. No payment will be made for unused emergency leave, nor may it be converted
to any other leave.

Section 8: Family and Medical Leave Act (FMLA)
a. FMLA leave shall only be granted to those employees qualified for FMLA leave

for the following reasons:
1. Because of the birth of a son or daughter of the employee and in order

to care for such son or daughter;
2. Because of the placement of a son or daughter with the employee for

adoption or foster care;
3. In order to care for the spouse, or a son, daughter, or parent of the

employee, if such spouse, son, or daughter has a serious health
condition;

4. Because of a serious health condition that makes the employee unable
to perform the functions of the position of such employee.

b. In accordance with the FMLA, an employee, having been employed for at
least 12 months (not consecutively) by the County and for at least 1250 hours
of service with the County during the ~Ee,~sus 12 months prior to the beginning
of the leave, shall be eligible for up to a total of 12 work weeks of job and
insurance protection ±eaYe. The l2-work week period shall be determined by the
Human Resources Department pursuant to the FMLA. Either the employee or, in
their absence, the office or department of the employee, is responsible for
reportinq to the Human Resources Department any sick leave absence of more than
three days so that FMIA ·notification requirements can be met in a timely
manner.
c. Under the FMLA policy, all employees will have to use all accrued sick,
vacation, and earned compensatory time (includes holiday time for some
departments) to have paid leave ~ while on FMLA. Offices and departments
are responsible for st:.brnittinqa payroll action sheet to the County Auditor and
Human Resources Department when an employee has used all accrued leave and
needs to be placed on unpaid FMLA leave. A~ ~Ae ena sf ~he 12 '"eelEsfSE RIb/'.
SE fSE Eeassns S~AeE t.hanRlhA, elllj3lsyeesmay be ~lasea sn un~aia lea' e if ~Ae
ae~aE~lIlen~Aeaa SE sHieial ean aieeAaE§'e ~Ae Ees~snsibilities sf ~Ae sfHee SE
ae~aE~lIlen~",ithsu~ ~AE.~Eesenee sf ~Ae elllj3lsyee.
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d. As long as the employee is on FMLA e" lea...e "itl>eHt !lay, the employing
official or department head may not hire another regular, full-time employee to
fill that position, unless expressly authorized to do so by the Commissioners'
Court. E"'I'leyeeesl>eHl<1se a'"'a,,etl>at if 12 eenseeHM ...e ,.'eel,sef li'Ilj:,Alea ...e
BFe talfeR, tRe efftl31eyee is Rst eRtitlea aeiEii'eisRal leave, ths\:1:'iJR it may se
tj£aRteEi at the eiise£etisR af tRe effieial Sf' aepa£tmeflt Read. After an employee
has used all FMLAleavl:!, the county is not required to hold the position for
the employee.

e. While an €fftl31eyee is Sf} RILA leave, tfte GS\:1:flty ·,dll eSfltiflue ta 13a~fits
sfla£e af iflsu£aaee p£emiHm eests. If the efftj31s}ee is 13\:1:£€hasifltj ethe£' ee,e£atje
av's!' aRei a13eve ',:hat is fl£svieieei By the GeHRt}', tRe elftl31eyee is still
£es138flsil31efSE thsse ~£emiams. Employees returning to work following their own
serious health conditiQns under FMLA must provide written certification from
their health care physician or practitioner certifying that they can perform
the functions of their position with or without restrictions. If there are
restrictions placed on the employee and if the office or department can abide
by these restrictions, then the employee may return to work for the time being.
Employees will then be required to provide a final certification notice from
their health care physician or practitioner certifying the point at which the
restrictions are no longer necessary and the employee can return to full duty.
If employees do not pr~vide such certification, then their return to work may
be delayed until it is provided.

f. Employees should be aware that if twelve consecutive weeks or 480 hours of
FMLA are taken in a twelve-month period, the employee is not entitled to
additional FMLA leave. Officials and department heads should contact the Human
Resources Director or Health and Safety Specialist when employees run out of
FMLA leave and are unable to return to work.

g. When an employee is on FMLA leave (paid or unpaid), the County will continue
to pay its share of insurance premium costs. If the employee is purchasing
other coverage over and above what is provided by the County, the employee is
responsible for those premiums.

e. h. If an employee's need for leave is foreseeable, the employee must provide
the-elected official or department head, and the Beflefits Human Resources
Department, advance notice in writing not less than 30 days prior to the
beginning of leave. In other situations, the employee must provide as much
advance notice as possible. If FMLA leave is granted after the date the
employee has lost time from work due to a qualifying medical situation, the
Human Resources Department can begin designation of FMLA leave not more than
three working days prior to the notice.

~. i. To be eligible for FMLA leave for a serious health condition of either
the-employee or employee's immediate family, and to provide written
notification of the need for leave, an employee shall provide a medical
certification completed by I>is a" I>e" <Iaete" the attending health care
physician or practitioner. Eligible employees will be responsible for any
costs associated with this certification. Forms are located in the back of the
County's official FMLA Policy, which will be distributed as requests for FMLA
are received! they a:E'ealee availaBle in the IlwnaflRese'l:l:E'eesBeI3a:E'tmeflt.

~. ~ To be eligible for FMLA leave for either the birth of a son or daughter
of the employee and in order to care for such son or daughter, or for the
placement of a son or daughter with the employee for adoption or foster care,
an employee should provide written notification of the need for leave.

ft. k. Nothing in this or any other section of this manual can supersede any
provision of the actual FMLA policy passed by the Commissioners' Court.
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Section 9: Military Leave

a. A full time salarie,d employee who is a member of the National Guard or
military reserve will be granted up to 15 days of military leave per year for
aet~7e Baey authorized military training or duty, without loss of payor
accrued vacation leave.
b. If an employee wishes to take authorized military leave, the employee must
furnish his or her supervisor with copies of military orders or other
appropriate verification.
c. Employees on military leave for extended periods .,ill ee tfeatea aeeBf'eiiR~
te the 13f'8,\risisas sf the Vet.eE'aRS' Reelftl31eymeat RitjAts Plet should contact the
Human Resources Department or the County Auditor.
eL UilitaFy 163""8 fer rS\:Itiae aE'ills aRe!meetifttj6 "..'il1 ee tjEaRteEi. 'l'he
eRf.lleyee ftftlst f\lf'sisR his BE beE' s\i(3e:E'\-iS8f' ..ita eSI3ies sf m:ilitafy SEaSE'S sr
ether appE'8(3E'iate t;el'ifieatiea. ':Palsleav:e ...·ill 13e HflpalEileave feE' all Couaty
eR\flleyees, enee19t feE those eR't191e~ees...·ho aE'e 19aiEithe GuaE'aateeEi Fl\:iet\:iatialjJ
HOUE'ly Flate of Gempeasatioa, uhleh iaeluEies the em1910yees ',JithiFl:the EUS
gef:laE'tlfl:ent,aftB the Jtiveaile geteation Faeility.
Section 10: Jury Duty and Court Appearances
a. Any elected official or department head shall grant paid County and
District Court jury dut:y leave to any employee. The employee shall be required
to present documentation of service and will be allowed to retain any
compensation for this service.
b. While not actually engaged in jury duty (e.g., on call) employees are
expected to be at work. Similarly, if an employee is dismissed early enough to
travel to the job site and work for at least two hours, the employee must do
so. Questions should be directed to the employee's supervisor.
Section 11: Leave Without Pay
a. In cases other than Family and Medical Leave, any offieial OF Eie~aFtmeRt
eeaEl may §'~aftt lea"e \/itee\it !lay te afty eftlllleyee S8 left§' as tee effieial e~
aet3aFtmeat heaei eaR EiiEJehaEljJethe Ees19oasil3ilities of the ofilee OF Eiet3aE"Em€at
uithoHt the t3Fesenee of the emple~·ee. PIS lOflljJas the emt3loyee is OR lea ve
uithoHt flay, the eR\f31oyialjJeffieial OF eie19aFtmeat fteaeimay ao'E hi;::£eaRe theE
:£eljJH1aF,f\:i11time employee to fill 'Eftet3ositieft,\:iRlesseUfH?easly autheEi2eEi
te ao se ey the Semeassleae:£s' Se\:l~ti leave without pay is strongly
discouraged and may commence only after consultation with the County Attorney,
Human Resources Director, and County Judge.
b. vacation and sick leave accrual will continue only as long as the employee
is on paid leave; once the employee has expended all paid leave, accrual will
cease until the employE!e returns to work.
c. Employees who are on leave without pay should contact the Human Resources
Department for details concerning continued health insurance coverage during
their leave without pay.

