
 
 

NOTICE OF A REGULAR MEETING 
THE BRENHAM CITY COUNCIL 

THURSDAY, SEPTEMBER 3, 2015 AT 1:00 P.M. 
SECOND FLOOR CITY HALL 

COUNCIL CHAMBERS 
200 W. VULCAN 

BRENHAM, TEXAS 
 
 

1. Call Meeting to Order 
 
2. Invocation and Pledges to the US and Texas Flags – City Manager Terry K. Roberts 
 
3. Proclamations        Pages 1-4  

 Childhood Cancer Awareness Month – September, 2015 
 Constitution Week – September 17-23, 2015 
 Library Card Sign-Up Month 
 Washington County Big READ 

 
4. Citizens Comments 
 
 
CONSENT AGENDA 
 
5. Statutory Consent Agenda 

The Statutory Consent Agenda includes non-controversial and routine items that Council may act on with one 
single vote.  A councilmember may pull any item from the Consent Agenda in order that the Council discuss 
and act upon it individually as part of the Regular Agenda. 
 

5-a. Minutes from the July 20, 2015 and July 23, 2015 Budget Workshops and the 
August 6, 2015 Regular City Council Meeting   Pages 5-22 

5-b. Ordinance No. O-15-024 on Its Second Reading Authorizing the Placement of a 
Stop Sign on Cantey Street at Its Intersection with U.S. Highway 290 West 
Frontage Road and Authorize the Mayor to Execute Any Necessary 
Documentation        Page 23 

 
  



5-c. Ordinance No. O-15-025 on Its Second Reading Amending the FY2014-15 
Adopted Budget and Authorize the Mayor to Execute Any Necessary 
Documentation        Pages 24-25 

 
 
PUBLIC HEARING 
 
6. Proposed Tax Rate of $0.4731 per $100 Valuation for Fiscal Year Beginning 

October 1, 2015 and Ending September 30, 2016     Pages 26-27 
 
 
REGULAR SESSION 
 
7. Discuss and Possibly Act Upon Resolution No. R-15-022 Amending the Human 

Resources Policy Manual        Pages 28-149 
 
8. Administrative/Elected Officials Report 
 
 
Administrative/Elected Officials Reports:  Reports from City Officials or City staff regarding items of community interest, 
including expression of thanks, congratulations or condolences; information regarding holiday schedules; honorary or salutary 
recognitions of public officials, public employees or other citizens; reminders about upcoming events organized or sponsored by 
the City; information regarding social, ceremonial, or community events organized or sponsored by a non-City entity that is 
scheduled to be attended by City officials or employees; and announcements involving imminent threats to the public health and 
safety of people in the City that have arisen after the posting of the agenda. 
 

 
 
Adjourn 
 
 
Executive Sessions: The City Council for the City of Brenham reserves the right to convene into executive session at any time 
during the course of this meeting to discuss any of the matters listed, as authorized by Texas Government Code, Chapter 551, 
including but not limited to §551.071 – Consultation with Attorney, §551.072 – Real Property, §551.073 – Prospective Gifts, 
§551.074 - Personnel Matters, §551.076 – Security Devices, §551.086 -  Utility Competitive Matters, and §551.087 – Economic 
Development Negotiation 
  

CERTIFICATION 
 
 

I certify that a copy of the September 3, 2015 agenda of items to be considered by the City of Brenham 
City Council was posted to the City Hall bulletin board at 200 W. Vulcan, Brenham, Texas on August 31, 
2015 at 10:00 AM. 
 
 
 

Jeana Bellinger, TRMC 
City Secretary 
  



Disability Access Statement:  This meeting is wheelchair accessible.  The accessible entrance is located at the 
Vulcan Street entrance to the City Administration Building.  Accessible parking spaces are located adjoining the 
entrance.  Auxiliary aids and services are available upon request (interpreters for the deaf must be requested twenty-
four (24) hours before the meeting) by calling (979) 337-7567 for assistance. 
 
 
 
I certify that the attached notice and agenda of items to be considered by the City Council was removed by me from 
the City Hall bulletin board on the ________ day of ___________________, 2015 at __________ AM PM. 
 
 
___________________________________ ___________________________________ 
Signature Title 
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Brenham City Council Minutes 
 

A special budget workshop meeting of the Brenham City Council was held on July 20, 
2015 beginning at 8:30 a.m. in the Brenham City Hall, Conference Room 2-A, at 200 W. Vulcan 
Street, Brenham, Texas. 
 
Members present: 

 
Mayor Milton Y. Tate, Jr. 
Mayor Pro Tem Gloria Nix 
Councilmember Andrew Ebel 
Councilmember Danny Goss 
Councilmember Keith Herring 

  Councilmember Mary E. Barnes-Tilley 
  Councilmember Weldon Williams, Jr. 
 
Members absent: 

 
 

Others present: 
 
City Manager Terry Roberts, Assistant City Manager Rex Phelps, Fire Chief Ricky 
Boeker, ACM-Chief Financial Officer Carolyn Miller, Director of Community Services  
Wende Ragonis, City Secretary Jeana Bellinger, Cyndi Longhofer, Stacy Hardy, Pam 
Ruemke, Interim Police Chief Dant Lange, ACM of Public Utilities Lowell Ogle, Deputy 
Fire Chief Alan Finke, Kaci Konieczny, Ginger Bishop, Amanda Carker, Public Works 
Director Dane Rau, Development Services Manager Erik Smith, City Engineer Grant 
Lischka, and Angela Hahn 
 

Citizens present: 
 
None 
 

Media Present: 
 

None 
 
 

1. Call Meeting to Order 
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2. FY 2015-16 Proposed Budget Discussions 
 

City Manager Terry Roberts welcomed Council and advised that staff is projecting FY16 
General Fund revenues to be slightly higher than FY15 by about $400,000 or 2.6% with 
additional property taxes and sale of surplus property accounting for the majority of the increase.  
Roberts explained that sales tax revenues are expected to be flat and utility franchise taxes lower 
with the slowdown of several manufacturing facilities.  Roberts advised the primary revenue 
drivers in the General Fund in the FY16 Proposed Budget include stabilized sales tax, growth in 
property valuations, decline in utility franchise tax and utility inter-fund transfers. 

 
Roberts advised Council that staff has focused on four general fund budget priorities: 
 

1. Prepare a balanced budget with no tax rate increase for FY2015-16: staff is 
recommending a $0.0181 reduction (3.68%) in the tax rate for FY16. 

2. Set aside a General Fund contingency to protect City operations due to a possible 
drop in revenues resulting from a prolonged economic downturn: due to the 
current economic conditions in our community, staff recommends setting aside 
$225,000 in a contingency line item for unexpected drops in sales tax. 

3. Provide funding for capital expenditures to preserve the current level of services 
to the community and citizens: resources for funding vehicle/equipment 
replacements can come from FY15 Above Budget Net Revenues (ABNR). 

4. Maintain the 90 day reserve policy and 5 days of reserve of Renovations and 
Replacements: the proposed FY16 budget has a projected General Fund reserve 
amount of $3,818,831 or 107.77 days. 

 
Roberts also advised Council that staff has focused on the following personnel budget 

priorities: 
 

1. Perform a careful review of Full Time Equivalents (FTE) and staffing 
requirements in all areas: the FY16 budget was prepared with several reduction 
in force action, modifications of full time positions to part time status, and 
several positions were frozen. 

2. Identify changes to fully funded group medical plan to mitigate anticipated 
double-digit premium increases for the City: due to preliminary estimates from 
TML indicating a 13% premium increase, staff will propose several changes to 
our medical plan. 

3. Continue retiree group medical plan subsidy: the retiree group subsidy of $200 a 
month will continue to be provided to qualifying retirees. 

4. Cost of Living Adjustment (COLA) for all City employees: due to flat revenues 
and declining utility revenues, a COLA is not included in the FY16 proposed 
budget. 

5. Maintain Compensation Plan for General Government and Public Safety 
Employees: the FY16 budget maintains the current compensation plan for 
eligible General Government and Public Safety employees. 

6. Defer adding new personnel to the FY16 proposed budget: several new positions 
were requested in the FY16 budget, none have been considered for funding. 
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Roberts further explained that staff has been working on plans to complete the capital 

building projects (new animal adoption center and renovated/expanded library facility) and the 
living quarters remodel at the fire station. 

 
Assistant City Manager and Chief Financial Officer Carolyn Miller presented a brief 

overview of the General Fund budget for FY16.  Miller explained in detail the 90-day reserve 
calculation, capital and personnel additions, capital requests not funded, departmental fund 
transfers, and franchise payments to the General Fund. 

 
The following departmental budgets were presented to the Council by staff: 
 

• Public Safety 
 Dept 151 – Police 

 Fund 222 – Police Department Grants 
 Fund 225 – Motorcycle/Police Equipment Fund 
 Fund 229 – Criminal Law Enforcement 

 Dept 154 – Animal Control/Shelter 
 Dept 152 – Fire/EOC 

 Fund 221 – Emergency Management Grants 
 Fund 235 – Fire Department Grants 

 Dept 050 – City Communications 
• Engineering/Airport 

 Dept 128 – Engineering Services 
 Dept 148 – Airport  

 Fund 203 – Airport Capital Improvements 
• Public Works 

 Dept 131 – Maintenance 
 Fund 220 – Central Fleet 

 Dept 141 – Streets 
 Dept 144 – Parks 

 Fund 234 – Parks Capital Improvements 
 Dept 167 – General Government Services 
 Sanitation Fund 

 Dept 042 – Transfer Station 
 Dept 043 – Collection Station 
 Dept 140 – Recycling Center 
 Dept 142 – Residential Collection 

• Community Services 
 Dept 125 – Main Street 
 Dept 146 – Library 
 Dept 049 – Community Programs & Marketing 
 Dept 149 – Aquatics 
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• Development Services 
 Dept 122 – Development Services & Code Enforcement 

• Information Technology 
 Dept 172 – Information Technology  

• Finance 
 Dept 121 – Administration 
 Dept 123 – Human Resources 
 Dept 133 – Finance/Risk Management 
 Dept 135 – Purchasing/Warehouse 
 Dept 155 – Municipal Court 

 Fund 233 – Court Security/Technology 
 
 
The meeting was adjourned. 
 
 
 
_________________________________ 
Milton Y. Tate, Jr. 
Mayor 
 
 
 
 
_________________________________ 
Jeana Bellinger, TRMC 
City Secretary 
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Brenham City Council Minutes 
 

A special budget workshop meeting of the Brenham City Council was held on July 23, 
2015 beginning at 8:30 a.m. in the Brenham City Hall, Conference Room 2-A, at 200 W. Vulcan 
Street, Brenham, Texas. 
 
Members present: 

 
Mayor Milton Y. Tate, Jr. 
Mayor Pro Tem Gloria Nix 
Councilmember Andrew Ebel 
Councilmember Danny Goss 
Councilmember Keith Herring 

  Councilmember Mary E. Barnes-Tilley 
  Councilmember Weldon Williams, Jr. 
 
Members absent: 

 
None 
 

Others present: 
 
City Manager Terry Roberts, Assistant City Manager Rex Phelps, Director of 
Community Services Wende Ragonis, Fire Chief Ricky Boeker, ACM-Chief Financial 
Officer Carolyn Miller, Deputy City Secretary Kacey Weiss, ACM of Public Utilities 
Lowell Ogle, Stacy Hardy, Kaci Konieczny, Debbie Gaffey, Cyndi Longhofer, Alton 
Sommerfield, Dane Bybee, Bobby Keene and Ande Bostain 

 
Citizens present: 

 
None 
 

Media Present: 
 

None 
 
 

1. Call Meeting to Order 
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2. FY 2015-16 Proposed Budget Discussions 
 

City Manager Terry Roberts welcomed Council to the second day of budget workshop 
discussions.  Roberts advised Council that staff would be discussing utility budgets, special 
revenue funds, and debt service and capital projects. 

 
 
Roberts advised Council that the utility budget priorities are: 
 

1. Maintain competitiveness of all utility rates, particularly electric rates, by 
growing revenues and controlling costs. 

2. Increase natural gas revenue growth by marketing to electric users within reach 
of the City’s current pipe delivery system while extending gas mains and services 
to areas served only by other electric and propane companies. 

3. Improve water conservation through public awareness, replacement of aging 
infrastructure, and long-term, looking at the feasibility of non-potable water use 
for irrigation. 

4. Financial stability in the Wastewater Fund to be achieved by controlling costs. 
5. Compliance with all regulations and reporting requirements mandated by the 

multitude of federal and state agencies. 
 
The following utility departmental budgets were presented to the Council by staff: 
 
 Electric Fund 

 Dept 132 – Utility Billing 
 Dept 160 – Public Utilities 
 Dept 161 – Electric 

 Gas Fund 
 Dept 162 - Gas 

 Water Fund 
 Dept 163 – Water Treatment  
 Dept 164 – Water Construction 

 Wastewater Fund 
 Dept 165 – Wastewater Construction 
 Dept 166 – Wastewater Treatment 

 
Roberts also advised Council that the budget items approved by the Brenham Community 

Development Corporation (BCDC) included: (1) the fourth year phase out of aquatics center 
subsidy; (2) funding in the amount of $429,625 for aquatics, parks and recreation projects; (3) 
funding in the amount of $657,000 for the new future Brenham Family Park; and (4) economic 
development funding. 
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Roberts and Chief Financial Officer Carolyn Miller discussed various special revenue 
funds, debt service funds, and capital projects with Council: 

 
Council expressed concern over the increase in employee medical deductible, Miller 

advised that staff is still negotiating with Texas Municipal League (TML) and will hopefully be 
able to get a better deductible rate.  Councilmember Goss advised staff that he would like to give 
a cost of living adjustment (COLA) to employees if the budget will allow for it.  Miller stated the 
budget team will review the budget after several months and hopefully sales tax will have 
increased to provide for a COLA for the employees.  Mayor Pro Tem Nix stated that if sales tax 
is favorable, she would like the COLA to be two percent (2%), like last year. 

 
 
 

The meeting was adjourned. 
 
 
 
_________________________________ 
Milton Y. Tate, Jr. 
Mayor 
 
 
 
 
_________________________________ 
Kacey Weiss 
Deputy City Secretary 
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Brenham City Council Minutes 
 

A regular meeting of the Brenham City Council was held on August 6, 2015 beginning at 
1:00 p.m. in the Brenham City Hall, City Council Chambers, at 200 W. Vulcan Street, Brenham, 
Texas. 
 
Members present: 

 
Mayor Milton Y. Tate, Jr. 
Mayor Pro Tem Gloria Nix 
Councilmember Andrew Ebel 
Councilmember Danny Goss 
Councilmember Keith Herring 
Councilmember Mary E. Barnes-Tilley 
Councilmember Weldon Williams, Jr. 

 
Members absent: 

 
None 
 

Others present: 
 
City Manager Terry Roberts, Assistant City Manager Rex Phelps, City Attorney Cary 
Bovey, City Secretary Jeana Bellinger, Deputy City Secretary Kacey Weiss, Assistant 
City Manager-Chief Financial Officer Carolyn Miller, Sara Parker, Kaci Konieczny, 
Cynthia Longhofer, Director of Community Services Wende Ragonis, Crystal Locke, 
Andria Heiges, Tammy Jaster, Fire Chief Ricky Boeker, Interim Police Chief Dant 
Lange, Public Works Director Dane Rau, Assistant City Manager of Public Utilities 
Lowell Ogle, Development Services Manager Erik Smith, Angela Hahn and Ande 
Bostain 
 

Citizens present: 
 
Perry Thomas, Willy Dilworth and Grant Lischka 
 

Media Present: 
 
Arthur Hahn, Brenham Banner Press; Caitlin Hahn, Brenham Banner Press; and Mary-
Janet Reyes, KWHI 

 
 

1. Call Meeting to Order 
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2. Invocation and Pledges to the US and Texas Flags – Councilmember Herring 
 
3. Service Recognitions 

 Ande Bostain, Gas Department   30 Years 
 
4. Citizen Comments 
 
 There were no citizen comments. 
 
 
CONSENT AGENDA 
 
5. Statutory Consent Agenda 
 

5-a. Minutes from the July 16, 2015 Regular City Council Meeting 
 

A motion was made by Councilmember Barnes-Tilley and seconded by Councilmember 
Herring to approve the Statutory Consent Agenda Item 5-a. as presented. 
 

Mayor Tate called for a vote. The motion passed with Council voting as follows:  
 

Mayor Milton Y. Tate, Jr.     Yes  
Mayor Pro Tem Gloria Nix     Yes  
Councilmember Andrew Ebel    Yes  
Councilmember Danny Goss     Yes  
Councilmember Keith Herring    Yes 
Councilmember Mary E. Barnes-Tilley ` Yes 
Councilmember Weldon Williams    Yes 

 
PUBLIC HEARING 
 
6. Public Hearing Considering an Amendment of Appendix A – “Zoning” of the Code 

of Ordinances of the City of Brenham Amending the Official Zoning Map of the 
City of Brenham, from a Local Business/Residential Mixed Use (B-1) District to a 
Residential (R-1) District and Being Located on Approximately 9.873 Acres in the 
Phillip H. Coe Survey A-31 of the City of Brenham, Washington County, Texas 
(Said Property Being Known as Timber Oaks Subdivision, Section III) 

 
Mayor Tate opened the Public Hearing. 
 
Development Services Manager Erik Smith explained that Gregory Appel had requested 

a rezoning for 9.873 acres of land, known as the Timber Oaks Subdivision, currently zoned B-1 
Local Business/Residential Mixed use to R-1 Residential Single Family.  Smith stated a final plat 
of this property was recently approved by the Planning and Zoning Commission and consists of 
24 single family residential lots.  Smith advised that Mr. Appel has requested the change to 
single family to help with marketing the properties in the future. 
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Smith also noted that the rezoning of this property complies with the City’s 

comprehensive plan and the thoroughfare plan.  Smith stated that his office had not received any 
concerns from neighboring property owners. 

 
There were no comments received from the public. Mayor Tate close the public hearing. 

 
 
WORK SESSION 
 
7. Discussion and Update on FY2015-16 Budget Workshop 
 

Assistant City Manager-Chief Financial Officer Carolyn Miller presented this item.  
Miller stated that the Council Budget Workshops were held on July 20th and July 23rd to review 
the proposed FY15-16 budget.  Miller advised that due to the recent economic downturn in our 
community, the City will have less income on which to operate.  Miller advised that in order to 
address costs, the City will need to make adjustments in the group medical insurance program.  
Miller noted the medical deductible will be increasing from $600 to $1,200; the employee share 
of monthly premium cost for “employee only” coverage with be increasing by $20 per month; 
and employees will be sharing more of the cost for dependent coverage. 

 
Miller also explained that the mid-year two percent (2%) cost of living adjustment 

(COLA) was also budgeted in both the General Fund and the Utility Fund.  
 
 

REGULAR SESSION 
 
8. Discuss and Possibly Act Upon a Proposal to Adopt a Tax Rate of $0.4731 per $100 

Valuation for the 2015 Tax Year, Take Record Vote and Set the Public Hearings on 
the Proposed Tax Rate in Accordance with State Law 

 
Assistant City Manager-Chief Financial Officer Carolyn Miller presented this item.  

Miller advised Council that the City will be decreasing the property tax rate of $0.4912 per $100 
valuation by $0.0181.  Miller stated the new property tax rate of $0.4731 consists of a 
maintenance and operations (M&O) rate of $0.2950 and a debt service (interest and sinking) rate 
of $0.1781. 

 
Miller explained that the Washington County Appraisal District has certified taxable 

values of $1,188,742,237 for the 2015 Tax Year which is a 7.93% or $87,293,034 increase in 
total taxable values for the City over the 2014 (adjusted) values.  Miller advised that in 
accordance with the Tax Code, Council must take a Record Vote to place a proposal to adopt the 
proposed property tax rate on the agenda of future meetings.   Miller stated a separate public 
hearing on the proposed budget will be held during a Special Council meeting on September 14, 
2015.   
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A motion was made by Councilmember Barnes-Tilley and seconded by Mayor Pro Tem 

Nix that the property tax rate be decreased by the adoption of a tax rate of $0.4731 per $100 
valuation, which is effectively a 2.14% increase in the tax rate, to be considered by the governing 
body on the agendas of the September 14, 2015 and September 17, 2015 meetings and to 
schedule public hearings on the proposed tax rate for August 27, 2015 and September 3, 2015 in 
accordance with state law.   
 

Mayor Tate called for a record vote. The motion passed with Council voting as follows:  
 

Mayor Milton Y. Tate, Jr.     Yes  
Mayor Pro Tem Gloria Nix     Yes  
Councilmember Andrew Ebel    Yes  
Councilmember Danny Goss     Yes  
Councilmember Keith Herring    Yes 
Councilmember Mary E. Barnes-Tilley ` Yes 
Councilmember Weldon Williams    Yes 
 

9. Discuss and Possibly Act Upon an Ordinance on Its First Reading Amending the 
Official Zoning Map of the City of Brenham, from a Local Business/Residential 
Mixed Use (B-1) District to a Residential (R-1) District on 9.873 Acres of Land Out 
of the Phillip H. Coe Survey A-31 in Brenham, Washington County, Texas (Said 
Property Being Known as Timber Oaks Subdivision, Section III) 

 
A motion was made by Councilmember Herring and seconded by Councilmember Ebel 

to approve an ordinance on its first reading amending the Official Zoning Map of the City of 
Brenham, from a Local Business/Residential Mixed Use (B-1) District to a Residential (R-1) 
District on 9.873 acres of land out of the Phillip H. Coe Survey A-31 in Brenham, Washington 
County, Texas (said property being known as Timber Oaks Subdivision, Section III). 
 

Mayor Tate called for a vote. The motion passed with Council voting as follows:  
 

Mayor Milton Y. Tate, Jr.     Yes  
Mayor Pro Tem Gloria Nix     Yes  
Councilmember Andrew Ebel    Yes  
Councilmember Danny Goss     Yes  
Councilmember Keith Herring    Yes 
Councilmember Mary E. Barnes-Tilley ` Yes 
Councilmember Weldon Williams    Yes 
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10. Discuss and Possibly Act Upon an Ordinance on Its First Reading for the 
Abandonment of a Portion of Live Oak Street 

 
Development Services Manager Erik Smith presented this item.  Smith explained that 

Tommie Wellmann owns property that abuts an unimproved right-of-way named Live Oak St.  
Smith stated that Mr. Wellmann has submitted a request for the City to abandon this unimproved 
right-of-way.  Smith advised Council that the only adjoining property owner is the Main Street 
Baptist Church and they have submitted a letter stating they have no opposition to the 
abandonment of Live Oak Street.  Smith advised Council that Staff recommends approving this 
abandonment subject to a replat being filed to include the abandoned right-of-way remaining lots 
being platted into one lot.  Smith explained that the ordinance will take effect once the 
subdivision plat meeting this criterion is approved by the Planning and Zoning Commission. 
 

A motion was made by Councilmember Barnes-Tilley and seconded by Councilmember 
Herring to approve an Ordinance on its first reading for the abandonment of a portion of Live 
Oak Street. 
 

Mayor Tate called for a vote. The motion passed with Council voting as follows:  
 

Mayor Milton Y. Tate, Jr.     Yes  
Mayor Pro Tem Gloria Nix     Yes  
Councilmember Andrew Ebel    Yes  
Councilmember Danny Goss     Yes  
Councilmember Keith Herring    Yes 
Councilmember Mary E. Barnes-Tilley ` Yes 
Councilmember Weldon Williams    Yes 

 
11. Discuss and Possibly Act Upon the Approval of the FY2015-16 Proposed Budget for 

the Washington County Appraisal District 
 

Assistant City Manager-Chief Financial Officer Carolyn Miller presented this item.  
Miller stated the City has received a copy of the Washington County Appraisal District’s 
(WCAD) FY2015-2016 Proposed Budget.  Miller explained the WCAD proposed budget shows 
an increase of $10,743 over the prior year’s budget due to a 4.69% salary increase adopted by the 
Brenham Independent School District Board and several other smaller line item increases.  
Miller explained that due to a shift in the cost share percentages (from 12.14% to 10.23%) and a 
$5,530 refund of FY13-14 unused funds, the City will actually see a decrease of $18,699.  
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A motion was made by Councilmember Herring and seconded by Councilmember Ebel 
to approve the FY2015-16 Proposed Budget for the Washington County Appraisal District. 
 

Mayor Tate called for a vote. The motion passed with Council voting as follows:  
 

Mayor Milton Y. Tate, Jr.     Yes  
Mayor Pro Tem Gloria Nix     Yes  
Councilmember Andrew Ebel    Yes  
Councilmember Danny Goss     Yes  
Councilmember Keith Herring    Yes 
Councilmember Mary E. Barnes-Tilley ` Yes 
Councilmember Weldon Williams    Yes 

 
12. Discuss and Possibly Act Upon A Three (3) Year Extension to the Contract for 

Uniform Rental Services for Various City Departments and Authorize the Mayor to 
Execute Any Necessary Documentation 

 
Purchasing Supervisor Sara Parker presented this item.  Parker advised that for the past 

eight (8) years the City has contracted with G&K Services to provide rental uniforms for City 
personnel.   Parker noted G&K launders and maintains the uniforms for which the City pays a 
weekly rental fee.  Parker stated the multi-year contract was established with automatic renewal 
at expiration unless either party declines.  
 

Parker advised that prior to the expiration of the current contract, G&K offered renewal 
with substantial reduction of rental fees.  Parker explained the total cost of the contract depends 
on number of employees provided with uniforms, replacement of damaged items and other fees.  
Parker noted that yearly cost under the expiring contract is approximately $23,000.  Parker stated 
projections at the new rate show that savings of approximately 40% or $9,200 per year can be 
anticipated. 
 

Parker explained that the new contract was reviewed by Purchasing Services and the City 
Attorney and revisions were negotiated to allow termination for convenience without penalty, as 
well as limitations and controls for price escalation during the term of the contract. 
 