Section 12: Workers' Compensation
a. ':PheCOURt}' eal'Fies iflsH£anee te eevel' at319:£er•TeEieeats fOE ·..·el'IEinel:i:£FeEi
iRjHFy OF illness. Wo£IEep6 eORlf3eeaefits, it apt3FeyeEi,hel]? (3ay teE the
eH\f3leyee'smeEiieal tpeatmeat, if aft}',anEi t3a:£tef aay iae6lftethat may ee lest.
Speeifie benefits ape p:£eee£ieea By la1l, elepeReliftljJeft 'EBe ei:£el:iftls'Eaaeeeef eaefi
ea&e7 The County provides workers' compensation insurance coverage for all
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paid fUll-time, part-tJ.Ine, temporary, and seasonal employees to cover medical
and indemnity costs incurred due to workplace accidents or incidents while an
employee is furthering the business of the County.
b. Ta assist in estaining eeV6l'age, EftlFlleyees shall f'E}38f't all \Tarle E'elateEl
accidents te the appE'spf'iate SHpEEVis8£ immediately. The 6HJ36£vis8£ mHst then
Ratify 'ERE lllilnan Res81:H:ces gepartfflEnt as seen as 13866i1316. To assist in the
timely filing of workers' compensation claims, employees shall report all work-
related injuries or illnessEs, caused by accident or incident, to the
appropriate supervisor immediately. Once notified by an employee, the
employee' 5 office or dE~partment is responsible for sUbmitting written
notification to the Hwnan Resources Department within five working days,
utilizing the prescribE~d from, TWCC-l, "Employer's First Report of Injury. U

c. Supplemental documentation to be attached to TWCC-l form, or in some cases,
forwarded after sUbmitting the form to the Human Resources Department, should
include accident investigation reports, medical reports showinq off work and on
work status, and police reports if claims involve accidents or incidents while
an employee is driving either a county-owned vehicle or a personal vehicle in
furtherance of business of the county.
d. Workers' compensation benefits, if approved, may include reasonable medical
costs and income benefits to replace lost wages, as well as other benefits that
the employee may be eligible to receive during the course of a claim.
e. An employee who begins losing time due to a workplace injury will
required to use accrued leave for the first seven days of lost time.

be
Beginning

lost time as "workers' comp."
employee'S

f. Law enforcement employees, as regulated by the Texas Constitution, and
employees with quaranteed salary payroll status who are injured on the job may
be eligible to receive their regUlar pay while they are off work. Employees in
these categories should contact the Health and safety Specialist in the Human
Resources Department.
g. In order for lost time to be counted as workers' comp leave, employees must
submit medical documentation from their treating workers' comp doctor
certifying that an absence is the result of a workplace injury.
h. Employees losing time from work due to a work-related illness or injury
defined as a serious health condition under the Family and Medical Leave Act
(FMLA) may, if qualified, be placed on FMLA leave to run concurrently with the
workers' compensation lost time. (See Section 8 of this chapter for further
info~ation regarding FMLA.)
i. More information about workers' compensation rights may be obtained from
the Texas Workers' Compensation Commission, or by calling 1-800-752-6301, or by
contacting the Human Resources Department at 512/943-1533. Tlie llWftilflRese" ..ees
Be133:etmeRt ·..·ill :ee13e£t all iRj\i£ies te tae TeH3e Ws£lEe£s' Ceftl1:3eRsatieR
Ceft\fftissisR.

Section 13: Travel Policies
a. Any County official or employee who is required to use his or her personal
automobile while on official County business may be entitled to receive mileage
reimbursement, upon submitting the required documentation to the County
Auditor.
b. Officials, departrrent heads, and employees may be entitled to full
reimbursement for lodg'ing expenses when traveling out of the County, beyond a
50-mile radius of Williamson County, on official County business, if the travel
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is approved by the appropriate official or department head and the required
documentation is submitted to the County Auditor.
c. Officials, department heads, and employees may be entitled to reimbursement
for any meals eaten when traveling out of the county on official county
business, if the travel is approved by the appropriate official or department
head and the required documentation is submitted to the County Auditor. The
maximum meal reimbursement is limited to $28 per day, including tax and 15% for
gratuities, and does not include alcoholic beverages. Receipts are required
for all reimbursement requests.
d. For officials, department heads, or employees to receive reimbursements, the
funds must have been appropriated by the Commissioners' Court prior to the
expense being incurred.
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CHAPTER VI
RETIREMENT

Section 1: Retirement
a. All officials, their employees, and employees of other departments who are
expected to work more than 18 hours per week/per year, are required to
participate in the Texas County and District Retirement System (TCDRS). The
County Auditor has information handbooks available for employees, and that
office should be contacted at 512/943-1500 for questions concerning retirement.
b. Retirement deductions are withheld from employee's paychecks at the rate
determined by the Commi.ssioners' Court. The County provides matching funds
according to actuarial projections.
c. Members are vested after eight years of credited service. However, if a
member has four years {If credited service and meets the "Rule of 75", he or she
may also meet vesting requirements. (The Rule of 75 is met when the member's
age plus accumulated YE~arsof credited service equal 75.) The member is not
required to be employed by the County at the time he or she meets the Rule of
75 in order to receive vested or full service retirement benefits.
d. For the purposes of this section, the word "vesting" is defined as being
eligible to receive matching funds once the member begins to receive full
service retirement benefits, and the term "full service retirement benefits"
are defined as monthly annuity payments. These payments include a 250% match
of,County contributions to the member's accumulated funds.
e. If a member' s retil~ement funds are withdrawn in a lump sum at any time, the
member will only receive the funds that they have contributed, plus any
interest accrued. They will not receive any matching funds from the County.
f. Members are eligible for full service retirement benefits if:

1. they have accumulated at least eight years of credited service and
have attained the age of at least 60 or more; or

2. their age pIllsaccumulated years of credited service equals 75; or
3. they have 30 years of credited service.

g. No federal income 1:axeshave been or will be withheld from that portion of
the employee's salary deducted for retirement contributions made after January
1, 1986.

h. Members who are vested but who leave employment before qualifying for
service retirement benlafits may leave their contributions in the system until
they become eligible for benefits. Their contributions will continue to draw
interest until they qu,.lify for benefits.
i. Members who are not vested but who have at least four years of credited
service when they leav,e employment may leave their deposits with the system for
as long as they wish. Their deposits will continue to earn interest, and
membership will be retained. However, vesting and eligibility for monthly
benefits will depend on meeting the "Rule of 75", as noted above.
j. Members who leave employment and who have less than four years of credited
service may leave their deposits with the system for a period of 60 months from
the date of the last deposit. At the end of the 60-month period, membership
will cease, all previously earned credited service will be lost, and no further
interest will be credited, unless the person has returned to TCDRS covered
emPloyment.
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k. Retirement funds ar,e not available for loans for any reason and may not be
withdrawn prior to the ,employee's termination from employment with the County.

1. gefe££ea €empeasatisa Plaa (IRS Seetiea 457) 1ft aaaitiea t6 ~S9RS p£e tau

SeetisR 2: HealtR BeFlefits Summary
a. Tile Ce"Rty stFives te efieF a se!ft!letitivel'aslEa~eef IlealtlleeRefit
prs'iJEams feE' tee eli'iJie1e efft!31eyees. 'fRe ljeal is t8 effel' a paelEalje taat \1ill
attFaet aHa £etaifl: empleyees. 'the euistenee af the eHIfJls,ee eeflefits ana
131385, in aRe at tJ::temselYes, eees flet sigaity that dB em131eyee '.,i11 Be efF\.i31eyea
feF tile Fe'l"isite time ReeessaFy te 'l"alify feF tllem. Wllat fell ells is eRly a
brief aeseFi13tieR af the mediaal beaefits available t8 GSHftty empleyees.
b. All ~~alifyiftlJ sleeted effieials, aepartmeat heaes, their efft!31eyees, aRa
~HalifyiftlJ retirees are elilJible feE health beaefits e8veFaIJe HAaer the Self
Fl:1aeieeiWilliaft\Ssfl GeHRti' Beaefits PrSljEam BE a :(3artieipdtifllj HUG, if dRY. A
contFiBHtioR fOF kealtfi iR6HFaRee fOE each em~loyeeaRe ~aFtici~atiR~FetiFee
T,Jill ee {HAaea By the GOHRt)' at tke set amO\:lBtaeteFminea By the COfflfRissioners'
Ce"Ft.
e. Q"alifyiR~ e"'l'leyeeeaFe eli~iele feF eeRefits 69 days fFem tlleiF lliFe
eate. Their electioRs fOr iRSldl:3Bee coveFaljJe talEe effect OR the 1st say of tke
meRtll feUe·.dR~ tlleiF eli~ieility date.
d. Tkere are tHO sasic mesieal o~tions HnseF the Self FHRaea WilliamsoA Go~nty
BeRefits PFog'Fam: PlaB A, liaaeF l,Thica the eHlf'loyee malEes a Co [3ayment fOF
office visits aRe [3rescriptiens aRe the provieeE files a claim fOr the
FemaiRaeE of those costs, anel Plaa B, HAesF T,lbich the emJ.31eyee pays fOF tkess
services aRe then file: a claim to recover seme OF all of the costs. Othel:
seFviees "RdeF eetll plc,Rs may Fe'l"iFe tllat tile e!ft!lleyeepay aU eests aRd tileR
file a claim. PlaH B eevera~e is Rot as ee~refleHsiYe as PlaH A ee?era~e.
Complete details aeoHt eoth plafls are availaele ifl the IIwnaR ReSOlil?CeS
BepaFtftl:eRt.

e. Both PlaR PI aRd PlaR Ballot,· f33Fticipaats to Htili2e ia netl,·OElE OF OHt of
aet:\lOrlE prov1seE's aRe 1:38i11tios. Otit of Retlle!'l£: eovoE'age is ROt: as
eOH\f3Eeaensi""."eas 18 Ret·"oElE eov;eE3ljJo.

f. If tAeE'e 1s an HUOflroviseE, paFt1e1J.33at:s select a [3JdmaFy caFe physiciafl
from the JRtO11sti8~1aRs they \;1t1112e 'the HUG's 811R1cs, [3haEftac1es, aRs
Ilespital faeilities. Ce!ft!lletedetails aee"t aRy a'.'ailaeleilliG plaR aFe
a, ailasle ift the JhHRaftReSOldfces Se[3aFtmoRt.

g=. Q'Ja11fyi:R§J persons uill eo J.3Fo'l,;'isoelhealth ins1iranee eenefits at a set
pFelfti"",Fate depeRdeRt "peR tile level ef eeveFa~e seleeted ey tile e"'l'leyee
Sl:U;:iRgBenefits enrolllFteRt 13£'OCea1:1:EeSi 9s[3enaeats IlU:lst meet 13laR FeEJHirements
1ft QFae£ to ee eligiele for eo~,re;Ea~e.
1101'S: Please see SeetiEJn 19 eeloll (\\Slec'Ein~ anei Caan~in~ BeRefi'E Choices") fSE
mOEe infofiFtation ef!: ea:rellment IJEeeea\;lEes.

h. Eli~iele Fetil;:ees ldll also 13e J.3£8,iaed healta iRStiFanee eenefits at a set
[3Eemitml:Fate eEJHal to tae CS\;1nty efRl3lo~fee's l?ate. Eli~iele reti£'ees may also
eover thei£' deIJeaeleR'Es at a set J.3FemaHmrate eqaal to the CO\;lnty em~layee's
~

i. For tHe fJ\;lFpOSeSaf this sectiea, the usni "retiree" is defines as some8ae
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Viae is FeeeiTJiRfiJ lifetime meathl)' 'l'enas GeHRt}' aaEt GiSt-Fist: RetiFemeHt System
beastie paymeats ana "..'he Fst-ipsa ai£eetly tEem actireS eRlJ?lle~"IRent,.,ith the
Cet:mty. The GSl:1:nty\Jill etsl3 instlf'aace esyeE'a!!e 6ft tRe FetiFee aHa aepeneieat
·..·hen eRe sf the felletlinlJ eeGUES:

I, ERe EeEiEee EeaeRes age 65,
2. the Feti£ee ~t1alifies feE ethel? health inStiFaRee 88veEalJ8

iRelHaiR~ UeaieaE8;
3. the Estires fails te stismit the £e~tii£eelset ~£emi~ Eate.

j. G6BR".ee"eEage ",ill ee affeEeel Ea EeHEee eleI'eAeleAEs ','Ha lase ea"eEage eII'e
toe the petipse's less sf elilJieility.

)E. EliiEJi131e 8fR131eyees 8a afty tY13e sf [3aiel leave \lill eSfltiR\:ie te haye health
f:lEemi\:1R\5aeaHeteel f£8Hl thei!' f3ayeheelEs.

1. Em(3ls}'ees ','Ha go SA lea"e af aeSeAee ',dtHa ..t !,a}' "ill ee affeEeel G6BR', in
sHiel' te centiRus thei£' iflS\:iEaace. The 131aR aamiflist£ats£ '.,ill seRel tRe
effi!'la}'ee aAEIele~eAeleAts G6BR~ AatifieatiaA feE tHe a!,!,lieasle ine~EaAee
esvera~e. The CSHRty may elisesRtifl~e aR em~leyee's Realth eare COB~~ esveFa~e
if the empls)ee's re~Hireel premi~ is msre thaR 3G daJs late.

fRo An eRlfllsyee eA l:iAflaiel FH1A leave Hill se alle· ••·eel te eheese \lastaer te
Fetaia his eF heF health eaFe esvera~e. 9138Athe effif31eyee's FCtUFA te 13aid
statHs, the ee'.leFa~e .lill se reiRstateel eA tho samo teFfftS as ';TOFein effect
pFier ts tho leave, \lithsHt aRy 8e·..· EJHa1ifyi8~ flerisel.