A motion was made by Mayor Pro Tem Nix and seconded by Councilmember Williams 
to approve a three (3) year extension with G&K Services for uniform rental for various City 
departments and authorize the Mayor to execute any necessary documentation. 
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Mayor Tate called for a vote. The motion passed with Council voting as follows:  
 

Mayor Milton Y. Tate, Jr.     Yes  
Mayor Pro Tem Gloria Nix     Yes  
Councilmember Andrew Ebel    Yes  
Councilmember Danny Goss     Yes  
Councilmember Keith Herring    Yes 
Councilmember Mary E. Barnes-Tilley ` Yes 
Councilmember Weldon Williams    Yes 
 

13. Discuss and Possibly Act Upon Resolution No. R-15-018 Authorizing the Acceptance 
of TxDOT’s Selective Traffic Enforcement Program (STEP) Grant for the Period of 
October 1, 2015 through September 30, 2016 for the Police Department and 
Authorize the Mayor to Execute Any Necessary Documentation 

 
Interim Police Chief Dant Lange presented this item.  Lange stated that this grant 

reimburses the City for overtime hours paid to officers that work to enforce speeding vilations in 
specific areas of the City.  Lange advised the actual reimbursement amount the city is eligible for 
is $37,350.00.  Lange explained that there is a matching requirement in the amount of 
$16,190.55; however, the match can come from mileage and salaries of those administering the 
grant.   
 

A motion was made by Councilmember Barnes-Tilley and seconded by Mayor Pro Tem 
Nix to approve Resolution No. R-15-018 authorizing the acceptance of TxDOT’s Selective 
Traffic Enforcement Program (STEP) grant for the period of October 1, 2015 through September 
30, 2016 for the Police Department and authorize the Mayor to execute any necessary 
documentation. 
 

Mayor Tate called for a vote. The motion passed with Council voting as follows:  
 

Mayor Milton Y. Tate, Jr.     Yes  
Mayor Pro Tem Gloria Nix     Yes  
Councilmember Andrew Ebel    Yes  
Councilmember Danny Goss     Yes  
Councilmember Keith Herring    Yes 
Councilmember Mary E. Barnes-Tilley ` Yes 
Councilmember Weldon Williams    Yes 
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14. Discuss and Possibly Act Upon Resolution No. R-15-019 Authorizing the Submission 

of a Grant Application to the Bluebonnet Community Grant Program for the 
Construction of the Brenham Pet Adoption and Animal Care Facility and Authorize 
the Mayor to Execute Any Necessary Documentation 

 
Assistant City Manager of General Government Rex Phelps presented this item.  Phelps 

advised that Bluebonnet Electric has created a community grant program to be awarded 
beginning in fall of 2015.  Phelps stated the grant program’s description states it will support 
capital projects up to $100,000. Phelps advised that it is staffs intention to submit an application 
for $100,000 to help fund construction costs of the new animal shelter (Brenham Pet Adoption 
and Animal Care Facility).  Phelps noted there is a 10% match for the grant but that the City 
more than meets the match requirement with its current contributions for the construction of the 
project.  A revised version of the Resolution was placed around the dais.   

 
A motion was made by Mayor Pro Tem Nix and seconded by Councilmember Ebel to 

approve Resolution No. R-15-019, as revised, authorizing the submission of a grant application 
to the Bluebonnet Community Grant Program for the construction of the Brenham Pet Adoption 
and Animal Care Facility and authorize the Mayor to execute any necessary documentation. 
 

Mayor Tate called for a vote. The motion passed with Council voting as follows:  
 

Mayor Milton Y. Tate, Jr.     Yes  
Mayor Pro Tem Gloria Nix     Yes  
Councilmember Andrew Ebel    Yes  
Councilmember Danny Goss     Yes  
Councilmember Keith Herring    Yes 
Councilmember Mary E. Barnes-Tilley ` Yes 
Councilmember Weldon Williams    Yes 

 
15. Discuss and Possibly Act Upon Resolution No. R-15-020 Authorizing the Submission 

of a Grant Application to the Bluebonnet Community Grant Program for the 
Expansion, Renovation and Modernization of the City Library and Authorize the 
Mayor to Execute Any Necessary Documentation 

 
Director of Community Services Wende Ragonis presented this item.  Ragonis explained 

that the Bluebonnet Electric Cooperative’s Board of Directors recently voted to create a 
community grants program for customers within its service area.  Ragonis stated the Nancy 
Carol Roberts Memorial Library (NCRML) modernization project seems to meet the goals and 
requirements of the Bluebonnet Community Grant program.  Ragonis noted that to support the 
submission of the Library’s grant application, staff seeks Council support in the form of a 
resolution. 
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A motion was made by Councilmember Williams and seconded by Councilmember Ebel 

to approve Resolution No. R-15-020 authorizing the submission of a grant application to the 
Bluebonnet Community Grant Program for the expansion, renovation and modernization of the 
City library and authorize the Mayor to execute any necessary documentation.   
 

Mayor Tate called for a vote. The motion passed with Council voting as follows:  
 

Mayor Milton Y. Tate, Jr.     Yes  
Mayor Pro Tem Gloria Nix     Yes  
Councilmember Andrew Ebel    Yes  
Councilmember Danny Goss     Yes  
Councilmember Keith Herring    Yes 
Councilmember Mary E. Barnes-Tilley ` Yes 
Councilmember Weldon Williams    Yes 

 
16. Discuss and Possibly Act Upon the Purchase of a UV Sanitation System, Using 

BuyBoard Contract No. 451-14, for the Leisure, Therapy and Competition Pools at 
the Blue Bell Aquatic Center and Authorize the Mayor to Execute Any Necessary 
Documentation 

 
Director of Community Services Wende Ragonis presented this item. Ragonis explained 

that the Brenham Community Development Corporation (BCDC) Board of Directors at their 
June 5, 2015 meeting granted a FY15 funding request for the Blue Bell Aquatic Center (BBAC) 
to purchase an Ultraviolet (UV) Sanitation System.  Ragonis advised this UV sanitation system 
will be used as the secondary sanitation process along with the primary sanitation process of 
chlorine to treat and kill waterborne pathogens.  Ragonis stated the UV sanitation systems can 
eliminate chlorine-resistant microorganisms which may live in recreational water.   

 
Ragonis advised that three quotes were obtained through the Texas Association of School 

Board’s purchasing co-op, Buy Board, contract number 451-14 and that the the City’s 
purchasing staff reviewed all the quotes to ensure compliance to the competitive bidding process.   

 
Councilmember Goss questioned if the current way in which the City sanitizes the water 

is not sufficient. Blue Bell Aquatic Center employee, Tammy Jaster, stated that the UV 
sanitation system provides a secondary sanitation system.  Jaster advised that the state is moving 
towards using a second way of sanitation, in addition to the use of chlorine, and that will become 
state law within two years.  Ragonis stated Staff will not need to use as much chlorine with the 
extra system because the UV system will kill any bacteria that are chlorine resistant, therefore 
providing healthier water with less chlorine.  

 
Councilmember Goss asked about the life expectancy of the UV sanitation system.  

Ragonis stated the life expectancy is five to ten years and the only thing that will require 
maintenance will be to replace the light bulbs.   
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A motion was made by Councilmember Herring and seconded by Councilmember 

Barnes-Tilley to approve the purchase of a UV Sanitation System, using BuyBoard Contract No. 
451-14, for the Leisure, Therapy and Competition Pools at the Blue Bell Aquatic Center in the 
amount of $90,715.00 and authorize the Mayor to execute any necessary documentation. 
 

Mayor Tate called for a vote. The motion passed with Council voting as follows:  
 

Mayor Milton Y. Tate, Jr.     Yes  
Mayor Pro Tem Gloria Nix     Yes  
Councilmember Andrew Ebel    Yes  
Councilmember Danny Goss     Yes  
Councilmember Keith Herring    Yes 
Councilmember Mary E. Barnes-Tilley ` Yes 
Councilmember Weldon Williams    Yes 

 
17. Discuss and Possibly Act Upon an Ordinance on Its First Reading Authorizing the 

Placement of Stop Signs on Bruce Street at Its Intersection with Ledbetter Lane and 
Woodson Lane and Authorize the Mayor to Execute Any Necessary Documentation 

 
Public Works Director Dane Rau presented this item.  Rau advised that Staff received a 

request for stop signs to be placed on Bruce St where it intersects with Ledbetter Lane and 
Woodson Lane. Rau noted this is a small section of roadway but is currently an uncontrolled 
intersection.  Rau noted there have been concerns of traffic not yielding to Ledbetter or Woodson 
Lanes and while there have not been any accidents at this location, Staff feels that placing stop 
signs at this location would be helpful.  A revised version of the Ordinance with some minor 
wording changes, as recommended by the City Attorney, was placed around the dais for Council 
members.   

 
A motion was made by Councilmember Barnes-Tilley and seconded by Councilmember 

Ebel to approve an Ordinance, as revised, on its first reading authorizing the placement of stop 
signs on Bruce Street at its intersection with Ledbetter Lane and Woodson Lane and authorize 
the Mayor to execute any necessary documentation. 
 

Mayor Tate called for a vote. The motion passed with Council voting as follows:  
 

Mayor Milton Y. Tate, Jr.     Yes  
Mayor Pro Tem Gloria Nix     Yes  
Councilmember Andrew Ebel    Yes  
Councilmember Danny Goss     Yes  
Councilmember Keith Herring    Yes 
Councilmember Mary E. Barnes-Tilley ` Yes 
Councilmember Weldon Williams    Yes 
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18. Administrative/Elected Officials Report 
 

City Manager Terry Roberts reported on the following: 
 The next regular City Council meeting will be on Thursday, August 27th at 4:00 

p.m. 
 The public utilities department outdoor crews will have a modified work schedule 

of 7:00 a.m. to 4:00 p.m. due to the hot weather. 
 Dr. Wilfred Dietrich has recommended placing historical markers on the 

historical bridges at Hohlt Park. 
 A federal grant in the amount of $1.35 million dollars has been pre-approved for 

the expansion of the Hodde Technical Center.  The Economic Development 
Foundation is the agency working on the grant.  

 Staff met with the Hotel Occupancy Tax Board President, as well as the county 
judge and a commissioner, on the changes that were discussed in the budget 
workshops regarding Hotel Occupancy Tax expenditures. 
 

Director of Community Services Wende Ragonis reported on the following: 
 Update on the library construction and stated the roofing material is on back order 

from the manufacturer. 
 The last Movie in the Park will be held tonight at the Blue Bell Aquatic Center 

with the showing of Finding Nemo. 
 

Fire Chief Ricky Boeker reported on the following: 
 The fire department’s living quarters demolition is still on-going. 
 The Fireman’s Fiesta will be Saturday, August 8th at the Fireman’s Training 

Center 
 
 Assistant City Manager of Public Utilities Lowell Ogle reported on the following: 

 City’s water supply is safe and the color is improving; staff believes the high 
water in the lake due to recent rain and flooding is the reason the City’s water is 
discolored.  

 
 Mayor Tate thanked all City employees for their service to various state organizations. 
 
The meeting was adjourned. 
 
 
 
_________________________________ 
Milton Y. Tate, Jr. 
Mayor 
 
 
_________________________________ 
Jeana Bellinger, TRMC 
City Secretary 
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ORDINANCE NO. O-15-024 
 
AN ORDINANCE REQUIRING THE PLACING OF CERTAIN STOP 
SIGNS IN THE CITY OF BRENHAM, TEXAS, SETTING THE LOCATION 
OF SAID STOP SIGNS, REGULATING THE TRAFFIC AT SAID STOP 
SIGNS, AND PROVIDING FOR PENALTY FOR VIOLATION THEREOF. 
 

WHEREAS, it is necessary to provide stop signs at certain locations in the City of 
Brenham to prevent accidents, collisions and damages; to promote the flow of traffic along and 
into such streets; and to regulate the same: 
 

NOW, THEREFORE, BE IT ORDAINED BY THE CITY COUNCIL OF THE 
CITY OF BRENHAM, TEXAS: 
 
Section 1. That there shall be established and installed one (1) stop signs on Cantey Street, 

regulating southbound vehicular traffic, at its intersection with the U.S. Highway 
290 Frontage Road. 

 
The stop sign shall be erected at the top of a standard pole, installed in the ground 
on the right hand side of the streets identified herein.  

  
Section 2. That every person, firm or corporation, operating a motor vehicle or other vehicle 

of any kind, in, on, along and into the streets or street intersections designated in 
Section 1 hereof, upon reaching a stop sign at the location so designated, shall 
bring said vehicle to a full and complete stop in compliance with the provisions of 
applicable state law, before proceeding further along said street or into or on said 
street intersection. 

 
Section3. That any person, firm or corporation, violating Section 2 hereof, shall be fined a 

sum of not less than $1.00 and not more than $200.00, plus applicable court costs. 
 
Section 4. This Ordinance shall take full force and effect from and after its passage, approval 

and publication as required by applicable law. 
 
PASSED and APPROVED on its first reading this the 27th day of August, 2015. 
 
PASSED and APPROVED on its second reading this the 3rd day of September, 2015. 
 