R. The CSHRty may Feeever its sha~e sf the healtH care 13FefftiHmspaie feF the
emp1eyee's insuranee eh::1.FinljHRpaiel FHLA leaie, if the efRi31syee fails ts Fetlf£a
ts ,.sfle feF a Feasen ethef thaa III the esntiR~atiefl, feelfrrcaee, ef enset ef a
serisHs aealtA eeaelitiEa that '.lsuld oatitle the effif31syeo te FHLA1ea\10, Sf (2)
ether ei£e1:HrLstaRces tha.t are ee)·sad the ceatre1 sf the eHlp1eyec.

e. Aa eRlflleyee's IjreH~ meeieal iasuraace ceve£a~e fftay ae ceRtiRuee if aa
cffif31eyee terminates cfftf."llsymeat Hneer cirewastaaees eese£iaeel By feee£al lau.
'fhe Plan P.elminist£atsr ·,:ill previele eliljiale cfftl31eyees anel elc13eaelents \Tith a
detailcel eU131anatiea sf this pessil31e eptisn u13sa terroiRatien.

Seetien 3: Pre EHistifLEJ Ceneiitiens

a. THe Self runeleel WillialllseA Ga"At}' BeAetits PEagEaIft Hae a !'Ee elEiSUAg
eSRelitisRS clause that ie enplaineel ia f3a£a~Faph B. An~f paFtisipatiRIj HUG p13a
may aet have a fire eniEltiag' senelitieas elaldse.

a. A pFe euieti-Ag' senditieR is defiRcel as aay aansrmal J3ftysieal s£ montal
eenelitien, aetive ar inaetive, fsr ,.·hieh aa emJ31ayee eF eleJ3eneeat \las t:eeateel
By a pR)sieiaR eHrialj the sin IftBath f3cFieel iftllftceliate1y f3E'oeeaing' the effeetive
elate af ee,\lcra~e. This iflelHelcs all elcfsfm±ties, ailmcats, s:e I?FieF injHFies
\Thieh may thcFeaftc£ seeeme aljg'FavatcEi By euaseEll:lcat iRjldF)', 'iRis alse
ine1Heles l?£eljRaney anei I?Fcljaaney £elateel eeaditisas.

e. lIe aeRcfits \Till ee p:ee'.Tided fe:e treatfftcat af a J3Ee enietiAlj eanelitien (as
elefiaeel aasye) fs:e ·,'hieh+

1. meelieal cnl?eflses ·...eFe incl;l£reel,
2. mediaal tf'catlftent ";las FeeSftlHlCaeleel'
3. meelieal treatmeflt ,.·as Feeei'Feel,
4, eEUljS \TeEC J3Fese:eiaeel; SF
§. a 13hyeieian \TaB eenBHltea J3Fier tB a severed peFsefl's effcctivc elate
sf eavcFaljc HaecE the Plaa.
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el. This ";Iill sease te a:ppl~i \Jfl:en a esveFea fJe:lS8fl Rae eSlftfJleteei t'.:elve
esaseelitive manths af eerJ"eFag:e lif'ltae£ the Plaa. This eue!\:lsien \Iill net apply
te any eeve£ea fJeFs8H \lhe "as ee.re£eel liBeleE tHe }3:Eief plan.

Seetiea 4. PfefeFEea Pr:8viEief Uet',,'sFJE5

a. The eleetefs assseiateei '.dtA tRese net"e£}Es effef' elisesliRteel Fates fel'
seEviees fJ:E'6vieieelte Plan A SF Plan B p3FtieifJanta.
Department has a eslftt31ete list af net"'s:elE J:3E'6viele:es.

'Fhe IIW'ftaR ReS8UE'eeS

B. Plan A paEtieipants fJay a se payment feF effiee ;isits fJ£6vieleelB; an in
flet,..oeFIE pEsviEie£, ana the eaSES!" s effiee then files a elaim \lith tRe iRS1:lEanee
eempany fe£ the £emainae£ ef the eeste. The ~a£tiei~aat may then have te ~ay
an aaaitienal ameuat if the iasu£e£ aees aet ~ay the full Bill. Plaa B
paftieipants must pay feE' s8f'viees at the time they are FenaeFee aRa theR file
a meaical claim themselves ....ith the thiEe f3aEty aEimiRistFateE.

c. T::JRelC£cithcF Plan Pi SF Pla8 B, the cftlJ:3leyce eaft malEc aft afif3siatmeRt ..:ith a
sf3eeialist 'li1ithsHt haviREj te eetaiR a f3£ieF Fefe££al tEem the eR\l31eyee's
EeEjl:llaF f3h}sieian. 'Fhe Ih:UU3aReSeH:EeeS Bef3aFtmeat fias a eemplctc list sf
Aet·..·eEIE!:lFevielcrs.

el. mm f3:EevieleFs, it aAY, arc thesc (?hysieiafls ·...fie aFe s(?eeifieally eH\flloyeel
By the 1II10. Ti'~ieally, £efe££als te a s~eeialist m..st Be maae By the
f3artieif3aRt's f3£imaFy caFe (?hysieia8.

SeetioR §. Hespital Pre eeFtificatiefl ReEJl:lirements

a. Hes(?itali2atieFl: as a result of ROR emeE!Jeflcy (?FSeeelHEes (tests, treatment,
SF sl:1:£Ejery) £e~ai£es f!iSE aathoFi2atieA fEsm the thiEB (?aFty aaeaaist:£at:eE.
Call Human Reseu£ces feE infeFffl:atien if Aeccssary.

a. Hss!:litali5atien as a fesalt sf emcrEjcAey preceelHrcs (aeeiacAts, aeHte
illAcsses) fcquires the cfft(?leyee te fletify tlle third !:l3Fty aeiminist:E3ter uithin
48 hseEs sf a6ffiissieA.

eCftifieatieft infermati.on. PaFtieil3ants sheela, hel.·eveE, netify the HUG in
eases that iAvel ...c cmcf:EjcRC}·hesf3ital aamissisn.

Seetiea 6, eefttal Beae~

a. The Gsuat~ effe£s tile Basie aental e~tieas, Plaa 1 aaa Plan 2.
Plaa 1 esvefaEje is leSE: eS~feheR6ive thaR Plan 2 eavcFaEjc. CsftlJ:3letc aetails
aesHt aeth (31ans ane theiF I3FeviaeF5 aFe a·....3i13a1c in the HWRaflReseaEees
ee~a£tmeat.

a. 1.. Seleet BeRtal net: ....eFIE ef aeAtists I3Fe".-iaes eliseO\:lRt:eel sef\'iecs te 13laR
~a£tiei~aats. lle,.'eve£, the e~lei'ee eaa use aay aentist ef his e£ he£ eheiee,
in eE set sf ftet"..'sEJE, l:i1::h ae eliffcFenee iA eevcEagc }3Eeviacel far aCRtal caFC.

e. 'Fhe s81y ad'.'aataEje af t:lsia'§f a Sclect BeRtal Re1::-"sF1El3£sviacE fa1::hcF thaft
aastohcF aentist is tohat the RetousrlE acatist has alJreea toe eliseeHat esstsl this
sllat:llel meaR that the fH3f1::ian af the aill that the empleycc is Fesfl8Rsiele fer
shst:llel ae less 1::ha8 it l.·sulel ae if an sut ef flet·,laF1EflF8vieleF is HSee.
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Beet-isn 7: PE'eee:Ei!3tit~R BEllE}Plan

a. Ueeiieal Plafl 1.. l3aE'tiei[3ants BE'e eli~iBle toe eBe netu8FJE 13ha:E'fFtaeies SHE l'flblst
J3ay aay se [3ayments £e~1:1:iree aReSE' tRe 131an.
13. Ueaieal Plan B ~a:EEieif3aRtsean ~e te any [3sarm:aey ane Ellen file toRsi£' BUR

elaiHl E1if:eetly "itl> tl>c Pl>af:HlaeyBe..efits !!a..a~ef: IPB!!). Ga..taet tl>e Ill."",..
ReS81:lFSeS geI3al'tment fa£' the name, aelel;fes6, aRa pasne '\tImes!' af tae PBU. Claim
fSFIftS BE'S a-.Taila191e from the Jh:HR3n ReS8\:iFSeS gel?aFtment.

e. HUG I3aFtiei[3ants (i.3e I3£8viele£ [3Aafftlaeies fel' tRe initial [3FeSSFi[3tieR
(3urehase. Refills BEe [3\:iFshaseei aRty fF8m the I1UG aesiynateel !3ha£maey BF
tH£8Ut}R mail SEeler.