 

___________________________ 
                          Milton Y. Tate, Jr. 

        Mayor  
ATTEST: 
 
 
____________________________ 
Jeana Bellinger, TRMC   
City Secretary 
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ORDINANCE NO. O-15-025 
 
AN ORDINANCE OF THE CITY OF BRENHAM, TEXAS AMENDING 
THE FY2014-15 ADOPTED BUDGET; AND DECLARING AN EFFECTIVE 
DATE. 
 

WHEREAS, the City Council of the City of Brenham, Texas has previously approved a 
budget for the fiscal year ending September 30, 2015, after having filed the same with the City 
Secretary and after holding public hearings on same, all after due notice as required by statute; 
and 

 
WHEREAS, due to unforeseen circumstances and/or conditions, the City Council finds 

it is necessary to amend the FY2014-15 Budget for municipal purposes;   
 
NOW THEREFORE, BE IT ORDAINED by the City Council of the City of Brenham, 

Texas: 
 

SECTION 1. 
 

That the City Council of the City of Brenham, Texas, does hereby amend the budget for 
the City of Brenham, Texas for the fiscal year ending September 30, 2015, as shown on Exhibit 
A. 
 

SECTION II. 
 

This Ordinance shall take effect as provided by State Law and the Charter of the City of 
Brenham, Texas. 
 

PASSED and APPROVED on its first reading this the 27th day of August, 2015. 
 

PASSED and APPROVED on its second reading this the 3rd day of September, 2015. 
 
 
 
       ______________________________ 
       Milton Y. Tate, Jr. 
       Mayor 
 
 
ATTEST: 
 
 
____________________________________ 
Jeana Bellinger, TRMC 
City Secretary 
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AGENDA ITEM 6 

 
DATE OF MEETING: September 3, 2015 
 
DEPT. OF ORIGIN: Finance 

DATE SUBMITTED: August 28, 2015 
 
SUBMITTED BY: Carolyn D. Miller 

MEETING TYPE:                                      CLASSIFICATION:                                        ORDINANCE: 
 
    REGULAR   PUBLIC HEARING   1ST READING 
 
   SPECIAL   CONSENT   2ND READING 
 
   EXECUTIVE SESSION   REGULAR   RESOLUTION 
 
    WORK SESSION 
 
AGENDA ITEM DESCRIPTION:  Proposed Tax Rate of $0.4731 per $100 Valuation for Fiscal Year 
Beginning October 1, 2015 and Ending September 30, 2016 
  
SUMMARY STATEMENT: See separate memo from Chief Financial Officer on this item. 
 
STAFF ANALYSIS (For Ordinances or Regular Agenda Items): 

A. PROS:    

B. CONS:    

 
ALTERNATIVES (In Suggested Order of Staff Preference):  
 
 
ATTACHMENTS: (1) Memo from Chief Financial Officer 
 
FUNDING SOURCE (Where Applicable):  
 
RECOMMENDED ACTION:  None – Public Hearing Only 
 
APPROVALS: Terry K. Roberts 
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MEMORANDUM 
 
 
To:   Mayor, Council and City Manager 
 
From:   Carolyn D. Miller 

Assistant City Manager - Chief Financial Officer 
   

Subject: Second Public Hearing on Proposed 2015 Tax Rate 
 
Date:               August 28, 2015 
 
 
A governing body must hold two public hearings to receive citizen comments on a proposed tax 
rate.  The first public hearing to receive citizen comments on the proposed tax rate was held 
during the Council meeting on August 27, 2015.  There were no citizen comments made on the 
proposed tax rate.   
 
A property tax rate of $0.4731 per $100 valuation is proposed to fund the FY2015-16 Budget.  
Of this rate, $0.2950 will be for maintenance and operations (M&O).  The balance of $0.1781 is 
for debt service (interest and sinking or I&S).  Based on the certified taxable values of 
$1,188,742,237 the effective tax rate is $0.4632 and the rollback rate is $0.4766 per $100 
valuation for the 2015 Tax Year.   
 
At each hearing, the governing body must announce the date, time, and place of the meeting at 
which it will vote on the tax rate.  After receiving citizen comments, the following 
announcement should be made: 
 

The first reading of the Ordinance to adopt the tax rate will be during a 
Special Council meeting on Monday, September 14, 2015 at 8:00 a.m. at 
City Hall, located at 200 W. Vulcan Street.  The second reading of the 
Ordinance and adoption of the tax rate is scheduled for a Regular Council 
meeting on Thursday, September 17, 2015 at 1:00 p.m. at City Hall, located 
at 200 W. Vulcan Street. 
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AGENDA ITEM 7 

 
DATE OF MEETING: September 3, 2015 
 
DEPT. OF ORIGIN: Human Resources 

DATE SUBMITTED: August 28, 2015 
 
SUBMITTED BY: Susan Nienstedt 

MEETING TYPE:                                      CLASSIFICATION:                                        ORDINANCE: 
 
    REGULAR   PUBLIC HEARING   1ST READING 
 
   SPECIAL   CONSENT   2ND READING 
 
   EXECUTIVE SESSION   REGULAR   RESOLUTION 
 
    WORK SESSION 
 
AGENDA ITEM DESCRIPTION: Discuss and Possibly Act Upon Resolution No. R-15-022 Amending the 
Human Resources Policy Manual 
 
SUMMARY STATEMENT:   The current policy manual was adopted on March 1, 2010 and several revisions 
are necessary to be consistent with regulations and city procedures and practices.  The Human Resource Policy 
Manual is being presented for approval by resolution on September 3, 2015. 
 
STAFF ANALYSIS (For Ordinances or Regular Agenda Items): 

A. PROS:  

B. CONS:  

 
ALTERNATIVES (In Suggested Order of Staff Preference):  
 
 
ATTACHMENTS:  (1) Memo to City Council; (2) Resolution No. R-15-022; (3) Exhibit “A” Human Resources 
Policy Manual red-lined version. 
 
FUNDING SOURCE (Where Applicable):  
 
RECOMMENDED ACTION: Approve Resolution No. R-15-022 Amending the Human Resource Policy 
Manual revisions effective September 3, 2015. 
 
APPROVALS: Terry K. Roberts 
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MEMORANDUM 
 
 
To:  Mayor and Council 
 
From:  Susan Nienstedt 
  HR Manager 
 
Subject: Human Resources Policy Update 
 
Date:  September 3, 2015 
 
The current City of Brenham Human Resources Policy Manual was last updated in 2010.  We 
strive to keep our policies consistent with regulation and other municipalities by revising our 
policy continuously.   
 
The updates and revisions in this version of the HR Policy Manual were discussed during 
budget workshops in July.  Several revisions were made to correct wording to be consistent 
with health care regulations, as well as changes to match the City’s current procedures and 
practices.  I am including a table with specific pages that were revised. 
 
Areas revised extensively are listed below: 
 
Vacation Leave 
Employees will earn an additional day of vacation each year after five years of employment, 
until they reach the maximum of four weeks of vacation after fifteen years of service. 
 
Drug and Alcohol Use Policy 
Current policy allows for random testing on employees subject to Department of 
Transportation regulations and Gas Department employees.  The proposed revision will also 
include Safety Sensitive positions within the City.   
 
New Sections: 
Cell Phone Use in the Workplace  
Social Media 
 
With the continued increase of both cell phones and social media, including these policies 
addresses employee productivity, safety, as well as public information. 
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The policy revisions, additions, and deletions were reviewed and revised by City Attorney, 
Cary Bovey.   
 

 
HR Policy Revised 9/3/2015 

Summary of changes 
Wording Clean-up 

Page 14, 15, 18, 20, 24, 35, 
39, 67, 82, 85, 88, 89, 93, 
106, 120 

Removed “part time with benefits”; Back-pay for certification time 
limit; references to “Chapters” from previous version of policy; etc. 

Revisions 

Page 6 ADA wording changed to ADAAA wording 
Page 13 COBRA wording / reference current health plan documentation 
Page 14 Wording for “active employee” per TML Plan Book & Health Care 

Reform 
Page 54 Drug & Alcohol testing of Safety Sensitive positions 
Page 78 Regular Part time & Temporary/Seasonal definitions 
Page 114 Sick Leave – revise maximum accrual rate; reinstatement of sick leave 
Page 115 Revise Sick leave for employee’s immediate family; and requests for 

additional sick leave 
Page 119 Revise vacation accrual schedule and maximum accrual carryover 

Additions 

Page 41 Cell Phone Use in the Workplace 
Page 71 Social Media 

Deletions 

Page 42 Remove “cost deducted from employee’s final pay check” 
Page 66 Remove “no reimbursement for use of employee’s private telephone” 
Page 77 Remove “Regular Part time with Benefits” section 
Page 107 Remove department names from Scheduling of Holiday section; Delete 

section “Employees Scheduled off duty on a holiday” 
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RESOLUTION NO.  _____________ 
 
A RESOLUTION APPROVING AMENDMENTS TO THE CITY OF 
BRENHAM HUMAN RESOURCES POLICY MANUAL 
 

WHEREAS, the Brenham City Council desires to establish certain policies and provide 
direction for certain matters affecting employment, employees, and related benefits; and  

 
WHEREAS, the City of Brenham Human Resources Policy Manual was adopted by City 

Council on February 18, 2010 with the passage of Resolution No. R-10-003; and 
 
WHEREAS, since that time, the need to adopt or amend several policies has arisen, new 

laws affecting personnel matters have been enacted and the current Human Resources Policy 
Manual is in need of updating and revision; and 

 
WHEREAS, City staff has prepared revisions to the Human Resources Policy Manual 

which update the policies to reflect current law and practices; and 
 
WHEREAS, it is in the best interest of the City of Brenham to adopt such revisions and 

amendments to the Human Resources Policy Manual; and 
 
NOW THEREFORE BE IT RESOLVED by the City Council of the City of Brenham, 

Texas as follows: 

Section 1:  That the recitals set forth above are incorporated herein for all purposes as if 
fully set forth in the body of this Resolution. 

Section 2:  That the City Council of the City of Brenham hereby adopts the revisions and 
amendments as set for the in the revised Human Resources Policy Manual 
for the City of Brenham attached hereto as “Exhibit A” and incorporated 
herein for all purposes. 

Section 3:  That this Resolution shall be in full force and effect after its passage and 
approval according to law. 

 
PASSED and APPROVED this the _______ day of September, 2015. 

 
 

________________________________ 
Milton Y. Tate, Jr. 
Mayor 

ATTEST: 
 
 
_____________________________ 
Jeana Bellinger, TRMC 
City Secretary 
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INTRODUCTION 
OBJECTIVES  

 
 
The objectives of the human resources policies are as follows: 
 

To promote good and uniform personnel practices and administration in the management 
of the City’s human resources. 

To maintain recruitment, advancement, and tenure practices enhancing the attractiveness 
of a City career and encouraging each employee to give his or her best effort to the City 
and to the  
To maintain consistent, up-to-date position classification and compensation plans based 
on the relative duties and responsibilities of jobs in the City service  
To promote high morale by the consistent administration of this chapter, and through 
consideration of the rights and interests of all employees. 
To provide that tenure of employees covered by this chapter shall be subject to good 
behavior, satisfactory performance, necessity for the position, and availability of funds. 
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EQUAL EMPLOYMENT OPPORTUNITY POLICY 
 
It is the policy of the City of Brenham not to allow discrimination against any person in job 
structuring, recruitment, examination, selection, appointment, placement, training, upward 
mobility, discipline, or any other aspect of personnel administration based on a person's race, 
age, religion, color, disability, national origin, sex, political affiliation or belief. 
 

AFFIRMATIVE ACTION 
 
The City of Brenham will take affirmative action to see that applicants are employed, and 
employees are treated during their employment, without discrimination based on race, color, 
disability, religion, sex, national origin, age, political affiliation or belief.  In addition, the City 
will seek actively to include qualified members of minority groups, disabled persons, and 
disabled and Vietnam-era veteran groups in applicant pools. 
 
 

AMERICANS WITH DISABILITIES ACT  
 
 
To ensure compliance with the Americans with Disabilities Act and Americans with Disabilities 
Act as Amended (ADAAA), the City offers equal employment opportunity to qualified 
individuals and strictly prohibits discrimination against qualified individuals on the basis of 
disability.  
 
The City will provide reasonable accommodation to the known physical or mental impairments 
of an otherwise qualified individual with a disability if such reasonable accommodation will 
enable the individual to perform the essential functions of the position at issue.  The City’s 
obligation under this policy is limited to providing reasonable accommodations that will not 
result in undue hardship to the City.   
 
Any employee seeking a reasonable accommodation for a disability that affects the employee’s 
ability to perform the essential functions of the position shall make a written request to the 
Human Resources department. 
 
Employees who have a complaint involving potential violations of the Americans with 
Disabilities Act or ADAAA, including but not limited to harassment, discrimination, or failure to 
provide a reasonable accommodation, must immediately contact the immediate Supervisor, 
Human Resources, the City Manager or designee. 
 