Seetien at Reg'tilar UI:elieal aREI eental GlaiRl:s P£seee1l:ires

a. ueelieal SF dental claims (eneept (3£essFi[3tisFl elaims) uRele!' the Williamssfl
Csuaty f:lIans sAoula be seflt te Beaefit PIaaaeFs, P.O. Ben 6994§9, Saa J'intsnis,
TX 78269 Gq§G. Pha.. e, 1.8GG.292.6386. EHlail aElElf:eaa is sef:?iee@ee ..~la ... eaHl.

s. FSE' verifieatisa sf seaefits sr fsr ia~Hiries eOfleerflia~ a s~eeifie elaim
13ay:meat, 13lease eSRtaet Beaefit Plaaaers.

e. Claims feE' ~reseri~tioas ffiHSt ee submittea to the Pharmaey Beaefit llaRa~er
for the CO\:lAty. Please eoataet Il\:lffiaRRess\:lrees foE' this aaaFeSS aREi 13hsRO
Rl::H'ftl3eF.

d. HMO participants typically do not have to file claims for medical expenses.
The claims are filee Ie., the 131aa 13Fsvieiers, if 3flY.

EeeUa .. 9, FlelEiele Bo.. efits Plan

a. Tl>e Ca.... ty l>as a HelEiele ee ..efits ~lan tl>at alla ...s eli~illle e",!,layees ta
seleet amoa':J ORe OF mOEe nOR tanable hoaefits aeeoreiifl§' to SeetioR 12§ of the
I..tef: .. al Reve .... e CaEle. Tl>e ~la .. e.. ables eli~iele emplayees ta pay ~f:emi1iffi
eieel\:letioas fOE health ·eeaefits OR a 13E'e tan sasis. It also 3110· ..·5 eHloflloyees to
set asiele l3re tan fl:iRes foE' 13aymeat of Ol;lt of f30elEet meEiieal aaei/o£ aepeneieflt
eare eU13enses. Claims fo£ O\:lt of 13eeJEet eUf3eftscs are s\:lbm:ittea to the flcn
aeinl4RisBratsF fsr £'eimB\:lE'Semeat f:rsm the 13£e tan fliaEis BRat eHll310yees Rayc sct
asiae iats tRciE' flon aeeO\:lats.

13. Tl>e e",!,layee "",st eeHl~lete a .. e'.. e.. f:alIHle.. t fa,,", eael> yeaf: E1..Fi..~ tl>e
aRaHal 0130fl cR£ellmeflt 13cr1ea iR OE'SOE' to 133E'tiei13atc 1ft tho £lo)£i1310 s13cFl:aiFl:§'
aoootlftts. The clcetioftB maac al;l£iag eaoh aflflR31 013Cfl cRFollmcat 13crioa arc
effeeU"e tl>e falla ...i ..~ Ja ....af:y 1 a..E1"ill ea ..U .... e tl>f:e..~l> lleeeHlBef: 31 af the
same year.

e. The PFe tan Ueaieal/gental Plan oaables eRl:f:31eyecs to have meeiieal aaei
E1e..tal ~f:emi"Hls ~aiEi "itl> ~f:e talE E1alIaf:s. Tl>e Be.. efits lle~af:tHle..t l>as fi~"f:es
that aemonstEate tho 130tential ineFcase in an eRl:~leyee's flot ineom£ that may
rCSHlt E£Offi enrollmeflt 1R this 131aa.

a. FleHiele SJ3CfleliftEfAeeoHRts also ha.Te the 13otcfltia1 to allot.ri the em~loyee to
saT."e OR iReomc tanes aRel iRe!'ease talEe home flay. Emi3leyees eafl S3\-"e tanes OR
eli~iBle health eaFe aRa elej?eREient saFe eHf:3eRses. The BeRefits gef:la£tmcRt has
eletailcd iRfermatioR eoftee£Ria~ these aeesHnts.

1. The .'!ediedl lleill!B~f:Be.. eA!i PldA e..aeles the eHl~leyee ta ~ay alla',,'aele
health ea£e en130nses fl.et ee'\'<erea by the Ce\iaty meeiieal aRe elenta1 1313ns, or ey
a SfloHse's 13laR, Tolith tau free eiollars.
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2. The 9epeRliellt GaEe ".ssistallee PIall alle'.,s e"'flleyees te lise !'Fe tan
aella£B te 138:,.aepeneleat 8aEe eupenses feE' 8hila£en BE' ethel: eli~iele
eepenaent9 se tRat the e~lei"ee aReI: epe\;lse ean uSEIE. NOTE: 'Fhs e~leyee
eaRRet pay EiefJeaeleRt saFe eUJ:3eRsee tlH:-Btlr:JR this aeeB\::lnt BRei talES a tau e£eEiit
eft his BE heF feeie£al iResme tau EstliER feE tRe same eupeRses.
e I Pa£tieipatieR iR tee Ueelieal Reiftl£l'li£Sem8Rt Plan SF the BepeReent Gare
Assistaaee Plan is strietly velHRta£y. Empleyees may eeat-FisHEs te eRe BE' ssth
aeeeliRts.
f. The t....·s aeeeHRts \W£lE se13a£ately. Empleyees BaRRet tEaRsfs!' meRer eet..,eeR
the aeeeuRts anel BaRRet \:leefliHas ifl: eRe 8eeBl=lRt toe I3ay feF elEpeases felateei te
the stheE' aeesHRt.

g. ~leyees 'JAe 13aE'tiei13ate ia eRc eF eeth aeeeunts eentFieHtc "talE fFee"
mency fFam their ~ay te their aeeeants. Thc meney is tan free eeeause the
GeHRt}' eieeiHstsit fFem the empleyee' 5 ~ay eefeFs ineeme tanes anei Seeial
SesuFity tanes aFe uithhelei. As empleyecs inCH!: eIig=ieIe health saFe eF
eief3~naent:eaFe eHpenses eili7iJ.lg=the yeaF, they pay the enpsnse ana then SHSmit a
slaHR te the FleH Plaa ABm:1A1stFater fer FeimBHl'Sement fFelftthe empleyee's
aeseHflt.
h, "Hse it eF lese it" In Fet'tlrnfer alls',,-iFlEjthe elepesit ef taH free elellaFs
inte aFl effl:pleyee'sflcHiele sI3eneiifl:\jaeeeHFlt, the IRS FeEIuiFCS that the
empleyee lise all ef tRe msney in tAe aeeeliFlteash year. If the effi¥lsyee fails
te lise all ef the Iftefley,the elftJ31eyeeHill ferfeit any IftsReyleft in the

Bestien lQ: Electin§ ana Chafl§in§ Benefit Cheiees
a. The Ih:iiRanRessH£ees ge13a£tment sife£s an "spen earellmeRt" 13e£is8:easa
yea£, I:ls"allyiJ.lN?VeRllge£. 'Fhe Beaefit casices maele ey an em131eyee 8:H£ia§'s13cn
en£sllmeat £ema1n 1n atfest fs£ the eatire yea£, aCEjinning= sa JanuaFy 1.