 

Deleted: To the extent reasonably possible, the 
City will accommodate individuals with disabilities 
in the application, hiring, and employment process.  
Reasonable accommodation is available to all 
employees and applicants, so long as the 
accommodation does not create an undue hardship 
for the City, and can be provided without posing a 
substantial or imminent safety risk.  ¶
¶
Individuals with disabilities requiring 
accommodations should notify the Human Resources 
Office.  The City requests sufficient notice, when 
possible, to give time to arrange the accommodation.  
Applicants or employees wishing to complain about 
the denial of reasonable accommodation or other 
disability-related discrimination should follow the 
same procedures outlined in by the City for 
discrimination complaints in general.  Such 
individuals will not be subject to retaliation for 
requesting accommodation or because of complaints 
about the denial of reasonable accommodation.¶

Comment [SN1]: ADAAA WORDING 
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MANAGEMENT AUTHORITY 
 
 

General and final authority for personnel administration rests with the City Manager, with the 
exception of matters reserved to the City Council by State law or the City Charter. 
 
Management Authority.  The City may modify, revoke, suspend, interpret, terminate, or change 
any or all of its policies and procedures, in whole or in part, at any time. The issuance of these 
policies and procedures does not constitute a contract between the City and its employees for any 
duration of employment.  There is no specified length of employment, and either the City or the 
employee can terminate the employment relationship at any time, for any reason. 
 
Policy administration rests with City management and City management reserves sole authority 
to administer City operations.   
 
Departmental Policy and Procedural Requirements.  Individual City Department Directors 
may develop policies and procedures that are consistent with City policies and procedures 
subject to the  review and written approval of the City Manager. A copy of all supplemental 
personnel policies shall be maintained in the policy library of the City Municipal Building under 
the custody and control of the City Secretary.  Department policies and procedures that are 
operational and that do not relate to those in this handbook, or other approved operational 
manuals, do not need to be reviewed and approved by the Human Resource Manager or other 
appropriate departments.  Department Directors are responsible for obtaining the necessary 
review and approval prior to issuing such departmental policies and procedures.  Departmental 
policies and procedures will not become effective unless they have been reviewed and approved 
in accordance with this policy. 
 
Miscellaneous.  Policies and procedures apply to all employees of the City, both on and off duty 
where applicable, unless otherwise indicated, restricted by proper authority, or prohibited by 
State and/or Federal law. 
 
Only the City Council has the authority to enter into an employment agreement, promise, or 
commitment contrary to these policies and procedures, and all such agreements, promises, and/or 
commitments entered into by the City Council must be contained in an express written 
employment contract signed by both the Mayor and the affected employee.  
 
Any statement in a policy and/or procedure found to be illegal, incorrect, and/or inapplicable will 
not affect the validity and intent of the remaining content of such policy or procedure. 
 
Titles utilized do not govern, limit, modify, or affect the scope of meaning or intent of any 
provision. 

 
Any conflicts, questions, or ambiguities in City or departmental policies and procedures will be 
decided by the City Manager.   
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The City Manager may delegate rights and powers granted under these policies and procedures 
to the Assistant City Manager or to others as deemed appropriate in the City Manager’s sole 
discretion.   
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BENEFITS 

EDUCATION REIMBURSEMENT ASSISTANCE PROGRAM 
 
 

The City of Brenham encourages and supports efforts by its employees to pursue additional 
education to enhance their professional development consistent with the needs of the City and its 
constituents.  The City will participate in the cost of education expenses for employees 
applicable to their positions, provided the necessary funds are available and have been budgeted. 
 
Eligibility.  To be considered for the participation in the Education Reimbursement Assistance 
Program, an individual must be a regular full-time employee and have completed at least 24 
months service with the City prior to application approval. 
 
Course Qualifications.  Courses qualifying for reimbursement must be completed in a state or 
nationally accredited, recognized educational institution and must be related to the employee’s 
job with the City or which will enhance the employee’s potential for advancement to a directly 
related position within the City.  Courses in self-improvement, continuing education programs or 
not related to City employment as outlined above will not qualify for reimbursement. 
 
Reimbursement.  Employees may request reimbursement up to the amount established each 
fiscal year during the budget process per course for tuition, books, and fees at the resident tuition 
rate established by the state or local college or educational institution attended.  The maximum 
reimbursement allowed will be set each fiscal year during the budget process. All other costs are 
the responsibility of the employee. 
 
The City will not reimburse for ordinary supplies such as paper, notebooks, pens, copy fees etc. 
or transportation, mileage, parking and the like.  Seminars, CPA or other review courses, testing 
fees for certifications and licensure and requests for CEU credits are not eligible for 
reimbursement under this program.   
 
Employees are required to submit documentation of any other financial assistance received such 
as GI benefits, federal or state grants, scholarships etc.  Reimbursement in conjunction with any 
other financial assistance will not exceed 100% of the course cost.   
 
Employees must achieve a grade of “C” or better in undergraduate courses and a grade of “B” or 
better in college graduate work.   
 
Application Process.  To begin participation in the Education Reimbursement Assistance 
Program, employees must meet with Department Head and/or Director to discuss and agree upon 
an approved reimbursement program.  Following this meeting, employees must complete and 
Education Reimbursement Agreement and Education Reimbursement Registration Form and 
submit to the Department Head/Director by May 1 of each year. 
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Reimbursement.  Employees must present an itemized statement of tuition, fees and books; 
proof of payment, office grade report or transcript and documentation of other financial support 
within 30 days of the end of the course/semester. 
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EMPLOYEE ASSISTANCE PROGRAM (EAP) 
 

 
The City’s Employee Assistance Program (EAP) is available to provide assistance to employees 
and dependent family members who may be experiencing personal or family problems with 
alcohol or drug abuse, financial burdens, marital or other family problems.   
 
All employees who feel they may have an alcohol or drug problem are encouraged to utilize the 
program’s resources before the problem adversely affects their job performance or employment 
status.  Participation in this program is typically voluntary and confidential.  However, a 
supervisor may make a mandatory referral when some aspect of an employee’s personal life 
negatively affects his or her performance on the job. 
 
A mandatory supervisory referral may also be made when an employee’s behavior in the 
workplace indicates such referral is warranted.  The EAP provides case management for 
mandatory referrals for workplace substance abuse and alcohol problems. 
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GROUP HEALTH CONTINUATION COVERAGE 
 
 
COBRA is a federal law that requires most employers who sponsor group health plans to offer 
employees and their families the opportunity to temporarily extend their group coverage at group 
rates in certain instances where coverage under the employer’s group health plan would 
otherwise terminate.  The employee is responsible for paying for the cost of any such 
continuation coverage, plus a small administration fee.   
 
Under COBRA, employees may elect COBRA continuation coverage for up to 18 months after 
termination of employment (unless the employee is terminated due to gross misconduct), or if an 
employee’s hours are reduced to such an extent that the employee no longer qualifies for 
participation in the group health plan.  COBRA continuation coverage is also available to 
employees, spouses and/or dependents in other circumstances described in the current health 
plan documentation and federal law.   
 
Detailed COBRA notices are given to employees when an employee becomes eligible for 
participation in the City’s group health plan and again when a qualifying event occurs 
(concerning which the employee, if required, has timely notified the City).  For more complete 
information on COBRA and your health plan, you should review your summary plan description 
or review a copy of the full health plan in the Human Resource Office or on the plan 
administrator’s website. 
 
In addition, employees who retire from City service under the provisions of the Texas Municipal 
Retirement System whose sum of age and years of service is equal to or greater than seventy-five 
(75) are eligible to purchase continuing group coverage under provisions established by the City 
of Brenham for such continuation of coverage as provided in the group health plan. 
  

Deleted: Under other circumstances, COBRA 
coverage is available for up to 36 months following a 
qualifying event.  Employees must notify the City 
within 60 days of the occurrence of the employee’s 
legal separation or divorce and of a covered 
dependent ceasing to qualify as a dependent under 
the medical plan
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INSURANCE 
 
 

The City normally provides group medical, long term disability and life insurance for each full-
time.   These employees are eligible to participate in a Cafeteria Benefit Plan.  Details of 
coverage are provided in the plan booklet for each benefit.  These benefits are effective so long 
as the employee remains in the eligible participation class.   
 
Additional supplemental insurance coverage for employees and members of their families, 
beyond those amounts provided by the City is available at the employee’s expense through the 
Cafeteria Plan.  
 
The City also carries workers’ compensation coverage.  In cases of job related injuries, 
provisions and benefits available under workers’ compensation are activated.   
 
Employees who retire from City service under the provisions of the Texas Municipal Retirement 
System whose sum of age and years of service is equal to or greater than seventy-five (75) are 
eligible to purchase continuing coverage of the group health plan under provisions established by 
the City of Brenham for such continuation of coverage.  

Deleted:  or part-time with benefits employee
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COMPENSATION 

CERTIFICATION PAY 
 

In addition to the regular base pay, certification pay is available to all certified police and fire 
personnel as authorized by the City Council.  Rates are determined annually during the budget 
approval process. 
Certification pay is the responsibility of the employee to notify their supervisor of received 
certification(s) and/or changes in certification status.  Certification pay is effective the pay period 
following the certification date.  Back-pay for certification and/or certification changes will not 
exceed 60 days. 
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COMPENSATION ADMINISTRATION 
 

Basis 
 
The City Manager shall administer the Compensation Plan for City employees subject to funds 
and positions approval by the City Council in the annual budgeting process.  City employees 
shall be paid salaries or wages in accordance with the Compensation Plan, which shall include 
one (1) or more salary schedules.  In positioning classes on salary schedules, consideration shall 
be given to prevailing rates of pay among public and private employers; the duties, 
responsibilities, and qualifications required of employees in the classes; and other relevant 
factors. 
 
The Compensation Plan may be amended, as circumstances require, through submission of 
suggested changes to the Human Resources Manager for review and with approval by the City 
Manager. 
 
 
Administration Of Salary Schedules 
 
All of the following procedures are subject to availability of funds approved in the budget by the 
City Council.  Salary schedules shall be administered by the Human Resources Office in 
accordance with the following rules: 
 
General Administrative Procedures 
 

a. All compensation for classified positions shall be at a Pay Grade and Step on the 
approved current pay schedule.  Certain unclassified positions such as City Manager, 
Municipal Court judges and the like are approved by City Council. 
 

b. The Director, or Department Head with the approval of the Director, may recommend at 
the time of employment that a new employee be compensated at 5% below the base 
salary offered with an increase to the minimum step of the pay grade after successful 
completion of the probationary period. 

 
c. At the request of the Department Head and with approval of the Director, the City 

Manager may authorize a temporary promotion to ensure the proper performance of City 
functions if a position is vacant or its regular incumbent is absent for an extended period 
of time.  Employees so promoted may be additionally compensated for the duration of the 
temporary assignments and the amount of compensation, if any, is determined at the sole 
discretion of the City Manager.  Temporary promotions shall not be used to circumvent 
normal selection procedures.  The employees involved shall not acquire any status or 
rights in the pay grades to which temporarily promoted.  If promoted to a vacant position, 
the anniversary date will be the date of the temporary promotion.  The temporary 
promotion shall be reviewed every 90 days and can be extended up to 12 months. 
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d. A lateral transfer is the movement of an employee between positions in the same pay 
range within the city.  An employee being laterally transferred shall ordinarily continue to 
receive the same salary and shall retain the same anniversary date for future pay 
increases. 

 
e. A promotion is a change in the duty assignment of an employee from a position in one 

classification to a position in another classification in a higher pay range.  A promotion 
recognizes advancement to a higher position requiring higher qualifications and involving 
greater responsibility.   A newly-promoted employee shall ordinarily be compensated 
with a salary increase based upon a percentage of current base salary or the minimum of 
the new pay grade, whichever is higher, at the time of promotion.   A typical promotional 
increase is either approximately 5% or movement to the minimum step of the new pay 
range, whichever is higher.  

 
f. A demotion is a change in duty assignment of an employee from a position in one 

classification to a position in another classification in a lower pay range.  Demotions may 
be made for the purpose of voluntary assumption of a less responsible position, as a result 
of a reclassification of the employee’s position, or as a disciplinary measure.  An 
employee voluntarily or involuntarily demoted for any reason shall be compensated on a 
step of the new range as administratively determined.  Normally in the event an employee 
is demoted to a lower pay grade, the employee's salary will be reduced five percent (5%) 
of base pay or to the maximum of the new classification, whichever is the lower salary.   
 

g. No employee shall be paid more than the rate established in the approved compensation 
plan, except that an employee whose job was down-graded by reclassification or changes 
in the labor market, through no fault of the employee, may continue to receive his or her 
former rate of pay until a rate on the new salary range equals or surpasses the old rate or 
the employee's job changes. 

 
h. Other than pay schedule adjustments, increases to a higher step in the pay grade will be 

made in the first full pay period following the employee’s anniversary date.   
 
i. An employee’s initial anniversary date is the date (month and day) of placement on a step 

in an approved pay grade, normally on the date of hire for a full time position.  A new 
anniversary date is established upon promotion, demotion, or any other occasion in which 
an employee’s pay grade changes for reasons other than reclassification through a 
compensation study. 
 