e. Th~ Internal RCT)'CRlieSeFviee Elees net alle',lshaR~es ia eleetiens 8:liFiRg:the
yea!' s1mply Bceause an e~lsyee shaflg:eshis SF heE' mind SF dees nst Hse tRe
l3eBefits alEeaely eleeteel. TRe aBly e"ee!'tieB is tRat if tRe e"'flleyee
J;aE'tieifJate~ii?'~R HUO aRa ~he esse sf the efftplsj'ee'5 health caFe es i"eE'aEje
1flCE'eaSes s1g:R1f1santly eiUE'1flEjtRe year, the efftfJlsycemay eleet anetaeE' meaieal
131an e13tieR "ita similaF ss...:el'a~e.
e. SMpleyeee may ehaRg=e theil' leYel ef esyeraEje (i,e., empleyee enly, emfJleyec
191\15 51ge"se, ete.) enly if they haYle a eaanEje in family 5tat1;15. }Je'FE:
Empleyees eaFlFl:etehanlje the aWte'tlPltthey eBFlt:rie\ite ts the Ueaieal Rei'mb\iFSemeFi:t
Plan AeeeHRt elUl'iR~the yeal' fSF any E'eassn. See Sestien 9 aesv'e. ElE8m131es ef
famil~t'statl:lsshaRg:e are listeel eels\H

1. ftlaE'l'iag=e,aivsree, SF leEjal sepaFatieRI
2. tRe adeiitisa sf 8 saila thE'suEjaeirth SE' aelsptieRI
3. tRe eeatR ef a 5!'elieel
4. tRe eleatR af a .Rile, e£ a .Rilel is Be leB§eF aB eli§il31e

ele!,eBeleBtliBelCEtRe teEms ef tRe s!'eeine l3eBefit !,laB'
5. tRe S13suse aeEjins SF ends empls)'H\Cntl
6. tRe s!'elise S'.,iteRes fEem flill time te !,aEt time em!,leymeBt

(er ....iee veFsa) I

7. tRe S13slisetalEes an 1d:R13aialcaye ef asseneel
8. the empleyee SF sI3eHse £etHrns fFem an 1d:Rpaialeaye af

aeseneel
9. tRe e~leyee BE' epSHse has a eiEjaifieaat ShaREje in

eligieility far the speHse's emplsyer'e EjFSHI3healt:h
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eeve£a~e att£ie~taBle te the 9~e~se'e em~le~eRt} SF
10. the €Rlf31eyee HI,eets the FeElu!FemeRt:e uRee£' a Q\ialitieei

Ueaieal 61'\118 61:113138£t: Sfac£ H2UeSS).

eL The eHlf31s}'ee must Ratify the Human ReS6ti£eeS QepartmeRt sf a eRaR~e i8
family .EaEH. "Hlli" 31 elay. f£em Eae elaEe ef Eae eve"E. AeleliHe"ally, Ehe
em131eyee may be £6EfHiFeel te 13Fsviele fjE'sef sf the stetHs 8A3Rge. Gthe£T;lis6, tRe
em131e~fee may Rst l3e allsueel te ehaA:~e his Sf' hef' eev€E'ag=e. Te Be a1313£8vea, tHe
Am,' beRstit sleetieR must Be esasisteFlt r,dth the 6A3RgS 18 faft1:il) states.

e. Faf'tiei!3atiea 18 the FleHiele Beflefits PlaR eRaS if aAy sf tAe fells'.dfllj
aleRts eeetlE.

1. BRs emJ:31eyee is fie laRge£' 6ftlFl1eyeelby the 6Sl:iRty;
2. the empleyee ie "e le,,~e£ eli~iele elHe te a eaan~e

in em131eymeRt status Bf'eesames iRelig=iele uaeeE the
te£ms ef the ~la",

3. the empleyee .te~. ~ayi,,~ his e£ ae£ sha£e ef tae eest
af tRe be Refits ,""hile eA aft Hnpaie! leave ef asseneel ef

4. the ~la" e"ele.
SeetieR 11: FiIiREf FleH p.eeS\:iRt Claims

a. Claift\s IftUst t8tal at least $2§ eefers eeiR§' sH13mittea, eHeel3t at the eRa ef
the ealenaar year.

13. Claim ferms are available iR the HI:lR\anRese\:irees gef3artmeRt. JUl elaims
sheela Be aireetea te:

'fhe FleH Aelminist~
Beflefit Planners
P.O. BelE 6994.9
Ba" A"te"ie, TX 78.69 94.9
1.899 .•9< •• 386

SeetieR 12: Health PlaFl, IRteffaee E>J3tisR

a. FSl' eHlflleyees ·...he S,l'e eevefea l:!:t the GeHRt)" Health Benefits PlaR P. SF Plaa
BaRe! ·..·hs alse f3aFtieif'ate in the Ueaieal ReiR'ttHifsement Plan, the FleH
AeimiaistEatef 'tidll "in't:,effaee", eE' eeefEiiaate, elaims fl'sm seth a:Eeas. Ynaer
this l3£eeee!Hre, all ee~HetiBles aRe eeiASHE'aaee ame\:iRts fSf the em¥leyee's
health 131aR',:ill a\itsmatieally be pEeeessea as meEiieal eJEl3eRSeslinaeE the
e!Rf31e:t'ee'5 Ueeiieal ReiHtbbll'semeat Plan.

b. If the elftf:31eyeeis !:'eiHtBHFSeafeE' afl eupeflse b:t beth the Ueaieal
ReiHtbblfsement PlaR afla aRetheE' health er beaefit plaR, the empleyee IftUst fepay
the UeEiieal ReiIMHi£semE.RtPlaB. EiRlflIeyees IftUst RaBitt tfte FleH P.EimiRist!:'atef
at eRee if they E'eeeivE. a E'eim13HEsement that eses flet €fHalify HRaer the terms
af the Flenible BeRBfits PlaH.

Beetie" 13, Othe£ BenE~
a. Baby Steps I?Ee!fEaJOB~ense£eel ey the Williamse" GeH"ty &GiHes Ilealth
Siet£ieEi tai. ~£e~£am ie a,'ailaele te GeH"ty empleyee. a"el family memee£e \iae
partieifJ3te in the CeHflty health iRsHr3Hee pfe§'ram. 'fhe Health Bistriet uill
sena 3 RHrse te ....isit the methe!:' aaa ehile "dtl:iift the first feu aays after
their EetHrR heme. 'fhe nlirse \lill \leigh the baby, aRS\ler ff1iestieRs, ana
previae iflfsrmatisR aBout fJsstf:lart'tiftl: £eeev'eFY, baby eare, sEeast feeaing, J9iEth
een~£el, aRa eemmHflity se!:'viees. The ee£viee is eenfiaefltial.
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e. SEGl:IpLi:fe :iIRB\lEaREleThis plaR is availaele te £eljJ'lilaf' empleyees \,'as ....sFIE
at least 3Q aSHE'S peE' ',FeelE. 'Fheze is Be ehaf'lje fe!' tRie eeveFalje, Bat an
ef'u:=ellment teEm IRHst ee, eempletea. GeveFalje is 3TJailaele tel? e~leyees aRe
thei!' leljal EiepeRaeats. Ss,,"e£age is alea available te Feti£ees \IRe are
enf'sllea 1ft eRe af the meaieal plafts. gepeaaeRte af £eti£ees a£e net eeve£ea.
e. YelW'l:tary laife I:l'ls'tIEaftee 'fhte plafl: is av'ailal31e te aeti- ...e empleyees 1;",fie
"e ..l, at least 2g he....s "e .. "eel,. P..e....WI\sa ..e "aiel th ..e..~h "ay ..e11 eleel..eHen.