 
General Government Pay Schedule 
 

a. A new employee shall normally be compensated at the minimum step of the approved 
pay grade.  With approval of the City Manager, a new employee may be placed at a step 
not higher than step 6 in the approved pay grade based on experience and qualifications 
or if approved at the time of hire, may be placed at a higher step upon formal satisfactory 
evaluation after completion of the 6 month probationary period. 
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b. Providing that funds have been made available in the annual budget, an employee’s 

compensation will be moved to the next step in the pay grade on the anniversary date 
upon recommendation of the department head following a formal satisfactory 
performance evaluation.  

 
c. Employees whose compensation falls within steps one through -seven in the pay grade 

shall be eligible for movement to the next step on an annual basis.  Employees whose 
compensation falls within steps eight through fourteen shall be eligible for movement to 
the next step on a biennial basis, i.e., the employee will be compensated at the same step 
for two years. 

 
Public Safety Pay Schedule 

 
a. A new employee shall normally be compensated at the minimum step of the approved 

pay grade for the position.  With approval of the City Manager, a new employee may be 
placed at a higher step in the approved pay grade based on experience and qualifications. 

 
b. Employees who meet the departmental requirements for promotion to the next higher pay 

grade shall be compensated at the minimum step in the new pay grade.   
 

c. Other than pay schedule adjustments, movement to the next higher step in the pay grade 
shall be in the first full pay period following the anniversary date according to time in 
grade and certification requirements of the pay grade. 

 
 

Establishment Of New Positions Or Changes In Existing Positions 
 
Department Heads who wish to establish a new position or alter the tasks in an existing classified 
position, will prepare a detailed job description for such new position, or an amended job 
description for an existing position, and submit the proposed changes to the Human Resources 
Office for job evaluation and pay grade allocation.   
 
A revised job description includes additions to, deletions from or amendments to current duties 
and responsibilities but does not change the job so substantially as to require a reclassification or 
creation of a new job title and job description. 
 
A reclassification is a reassignment of a position to a lower, higher or different class (job 
grouping) based on current duties and responsibilities of the position.  An employee whose 
position is reclassified upward does not automatically receive a pay increase unless an increase 
occurs to place the employee at the entry level of the new pay range.  Downward 
reclassifications will not result in a decrease in pay unless the reclassification is the result of a 
demotion for disciplinary reasons.   
 
Reclassifications must be reviewed by the Human Resources Manager and approved by the City 
Manager.   
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An entire class of positions may be reallocated to a new pay range based on market data.  
Reallocation may be to a lower or higher pay range and require review and recommendation by 
the Human Resources Manager.  The City Manager must approve all reallocations.  
  

48



LONGEVITY PAY 
 
 

The City provides regular full-time and longevity pay, at the rate of $5.00 per month for each 
year of service, up to a maximum of 25 years ($1,500 maximum per year), paid in 24 payments 
in a calendar year.   
 
Longevity pay begins after a regular full-time employee has completed one year of service. 
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OVERTIME, COMP TIME AND TIME MANAGEMENT 
 

Overtime.  Overtime compensation is paid to all non-exempt employees in accordance with 
federal and state wage and hour requirements.  Exempt employees are not paid overtime 
compensation. 
 
Non-Exempt Employees.   
When the City’s operating requirements or other needs cannot be met during regular working 
hours, non-exempt employees may be scheduled to work overtime, at the request of their 
supervisor.  When possible, advance notification of mandatory overtime assignments will be 
provided.  Overtime assignments will be distributed as equitably as practical to all non-exempt 
employees qualified to perform the required work.  Refusal or other failure to work mandatory 
overtime may result in disciplinary action up to and including termination of employment.  
Overtime work is otherwise subject to the same attendance policies as straight time work. 
 
All non-exempt employees must receive their supervisor’s and Department Director’s prior 
authorization before performing any overtime work.  This means employees may not begin work 
prior to their scheduled work day, and may not continue working beyond the end of their 
scheduled workday, without prior authorization from the appropriate supervisor.  Similarly, 
employees may not work through their lunch break without prior authorization from the 
appropriate supervisor.  On the employee’s time sheet, the appropriate supervisor must also 
approve any overtime before the time sheet is submitted for processing and payment. Non-
exempt employees shall not remain on the work premises without authorization unless they are 
on duty or are scheduled to begin work within a short period of time.  Non-exempt employees 
who work overtime without receiving proper authorization will likely be subject to disciplinary 
action, up to and including possible termination of employment. 
 
Generally, except for Fire and Police Department shift employees, overtime pay for non-exempt 
employees is at the rate of 1-1/2 times the employee’s regular hourly rate of pay for hours 
actually worked in excess of 40 in the City’s workweek.  (The City’s workweek begins at 12.01 
a.m. on Monday and ends at 12:00 midnight the following Sunday.)  An employee’s regular 
hourly rate includes all pay incentives, such as longevity, certification pay, stipends and other 
pay which the employee receives each pay period.  Fire and Police personnel are paid overtime 
based on the work cycle adopted by their Department under Section 207(k) of the Fair Labor 
Standards Act and Chapter 142 of the Texas Local Government Code.  
 
Paid holiday leave is normally included as hours worked for purposes of determining eligibility 
for overtime pay.  However, time off on account of sick leave, jury duty leave, witness duty 
leave, bereavement leave, injury leave, accrued holiday leave used at a time other than the 
holiday or any other leave of absence is not considered time worked for purposes of performing 
overtime calculations.  
 
Compensatory Time.   Non-exempt employees may accrue compensatory time (comp time) in 
lieu of being paid overtime compensation.  All employees are subject to a cap of 80 hours.  
Overtime hours worked beyond the applicable cap must be paid or flexed, as described below.  
Compensatory time accrues at a rate of 1-1/2 hours for every hour of overtime worked by non-
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exempt employees.  Comp time accruals are to be monitored at the department level and 
maximum hours accrued will be restricted based on the requirements of this policy.  All 
compensatory time earned must be documented on the employee’s compensatory time log. 
 
An employee who has accrued compensatory time and requests use of such time must be 
permitted to use the time off within a "reasonable period" after making the request, if it does not 
"unduly disrupt" the work of the department. If use of requested comp time would be disruptive, 
the department may elect to pay the employee in lieu of approving the requested time off.  The 
City may, at any time, elect to pay a non-exempt employee for any or all of the employee’s 
accrued comp time.  The City may also require employees to take time off in order to reduce 
their accrued comp time.  Otherwise, compensatory time off may be used the same as leave time.  
Employees may request payment for accumulated comp time. 
 
Payment of Compensatory Time.  All employees who are reclassified from a non-exempt 
position to an exempt position will be paid all accrued comp time upon approval of the 
reclassification and will cease to be eligible for any additional overtime and /or comp time.  
Likewise, an employee who is either promoted or demoted to another non-exempt position will 
be paid in full for any comp time accrued before the promotion or demotion becomes effective.  
Upon leaving employment with the City, a non-exempt employee will be paid for unused comp 
time at the employee’s current hourly rate.  
 
NOTE:  Exempt employees are not eligible to accrue compensatory time. 
 
Flex-time Work Schedule.  In situations where overtime payment is not feasible due to 
budgetary constraints, the Department Director or supervisor must consider flexing the 
employee’s work schedule in an effort to minimize the need for overtime compensation.  Flexing 
must be completed within the same workweek or work cycle that the overtime  was worked and 
must be accurately reflected on the affected employee's time record.   
 
Exempt Employees.   
Exempt employees are those who are not covered by the overtime requirements of the FLSA.  
Accordingly, exempt employees are not entitled to overtime compensation for work performed 
beyond 40 hours in a workweek.  Exempt employees are expected to put in the hours necessary 
to complete their assignments with an acceptable level of quality in a timely manner.   

 
An exempt employee may be charged with the use of vacation or sick leave, as applicable, for 
partial day absences, or when disciplinary action of less than one week is given.  “Docking” an 
exempt employee’s pay for a partial day’s absence will be permitted only as authorized by law 
and approved by the City Manager.   

 

Absent accrued paid leave time, an exempt employee need not be paid for any workweek in 
which he or she performs no work. 
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It is the policy of the City not to make improper deductions from an exempt employee’s pay.  
Any exempt employee who believes he/she has been, or likely will be, subject to an improper 
pay deduction, must immediately notify the Human Resource Manager.  The City will promptly 
reimburse an exempt employee for any improper deduction(s) and will make a good faith 
commitment to comply in the future. 
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PAYROLL DEDUCTIONS 
 

 
The following deductions are authorized for payroll deductions: 
 
• Social security contributions; 

 
• Income withholding taxes; 

 
• Contributions to the Texas Municipal Retirement System; 

 
• Presently authorized medical insurance premiums; 

 
• Presently authorized “other insurance” premiums; 

 
 

• Deferred compensation plan; 
 

• Contributions to a deferred compensation plan;  
 

• Association or Union dues;  
 

• Deductions authorized through the Cafeteria Plan;  
 

• Deductions mandated by State or Federal agencies, such as IRS garnishment, child 
support and the like; or 

 
• Other deductions authorized by the employee; 

 
• No other payroll deduction privileges are authorized at this time and no future payroll 

deduction privilege will be granted without the approval of the City Manager, except as 
otherwise provided by law. 
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STANDBY & CALL BACK COMPENSATION 
(Nonexempt Employees) 

 
 

The City provides for after-hour service needs by allowing some departmental operations to 
designate certain nonexempt employees to be on-call.  Employees designated to be on-call are 
expected to respond to departmental after-hour service needs as required by procedures 
established by their Department. 
 
An employee scheduled for weekly standby duty will be paid the regular hourly rate for a full 
eight (8) hours for each assigned standby period in the month and an additional four (4) hours for 
any holiday periods during the standby period. 
 
Return to work provisions.  After regularly scheduled working hours, standby employees are 
free to pursue personal activities but must respond to a call back (via paging, phone, or radio) 
within designated guidelines set by their Department.  Employees designated as standby must be 
fit, both mentally and physically, to accomplish standby services needed within the time frame 
required.  An employee is considered officially scheduled and designated as standby only when 
approved by his/her supervisor in accordance with procedures established by his/her Department. 
 
Compensation.  Standby status is not considered time worked and is not compensable except as 
provided above unless the employee actually responds to a call back. Standby employees called 
back to the workplace will be paid at their overtime rate of pay for actual hours worked and 
guaranteed a minimum of one (1) hour of overtime pay for each call-back within the same 24 
hours after their regularly scheduled working hours or on a regular day off.  Time worked 
immediately after regularly scheduled working hours at the request or approval of the supervisor 
will not be considered call-back and is paid at the employee’s regular rate of pay until overtime 
requirements are met.  Continuing work on a call-back that extends beyond the one (1) hour 
minimum and into a day off does not entitle the employee to additional premium pay.  Travel 
time to and from a call-back is compensable under this policy, in accordance with departmental 
policy.  Standby employees who do not return to the workplace but who handle a workplace 
issue by phone will be paid for actual time spent on the phone.  In all cases, employees must 
report their actual hours worked on their time sheets.    
 
Employees exempt from overtime are not eligible for compensation under the provisions of this 
policy. 
 
Departmental Policies.  Each Department has its own internal procedures for handling standby 
services.  Departments may establish guidelines for varying levels of response to call-back 
situations depending upon the nature and importance of the services to be completed. 
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TRAVEL EXPENSE REIMBURSEMENT POLICY 
 
GENERAL STATEMENT 

A. The City of Brenham will reimburse employees for business expenses paid by the 
employee which would otherwise be deductible in accordance with Section 162 of the 
Internal Revenue Code (“I.R.C.”). In order for such expenses to qualify for 
reimbursement, they must: 

1. Be necessary in the conduct of City business and be directly attributable to it; 
2. Demonstrate good judgment by the employee; 
3. Represent reasonable cost to the City; and 
4. Comply with the provisions of this procedure. 

 
B. This procedure extends to all levels of employees receiving expense reimbursement. 

 
PROCEDURE 

C. Travel Expenses 
1. Transportation – The most efficient and economical mode of travel must be 

used. Air travel arrangements are to be made by each department. Air travel 
must be booked at the most discounted fare basis whenever possible. The cost 
of the ticket may be charged to the employees Procurement Card (P-card) or 
may be charged to an employee’s personal credit card. When the ticket is 
charged to a P-card or personal credit card, the traveler must print a copy of 
the Itinerary/Invoice document. That copy should be used as documentation to 
attach to the Travel and Expense Report. If the ticket is charged to an 
employee’s personal credit card, refer to section E of this procedure for 
reimbursement information. Discount fares must be purchased when available. 
The employee should also use the most economical form of ground 
transportation available except where such would result in unreasonable 
inconvenience or costly loss of time. The cost of a rental car will not be 
reimbursed unless it is the most economical form of transportation or is 
required to serve a necessary business purpose. Personal automobiles should 
be used for travel where other modes of transportation would be more costly 
and involve a loss of time. The City will reimburse employees for the use of 
their personal automobile based on the current I.R.C. per mile expense rate 
and the actual miles driven for business purposes. 
 

2. Lodging – When traveling, employees are expected to live comfortably but 
with reasonable prudence. Accommodations will be reimbursed at the 
seminar/convention rate of the facility at which the seminar/convention is 
held. Expenses for lodging are to be at the single room rate, unless an 
employee is approved in advance for double occupancy. Extra charges for 
room service will not be paid by the City. When overnight accommodations 
are required, other than a seminar/convention, a good commercial hotel with a 
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reasonable rate for that community should be used. Normal and reasonable 
gratuities to hotel employees are acceptable. 

3. Meals – The cost of meals while traveling will be reimbursed at the lesser of 
actual cost or the Maximum Meal Allowances (Section E.7.) for each meal 
while out of town. If a meal is furnished as part of a meeting at no cost to the 
employee no reimbursement will be paid for that meal. The Maximum Meal 
Allowance is allowed on the day leaving or the day returning from a trip and 
will be determined based on which meals are required away from home due to 
the travel schedule. Where a trip would ordinarily necessitate an overnight 
stay but circumstances require returning on the same day, reimbursement will 
be allowed. 
 

4. Other Expenses – The City will reimburse employees for other expenses 
related to business travel as follows: 

a. Travel to and from airports using personal automobiles, taxis, buses, or 
similar services; 

b. Reasonable parking fees for airport parking during days when 
traveling for business purposes; 

c. Reasonable laundry and cleaning expenses incurred during an 
extended stay of more than one week out of town;  

d. Personal long distance telephone calls for a safe arrival call and other 
reasonable or necessary calls. City owned cell phones may be 
available for use when an employee travels on city business; and 

e. Computer related expenses for city business reasons.  
 

5. Travel Expenses Reimbursed by Others – It is not permissible for any travel 
expenses to be paid by a vendor or prospective vendor. This includes site 
visits or other travel to inspect a vendor’s product. Travel expenses incurred 
by a City employee may be paid by a professional association or other group 
when the employee is performing a service for that group (i.e. teaching, 
speaking, etc.). 
 

6. Travel Advances – All travel and cash advances must be approved in advance 
by the employee’s Department Director (or designee). Any out of state travel 
must be approved by the City Manager. 

 
7. Combination of Business and Personal Travel – If an employee combines 

personal activities with a business trip, then all additional expenses incurred 
due to the personal activities (hotel room days, airport parking days, meals, 
additional airfare, etc.) must be excluded from the employee’s request for 
reimbursement. 
 

8. Authorization – Authorization for travel expenses are based on the established 
“Levels of Authority.” All travel-related business expenses should be 
approved in advance in order to avoid situations where an employee incurs 
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travel-related expenses that will eventually not be approved by the employee’s 
supervisor. 

 
D. Business Meals and Entertainment 

1. The City will reimburse employees for the cost of business meals and 
entertainment expenses when a valid business purpose exists for the 
expenditure and appropriate authorizations are obtained. 
 

2. Meal and entertainments expenses which may qualify for reimbursement 
include: 

a. Business meals with representatives of outside entities where 
necessary City business is transacted; 

b. Meals and entertainment for employees and/or Active Staff members 
with no outside individuals present where a specific business purpose 
exists and such expenditure is approved by the Department Director or 
City Manager; and 

c. Meals and entertainment for persons associated with various city 
boards where the purpose is to fulfill the City’s obligation to 
participate officially as a citizen of the community in improving its 
economic, social, and cultural well-being. 
 

3. Since drinking of alcoholic beverages while conducting official city business 
is contrary to city policy, it is not allowed at public, outside business lunches. 
 

4. Approvals for business meals and entertainment expenses are based on the 
“Levels of Authority.” When possible, advanced approval should be obtained 
for meal/entertainment expense reimbursement in order to avoid situations 
where it is determined retrospectively that a particular meal/entertainment is 
not for a proper business, purpose, and therefore reimbursement is denied. 

 
E. Other Expenses 

1. The city will reimburse the following expenses incurred by employees on 
local assignments: 

a. Necessary parking fees incurred while away from the employee’s 
usual place of work on city business; and 

b. Cost associated with the business use of a personal automobile as 
outlined in this policy. 
 

2. Other expenses will be considered for reimbursement if made for the clear 
benefit of the City and if the employee is required to make the expenditure in 
order to properly carry out his/her job responsibilities. Reimbursement of 
expenses will include sales taxes which the employee is required to pay. 
 

F. Spouse Travel/ Business Expenses 
1. Generally, the city will not reimburse employees for any portion of expenses 

related to an employee’s spouse or other family member on a business trip. In 
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such cases, the employee must break out expenses related to spouse 
travel/business expense (airline fare, double occupancy cost of a hotel room, 
portion of meals, etc.) so that the city does not reimburse an employee for 
such costs. 
 

G. Reporting Travel Expenses 
1. Actual expenses must be reported using the City of Brenham Travel and 

Expense Report form available on the City’s internal website. The form 
allows for a daily accounting of reimbursable expenses. 
 

2. Employees who must use their personal vehicles to travel to a training 
destination further than their designated work location or other city locations 
and/or facilities will be reimbursed the current IRS rate. Reimbursement will 
be made only for the difference in miles from the normal work location to the 
further training location. To compute the amount to be reimbursed multiply 
the number of business-related miles driven by the per mile allowance rate 
established by the Internal Revenue Service as indicated on the Travel and 
Expense Report form. 

 
3. When an employee charges airline tickets to his/her personal credit card, the 

original passenger coupon showing the credit card number must be submitted 
for reimbursement. If an employee purchases an airline ticket and later 
changes plans because of scheduling conflicts resulting in a penalty, such 
penalty will be reimbursable to the employee by the city if a written 
explanation from the employee’s supervisor concerning the employee’s 
schedule conflict is provided. Airline tickets purchased directly by the city 
should not be recorded on the city Travel and Expense Report. 

 
4. The original rental contract must be submitted when an employee rents an 

automobile. The employee must also explain, on the Travel and Expense 
Report, why the rental of an automobile is the most cost-effective mode of 
ground travel or is necessary for business purposes. Additional insurance 
coverage provided by car rental companies are not reimbursable. 

 
5. Receipts documenting all travel-related expenditures should be submitted with 

the Travel and Expense Report. Reimbursement for expenses will be denied if 
appropriate documentation is not submitted. Acceptable forms of 
documentation include: itemized credit card receipt, a copy of the cancelled 
check (front and back), or official receipt including date of service, name of 
the vendor, and total cost. 

 
6. Itemized hotel bills must be submitted with the Travel and Expense Report. 

Only amounts related to hotel room costs (including applicable taxes) should 
be reported under “Lodging.” Other costs on the itemized hotel bill (e.g. 
meals, parking, telephone, etc.) should be broken out and reported under other 
expense with any necessary justification. Personal entertainment expenses 
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(e.g. in-room movies, pay television, dry cleaning and laundry, health club 
and spas, etc.) not incurred for necessary business purposes are not 
reimbursable to an employee. 

 
7. Expenditures for meals during out-of-town travel must be recorded at the 

lesser of the actual cost of the meal or the following Maximum Meal 
Allowances established each fiscal year. Tips are not included in the 
Maximum Meal Allowances and must be reported separately on the Travel 
and Expense Report under “Other expenses.”  Tips should be reasonable and 
not exceed 20% of total bill.  The Maximum Meal Allowances may not be 
combined to create a Maximum Daily Allowance. Itemized receipts are 
required to be submitted with the Travel and Expense Report for all meals 
qualifying for reimbursement, regardless if the actual cost or the Maximum 
Meal Allowance is claimed. Reimbursement will be declined without an 
itemized receipt. 

 
8. Business meals, as defined under section B.2., will be reimbursed at the actual 

cost of the meal. The employee is required to demonstrate good judgment and 
represent reasonable cost to the city. 

 
9. When an employee travels to a foreign country and pays expenses in a foreign 

currency, the expenses must be converted and reported in U.S. dollars on the 
Travel and Expense Report.  

 
H. Reporting Business Meals and Entertainment Expenses 

1. Reimbursement of business meals and entertainment expenses must be 
requested on the City of Brenham Travel and Expense Report form. For 
business meals or entertainment, the information must be completed in 
sufficient detail to clearly document:  

a. The specific business purpose of the meal/entertainment; 
b. The names of all persons attending the meal/entertainment;  
c. The names or organizations represented by persons attending the 

meal/entertainment; 
d. Date of the meal/entertainment; 
e. Place of the meal/entertainment; 
f. Type of meal (e.g. breakfast, lunch or dinner) or entertainment; and 
g. The amount of reimbursement due to the employee. 

 
2. Reimbursement for business meals/entertainment expenses must be made 

through the City of Brenham Travel and Expense Report and may not be 
made through a check request or petty cash. 

 
I. Business Expense Report Submission 

1. Reimbursement of all expenses will be based on actual cost to the employee 
requesting reimbursement. A valid itemized receipt clearly showing the date 
of service, vendor name, and total cost must be provided for all expenditures. 
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All receipts must be taped, in an orderly fashion, to one or more blank, white, 
8 1/2 by 11 sheet(s) of paper and stapled behind the Travel and Expense 
Report. 
 

2. If an employee received an approved advance then such advance must be 
reported on the City of Brenham Travel and Expense Report form and 
included in determining the amount of reimbursement due to the employee. If 
the employee did not spend the full amount of the advance, the employee must 
remit the excess funds and attach to the Travel and Expense Report form. All 
advances must be settled before an employee receives reimbursement for 
additional travel or business expenses. Authorized expenses in excess of 
advanced funds received will be reimbursed with proper approval. Excess 
advance funds which are not returned will be considered taxable income to the 
employee and included in their W-2 wages. 

 
3. An employee should complete the City of Brenham Travel and Expense 

Report form for which the employee incurred reimbursable expenses. Such 
form must be submitted within ten (10) business days upon return to work. 
Any expenses submitted more than 90 days after the incurred expense, must 
be approved by the Finance Director. 

 
4. Approval of the City of Brenham Travel and Expense Report must be in 

accordance with the established “Levels of Authority.” As such, in no 
instances may an employee approve his/her own Travel and Expense Report. 

 
5. Once the Travel and Expense Report is properly approved, the form should be 

forwarded directly to the Accounts Payable Department. An approved form 
should never be returned to the employee requesting reimbursement because 
of the potential for subsequent modification after approval is obtained. 

 
6. The Accounting Department will process expense reimbursement checks to an 

employee in a timely manner. When a Travel and Expense Report is received 
by the Accounts Payable Department with proper documentation and 
approvals, a check will be issued with the next payable processing cycle. The 
employee or the employee’s supervisor will be notified that the check is ready 
to be picked up. 

 
7. The Accounts Payable Department, which is responsible for processing 

payments under this procedure, may request specific authorization for 
reimbursement of expenditures which are not addressed by the procedure. 

 
J. Expenses Not Covered in Policy 

1. The City Manager’s approval must be obtained prior to any expenditure of 
funds for items or charges which are not specifically addressed in this policy. 
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K. Compliance 
1. Abuse of this policy, including falsifying expense reports or submitting false 

claims, will result in disciplinary action, up to an including termination of 
employment. 

  

61



   
DISCIPLINE / SEPARATION OF SERVICE 

EMPLOYEE APPEALS OF DISCIPLINARY ACTIONS 
 

 
The City provides employees with a process for appealing certain disciplinary actions to the City 
Manager's office to ensure that a final resolution is reached in a timely and equitable manner.   
 
Appealable Matters.  The following types of disciplinary actions are appealable to the City 
Manager under this policy:  
 
  Unpaid suspension of 1 day or 1 shift or more;  
  Demotion; or  
  Discharge. 
 
These are the only disciplinary actions subject to appeal.  Appeals of any other types of 
disciplinary actions must be resolved at the department level.  
 

 
Appeals Process.  All disciplinary appeals subject to this Appeal Process must be written and 
submitted to the Human Resource Office on the City's Employee Disciplinary Appeal form.  The 
appropriate portion of the Appeal form must be fully completed by the employee before the 
appeal will be considered.  Any documentation that supports the appeal must be attached to the 
Appeal form, including: a copy of the disciplinary action; copies of relevant policies, rules or 
regulations allegedly violated; who was involved in the action and when it occurred; the adverse 
disciplinary action taken; the remedy sought; and any other information or documentation 
relevant to the appeal. 
 
Employees appealing a disciplinary action to the City Manager or his designee  may elect either 
an informal hearing or a formal appeal hearing.  This choice must be indicated on the Appeal 
Form when the employee submits it. 

 
Informal Hearing   The City Manager or his designee will review the employee's 
appeal and meet with the employee and supervisor and/or Department Head in an 
informal setting without attorneys or representatives.  The employee and the 
Department must submit a written statement of relevant issues and any additional 
supporting documentation to the City Manager or his designee 3 days prior to the 
scheduled hearing. 
 
Formal Hearing   The City Manager or his designee will convene a formal 
hearing for the purpose of considering documentary evidence, as well as 
testimony from the employee and other involved personnel, including relevant 
witnesses. The employee and the Department Head must submit a written 
statement of relevant issues along with a list of witnesses and any additional 
supporting documentation seven (7) calendar days prior to the scheduled hearing. 
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The City Manager or his designee will determine if any of the listed witnesses 
will be permitted to testify, based upon their relevance to the issue at hand.  Both 
the employee and the Department Head may be represented by an attorney or 
advisor during the proceedings. The formal rules of evidence will not apply to the 
appeal hearing. All hearings will normally be scheduled to convene and end 
within two consecutive business days.  All involved parties should schedule 
accordingly to insure that the hearing will end within the two-day timeframe. The 
City Manager or his designee’s decision is final.  
 