8etailee iafsf'matisR Beatit this plan is available 1ft tRe BaaBiits gepa£tment.
1. Empls}ees af'e eligisle te J3lif'efiaselife insli£anee 1ft m~lti~les af

$lg,ggg, te a lftalEilftWl\ef $lgg,ggg e.. 4gg% ef the eH\l'leyee's ann..al
ea£fliRljS, ';laiC-ReiSE' is lj£eate£.

2. SJ38HSeS are elif1Jiele ta J:3l::iFeaaSelife insl::i£aneein mHlti131es of
$lg,ggg, net 10e elEeeeel 199% sf the eH\l'leyee's eleeteel ameli"t.

3. ChilEi!;ea aEe eligiele fOE al3tians af $2, Q99, $5, QQQ, anel $1Q, 99Q, l::iJ:3
to alje 21, aE 25 if a fHII time stl::ieleat.These amOl::iatsare
ljl::iaEanteeisslie-;-

4. Guarantee issue is $§Q,QQQ fer eHlf31syees anel $1Q,QQQ fer S130\:1S8S,\lith
evielcRee sf insuraeility reEIuiEcel fSE hiljhcE ametiAts.

5. EfftI:31syeesfR\::is1:SiEjfll::i!3eluEiREj the iAitial cAEellmeRt !3erioel or J:3reviEie
cvielcaee af insl::iEaeility as a!3!3Eo.'eElB) StaAdarel IAsuEaAec iA erElcE
ta obtaiR eeveEaEje at a later elatc.

el. Vel .... taEY l.eA!!'!rea. Ilisabiolioty Plan 'Fhis "la" is availaele te all aeHve
elfti310yeesFeiEJl::ilal'ly,,'orldA§' at least 29 hSl::iES!3CE ·,:CClE.PEcmiwns aEc }3aiEl
thro\::iljfh}3ayrel1 aeGl::ietiea. Tae Benefits BC}3artmcnt has eslfti3leteinformation
aee ..t this "lan.

1. All BCRefits ilEC Ejl:1aEaatcc issl::iceluEiAEj the fiESt 31 Elays of
cmploymcflt. Bvielcnec af ins1::lEaeility \lill Be ECEfl;lireelfeE all amsuRts
fe .. Ift"mee..s e" ..sllin!!, afte .. the 31 elay eli~ieility "e ..ieel.

2. Ce',er3ljfea}319lies Beth en ana aff the j eB, beuever, eeaciits .till 13c
affeet by WsrlEeEs CaRl:1gensatien. The empleyee is ah.'a:ye §l::iaEanteeela
13enefit af at least $199 a maath.

3. A ret:\U'A te ·..·13£1£ ineenti", e faE I3aEtially elisaBleel meml3eEs is inell:leleEl.
4. A 1\::iftl}3B\::iIRsl:lEvivCE'S Benefit, eEfl::ialta taltee times the lon~ tCE'fft

aisaBility BC.f\cfit is iaell:1elcel.
§. Ratee a:Ee ljfl::laEaatecafeE t\.·o}'eaEsl seme I3:fecnistia§ cneIusiaFl:s

a""ly.

e. Empleyee Aseioetane •• P"e!!,,,,,, (EAP) 'Fhe SAP "ae estaelisheel te alle"
e~layees aael their families to Eeeeive ea\::iAscIinljserviees far a variety af
sitliatiefts. These se£'iTiees af'e }3E'aviEieEiat Aa eest ta thc elftl3lcyeeSf' Bheif'
families. IH?ran!Jcment,3 faf' seEviees eaa Be maele By eallifllj GcntEal 'fenas
lIental Health Asseeiatos at (512) 93g g884. All se ..viees " ..e'riel"el a..e st£ietly
eonfieleaBial.
f i "Gemm

; t. ':e Be Fit." l1ell:ftess Prs!JEam PaEtieiI3aflte iA the WeIIacss PESljFaRl:
talEe part in a vaFiet}· af health EelateEl aetivities I These inell::leleaRRaal
enams, eElaeatisnal ela,sses, aRa eneE'eise aetivities. PaE'tiei13aRts eaR Eeeeive
l::ip.t~ $3Q9 aRnlia!1}' fe,£ eSlftl31etian af t4ellnees PE'elj:tamaetivities. 'Po lae
e11'1131e, aft em}31oyee ffi\::istbe eREslleEl in aRe af the tREec medieal 131aRs.
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APPENDIX A-PUBLIC SERVANTS, BRIBERY, HONORARIA, GIFTS

Public Servant, Section 1.07(a) (41), Texas Penal Code

"Public servant" means a person elected, selected, appointed, employed, or
otherwise designated as one of the following, even if he has not yet
qualified for office or assumed his duties:

(A) an officer, employee, or agent of government;
(B) a juror or qrand juror;
(C) an arbitrator, referee, or other person who is authorized by law or

private writt';!n agreement to hear or determine a cause or
controversy; or

(O) an attorney at
performance of a

(E) a candidate for
(F) a person who is

right although

law or notary public when participating in the
government function; or

nomination or election to public office;
performing a governmental function under a claim of
he is not legally qualified to do so.

"Benefit" Defined, Section 1.07(a) (7), Texas Penal Code

"Benefit" means anything reasonably regarded as pecuniary gain or pecuniary
advantage, including b,enefit to any other person in whose welfare the
beneficiary has a direct and substantial interest.

Bribery--Section 36.02, Texas Penal Code

(a) A person commits an offense if he intentionally or knowingly offers,
confers, or agrees to confer on another, or solicits, accepts, or agrees
to accept from another:

(1) any benefit as consideration for the recipient's decision, opinion,
recommendation, vote, or other exercise of discretion as a public
servant, party official, or voter;

(2) any benefit as consideration for the recipient's decision, vote,
recommendation, or other exercise of official discretion in a
judicial or administrative proceeding;

(3) any benefit as consideration for a violation of a duty imposed by
law on a public servant or party official; or

(4) any benefit that is a political contribution as defined by Title
15, Election Code, or that is an expenditure made and reported
in accordance with Chapter 305, Government Code, if the benefit
was offered, conferred, solicited, accepted, or agreed to pursuant
to an express agreement to take or withhold a specific exercise of
official discretion if such exercise of official discretion would
not have been taken or withheld but for the benefit;
notwithstanding any rule of evidence or jury instruction allowing
factual inferences in the absence of certain evidence, direct
evidence of the express agreement shall be required in any
prosecution under this SUbdivision.

(b) It is no defense to prosecution under this section that a person whom the
actor sought to influence was not qualified to act in the desired way whether
because he had not yet assume office or he lacked jurisdiction or for any
other reason.

(c) It is no defense to prosecution under this section that the benefit is
not offered or conferred or that the benefit is not solicited or accepted
until after:
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{l} the decision, opinion, recommendation, vote, or other exercise of
discretion has occurred; or

(2) the public servant ceases to be a public servant.
(d) It is an exception to the application of Subdivisions (1), (2), and (3)
of Subsection (a) that the benefit is a political contribution as defined by
Title 15, Election Code, or an expenditure made and reported in accordance
with Chapter 305, Government Code.
(e) An offense under this section is a felony of the second degree.

Acceptance of Honorarium-Section 36.07, Texas Penal Code

(a) A public servant commits an offense if the public servant solicits,
accepts, or agrees to alccept an honorarium in consideration for services that
the public servant would not have been requested to provide but for the
public servant's offici.al position or duties.
(b) This section does not prohibit a public servant from accepting
transportation and lodging expenses in connection with a conference or
similar event in which the public servant renders services, such as
addressing an audience or engaging in a seminar, to the extent that those
services are more than merely perfunctory, or from accepting meals in
connection with such an event.
(c) An offense under this section is a Class A misdemeanor.

Gift to Public Servant by Person Subject to his Jurisdiction,
Section 36.08, Texas Penal Code
(a) A pUblic servant in an agency performing regulatory functions or
conducting insp~9tions or investigations commits an offense if he solicits,
accepts, or agrees to ciccept any benefit from a person the public servant
knows to be subject to regulation, inspection, or investigation by the public
servant or his agency.

(b) A pUblic servant in an agency having custody of prisoners commits an
offense if he solicits" accepts, or agrees to accept any benefit from a
person the public servant knows to be in his custody or the custody of his
agency.
(c) A public servant in an agency carrying on civil or criminal litigation on
behalf of government c,:>mmitsan offense if he solicits, accepts, or agrees to
accept any benefit from a person against whom the pUblic servant knows
litigation is pending 'Or contemplated by the pUblic servant or his agency.
(d) A public servant who exercises discretion in connection with contracts,
purchases, payments, claims, or other pecuniary transactions of government
commits an offense if he solicits, accepts, or agrees to accept any benefit
from a person the pUblic servant knows is interested in or likely to become
interested in any contract, purchase, payment, claim, or transaction
involving the exercise of his discretion.
(e) A pUblic servant who has judicial or administrative authority, who is
employed by or in a tribunal having judicial or administrative authority, or
who participates in the enforcement of a tribunal's decision, commits an
offense if he solicits, accepts, or agrees to accept any benefit from a
person the pUblic servant knows is interested in or likely to become
interested in any matter before the servant or tribunal.
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(f) and (g) not included in this Appendix
(h) An offense under this section is a Class A misdemeanor.
(i) A public servant who receives an unsolicited benefit that the public
servant is prohibited from accepting under this section may donate the
benefit to a governmental entity that has the authority to accept the gift or
may donate the benefit to a recognized tax-exempt charitable organization
formed for educational, religious, or scientific purposes.

Section 36.10, Texas P,.nal Code [Excepti.ons to 36.08)
(a) Sections 36.08 (Gift to Public Servant) and 36.09* (Offering Gift to
Public servant) do not apply to:

(1) a fee prescribed by law to be received by a pUblic
servant or any other benefit to which the public
servant is la.wfully entitled or for which he gives
legi tirnate c()nsideration in a capacity other than
as a public servant;

(2) a gift or other benefit conferred on account of
kinship or a personal, professional, or business
relationship independent of the official status
of the recipient; or

(3) a benefit to a public servant required to file a
statement under Chapter 572, Government Code, or a
report under Title 15, Election Code, that is
derived from a function in honor or appreciation of
the recipient if:

(A)
(B)

the benefit and the source of any benefit in
excess of $50 is reported in the statement;
the benefit is used solely to defray the

expenses that accrue in the performance of
duties or activities in connection with the
office which are nonreimbursable by the state
or political subdivision;

a political contribution as defined by Title 15,
Election Code;
not included in this Appendix;
an item with a value of less than $50, excluding

cash or a negotiable instrument as described in
Section 3.104, Business and Commerce Code; or
an item issued by a governmental entity that allows

the use of property or facilities owned, leased, or
operated by the governmental entity.

(b) Section 36.08 (Gift to Public Servant) does not apply to food,
lodging, transportation, or entertainment accepted as a guest and, if the
donee is required by law to report those items, reported by the donee in
accordance with that law.

(4 )

(5)
( 6)

(7 )

*Section 36.09 not included in this Appendix
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APPENDl:X B-ELECOfR01UC SYSTEMS USE POLl:CY

Section I: Introduction
a. All County electronic systems (ES) are County property provided for the

conduct of County business. Examples of ES are electronic mail (e-mail),
voice mail, and Internet access software.

b. County officials and employees should be aware that ES communications or
records may be sUbject to examination or review for legal or work-related
purposes.

Section II: Confidentiality
a~ Access to County systems and software is limited to authorized personnel

with appropriate passwords. The Information Systems Department will
require a list of passwords for use of some County systems.

b. Officials and employees should not share passwords. If a password has
been compromised, the official or employee should change it and notify
Information Systems if necessary.

c. Officials and employees must be aware that information sent out over local
networks or the Internet may not be secure and can present liability
problems to personnel and the County.

Section III: User Responsibilies
a. Officials and employees must assume responsibility for the content and

dissemination of their ES messages. Most County ES communications
constitute official records under the Open Records Act and may be
available to the public. Officials and employees must be professional and
prudent in using ES for sensitive communications.

b. Abusive, harassing, bigoted, obscene, and profane messages are strictly
prohibited. These communications can result in legal liability or other
penalties for the individual and the County.

c. County officials and employees must report any incidents of the sort
listed in paragraph b, above, immediately. The incidents should be
reported to the County Attorney or the Human Resources Director.

d. Officials and employees shall not read, view, or listen to other
employees' ES comnunications without a legitimate business need.

Section IV: Personal Use of Internet
a. Internet access is intended for official County business. Abuse of

Internet access includes but is not limited to the following:
1. engaging in any unlawful or malicious activity;
2. misrepresenting a personal communication as an official communication;
3. sending a chain letter;
4. sending, receiving, or accessing pornographic materials;
5. using objectiona.ble language;
6. advertising personal items.
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b. Proper use of Internet access includes the following:

1. downloading job-related information;
2. sending and receiving job-related e-mail messages and file

attachments;
3. making business arrangements;
4. searching job-l~elated databases;
5. using the Intel:,net for occasional, brief personal communications,

where those do not violate any other provisions of this section or, in
the view of officials and department heads, do not interfere with
County business.

Section V: Legal and Disciplinary Action

a. Electronic Communications that violate the provlS10ns of this section may
result in legal action or disciplinary action up to and including
dismissal from employment.

b. Misuse of County ES may also result in revocation of the user's access to
e-mail, Internet, or voice mail systems.
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AGENDA ITEM 36

Consider and approve Work Authorization No.2 for Malone/Wheeler on CR 276.

Moved: Commissioner Boatright
Seconded: Commissioner Hays
Motion: To approve Work Authorization No.2 for MalonelWheeler on CR 276.
Vote: 5 - 0

<Attachment>

Contract No. _ 19 of29 Pages

ATTACHMENT A

WORK AUTHORIZATION NO. --=2,--_

This Work Authorization is made pursuant to thc tcrms and conditions of the Agreement entered into
by and between Williamson County. Texas, a political suhdivision of the State of Texas, (the
"County") and MalonelWheeler. Jne. (the "Engineer").

Partl. The Engineer will provide the following engineering services:

Pha~e Two: PS & E

Part 2. The maximum amount payable for services under this Work Authorization without
modification is 1,000.000.00.

Part 3. Payment to the Engineer for the services established under this Work Authorization shall bc
made in accordance with the Agreement.

Part 4. This Work AulhoTI:t.alion shall become effective on the date of final acceptance of the
parties hereto and shall terminate May 1, 2004, unless extended by a Supplemental Work
Authorization.

Part S. This Work Authorization does not waive the parties' responsibilities and obligations
provided under the Agreement.

Richard H. Malone, P. E.
MalonelWheeler, Inc.

Date

5-f3-03