Time Limit for Filing Appeals.  The employee must file his/her appeal within 5 business days 
of receipt of the disciplinary action.  An employee’s failure to appeal within the 5-business day 
deadline results in the decision becoming final. 
 
Scheduling Appeal Meetings/Hearings.  The Human Resource Office will attempt to schedule 
disciplinary appeals with the City Manager within 10 business days of receipt of the appeal.   
 
Where to file an appeal.  All appeals of discipline permitted under this Appeals Policy, shall 
be filed with the Human Resource Office.  
 
Witnesses. Requests for other employees to participate in an appeal hearing must be included 
in the written Statement of Relevant Issues that is submitted to the City Manager. The Human 
Resource Office will coordinate attendance of witnesses who are employees of the City.  
Employee witnesses who participate in an appeal hearing will be limited to those whose 
participation takes place during their regular work schedule.  The City Manager or his designee 
has the discretion to require employees, who are not scheduled to work at the time of the hearing, 
to participate in the hearing. 
 
Written Decision. The City Manager or his designee will provide the appealing employee with a 
written decision within 10 business days of the conclusion of the appeal meeting or hearing. The 
Human Resource Manager or Assistant Human Resource Manager may extend this time limit.  
The written decision will be attached to the employee's original appeal form.  The decision will 
normally include the following: 
  

(a) Recap of details of the incident(s) giving rise to the appeal; 
(b) Reference to any applicable rules, regulations, policies, procedures, laws, etc., 

relevant to the appeal; and  
(c) The decision along with the appropriate action to be taken, if any. 

 
 
Time Limitations 
 
Time limits outlined in this policy shall be considered a maximum with every effort made to 
expedite the process.  The limits may be redefined at any step if both parties agree in writing.  If 
either party cannot agree, the Human Resource Manager shall have the discretion to change the 
time limits. 
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EMPLOYEE CONDUCT AND WORK RULES/DISCIPLINARY ACTION 
  
 
To ensure orderly and productive operations and provide the best possible work environment, the 
City requires employees to follow rules of conduct that will protect the interests and safety of the 
City, its citizens and employees.  
 
Progressive Discipline.  In certain instances, the City will use a progressive disciplinary system.  
The City is not obligated to use all of the progressive disciplinary steps available to it, and may 
begin the disciplinary process at any level, up to and including immediate discharge, depending 
upon the severity of the conduct, the employee’s work performance and prior disciplinary 
history, the employee’s length of service, and any mitigating circumstances.  Depending on the 
circumstances of each individual case, disciplinary action may consist of one or more of the 
following: 
 Oral warning     
 Letter of counseling    

Written reprimand    
Probation     

 Suspension (without pay)   
 Demotion     
 Discharge     

 
 
Documentation.  All forms of discipline, other than oral warnings, must be documented and will 
be  placed  in  the employee’s  personnel  file.  In  the  event  an  employee  is  discharged,  the 
supervisor shall forward a copy of the dismissal to the Human Resource Department, who shall 
forward a copy of the dismissal to the City Manager.  The Supervisor will also make a 
recommendation concerning the possible rehiring (or not rehiring) of the person in the future. 
 
 
Supervisory Responsibility.  All employees with the responsibility and authority to supervise 
and direct employees under their control shall administer departmental and City of Brenham 
policies and procedures within their scope of authority; document their subordinates' job 
performance, conduct, and behavior as appropriate; properly conduct evaluations of subordinates 
in a timely manner; discipline their subordinates as required under their departmental and/or City 
policies and procedures as well as address performance appeals submitted to them as provided by 
policy in a professional manner, in an attempt to resolve such issues at the lowest possible 
supervisory level.   
 
Review by Human Resource Manager.  Any proposed disciplinary action in excess of a 
written reprimand must be reviewed by the Human Resource Manager prior to being given to the 
employee.  This applies to both probationary and non-probationary employees. 
 
Appeal Rights.  Where a disciplinary action involves a suspension of 1 day (or 1 shift) or more, 
demotion and/or termination, the employee will normally be given an opportunity to respond to 
the allegations prior to disciplinary action being taken.  (See Employee Appeals of Disciplinary 
Actions)  Positions classified as Director level and above are employed at the will and pleasure 
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of the City Manager and may appeal any type of disciplinary action only to the City Council.  
Probationary employees likewise have no right of appeal for disciplinary action taken against 
them. 
 
 
Prohibited Activities.  Disciplinary action will be imposed for violations of City or 
departmental policies and procedures, codes of conduct, rules and regulations, either written or 
verbal. In addition, acts which are not specifically addressed in policies and procedures, codes of 
conduct, and rules and regulations, yet may adversely affect the City or put the health and safety 
of fellow employees, citizens or other third parties, at risk, may also result in disciplinary action. 
It is impossible to list all the forms of behavior that are considered unacceptable in the 
workplace.  The following are some examples of conduct that will likely result in disciplinary 
action, up to and including termination of employment: 
 
Theft or inappropriate removal or use of City property or other property not belonging to  
the employee 
 
Falsification of timekeeping or other records, including employment application 
 
Working under the influence of alcohol or illegal drugs or legal drugs with adverse side effects  
 
Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the 
workplace, while on duty, or while operating City-owned equipment 
 
Violation of City’s policy regarding sexual or other unlawful harassment 
 
Interfering with work schedules or another employee’s ability to work 
 
Misuse of City telephones, including cell phones, computers, mail systems, etc. 
 
Excessive or unscheduled absenteeism, tardiness in reporting for work or returning from  
lunch and breaks or absence without notice and/or approval 
 
Violation of smoking/tobacco use policy 
 
Violation of safety or health rules and failure to immediately report an on-the-job injury/accident 
 
Profanity, abusive language, or racial slurs 
 
Unauthorized disclosure of confidential information 
 
Violation of any provision of the City Charter 
 
Violation of City or departmental policies, codes of conduct, rules and procedures 
 
Coercion, intimidation, or threats against citizens, supervisors, co-workers, City officials, or 
others 
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Making or publishing false, vicious, or malicious statements about the City, or a City employee 
or citizen, or others 

 
Unsatisfactory performance or conduct 
 
Inefficiency, incompetence or neglect of duty 
 
Fighting, provoking or instigating a fight, or threatening violence  
 
Disruptive activity in the workplace 
 
Engaging in a work stoppage 
 
Conduct which results in waste or damage of a co-worker’s, City, or citizen-owned property 
 
Failure to follow prescribed safety rules and operating procedures 
 
Insubordination or other disrespectful or unprofessional conduct 
 
Discourteous treatment of the public 
 
Possession of weapons on City time, City premises, or while on City business (except for 
licensed peace officers required to carry a weapon as part of their job duties) 
 
Violation of local, state or federal law 
 
Conviction of a felony, including reasonable belief employee has committed a crime under Texas 
Penal Code or Class A or B misdemeanor, or repeated conviction of Class C misdemeanor 
charges 
 
Failure to timely return to work upon conclusion of authorized leave or disciplinary suspension 
 
Outside employment that conflicts with, or potentially conflicts with, City interests 
 
Acceptance of payment of any kind for activities related to City Employment except as provided 
in Gift policy 
 
Failure or refusal to follow lawful orders 
 
Sleeping on the job (except for Fire Department personnel who are governed by applicable Fire 
Department Rules and Regulations) 
 
Dishonesty, including misrepresentation during the hiring process 
 
Failure to follow policies and procedures described in other sections of the Policies Handbook, 
departmental policies or other policies and procedures issued by the City Manager or his 
designee 
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An accumulation of minor infractions 
 
Felonies and Misdemeanors.  Employees must immediately notify their supervisor and/or 
Department Director if they are arrested, charged, indicted, convicted, receive deferred 
adjudication, or plead nolo contendere to any misdemeanor or felony.  Employees who do not 
drive as a part of their job duties with the City are not required to report minor traffic violations.  
In most instances, the City will conduct its own investigation and take appropriate action.  An 
employee arrested, charged, or indicted for a felony or misdemeanor, or accused by information 
of official misconduct or other serious criminal violation may be placed on administrative leave 
(with or without pay) until the charge, indictment or information is dismissed or fully 
adjudicated without trial, and if tried, until the trial and appeal (if any) are completed and all 
related administrative matters are concluded but such leave will be limited to not longer than six 
months.  Such a determination will typically be made by the Department Director and the Human 
Resource Manager.  An employee on administrative leave may, in the City’s sole discretion, be 
reinstated to the position held before being placed on administrative leave (if available), if the 
indictment or information is dismissed, the employee is acquitted, or the conviction is reversed 
on appeal. 
 
Disciplinary Conference.  A disciplinary conference will be scheduled prior to the imposition of 
a disciplinary suspension of 1 day (or 1 shift) or more, demotion or termination.  The Department 
Director, the affected employee, the Human Resource Manager  and anyone else deemed 
necessary by the Department Director typically attend the disciplinary conference.  During the 
conference, the affected employee will be given an opportunity to present an explanation of the 
conduct leading up to the proposed disciplinary action.  Employees will be given advance notice 
of the conference.  Employees may, in the City’s sole discretion, be placed on administrative 
leave prior to, during, or after the disciplinary conference.  The employee will be notified of the 
City’s determination following the conference. 
 
Administrative Leave.    During an investigation into alleged offenses or violations of City 
policies, the City may, in its sole discretion, place the employee on administrative leave.  The 
leave may be with or without pay, and may be charged to available accrued leave if authorized 
by the City Manager. 
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EMPLOYEE CONDUCT 

ATTENDANCE AND WORK HOURS 
 

Regular Work Hours.  Nonexempt employees of the City, except for Fire and Police 
Department Personnel, normally work 40 hours in a seven-day workweek.  Exempt employees 
may be required to work in excess of 40 hours in certain weeks.  The employee’s work week 
begins at the beginning of the assigned shift on Monday and ends at the end of the assigned shift 
the following Monday   
 
The regular workday for office-based personnel normally begins at 8:00 a.m. and ends at 5:00 
p.m., although employees in some departments may have different work hours.  For example, 
most nonexempt Fire Department personnel work a 48-hour shift every fifth day, based on a 28-
day, 212 hour work cycle.  In times of disaster or emergency, working hours shall be determined 
by the City Manager. 
 
Adjustment to Work Hours.  In order to assure the continuity of City services, it may be 
necessary for Department Heads to establish operating hours for their departments.  Work hours 
and work shifts must be arranged to provide continuous service to the public.  Employees are 
expected to cooperate when asked to work overtime or a different schedule.  Acceptance of work 
with the City includes the employee’s acknowledgement that changing shifts or work schedules 
may be required, and includes that he/she will be available to do such work.        
 
Meal Periods.  Full-time employees (excluding most Police, Fire, Central Communications, 
Water Treatment, and Wastewater Treatment Department employees) are normally provided a 
one-hour unpaid meal break near the middle of the workday.  Meal periods may be staggered by 
the Department Head in order to minimize departmental interruption.  Supervisors will provide 
employees with the starting and ending times for their specific meal periods.  Employees will be 
relieved from work responsibilities during unpaid meal breaks.  Employees may not extend meal 
breaks beyond their assigned period. 
 
 
Attendance Records.  Employees are expected to be at their workstations and ready to work at 
their scheduled start time.  Nonexempt employees are required to record the number of hours 
worked each day 
 
Attendance and Punctuality.     To maintain a safe and productive work environment, the City 
expects employees to be reliable and punctual in reporting to work.  Absenteeism and tardiness 
are disruptive and place a burden on the City and on co-workers.  Either may lead to disciplinary 
action, up to and including termination of employment.  In the rare instance when an employee 
cannot avoid being late to work or is unable to work as scheduled, the employee must personally 
notify his/her supervisor as soon as possible in advance of the anticipated tardiness or absence in 
accordance with Departmental procedures.  The employee must disclose to his/her supervisor the 
reason for the absence or tardiness and the date and time of his/her anticipated arrival.  For 
absences of a day or more the employee must personally notify his/her supervisor on each day of 
his/her absence unless the supervisor expressly waives this requirement or the employee has 
furnished a doctor’s statement covering the period of absence.   
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In most instances, an employee who fails to properly notify his/her supervisor in advance of an 
absence or tardy will be subject to disciplinary action up to and including termination of 
employment.  An employee who fails to notify the City of an absence of three days or more may 
be presumed to have voluntarily resigned his/her employment.         
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CELL PHONE USE IN THE WORKPLACE 
 

 
The City recognizes that many employees bring cell phones to work. Cell phones may belong to 
the employee or be provided for the employee’s use by the City.  The use of personal cell 
phones, including those with a texting, camera and/or video playing capability is not permitted 
during work time without a supervisor’s approval.  Employees who are permitted by a 
supervisor to use a personal cell phone while at work must not allow cell phone use to become 
disruptive or interfere with their own or a co-worker’s ability to do their jobs.  Employees who 
use cell phones to violate City policy, including the City’s Sexual and Other Unlawful 
Harassment Policy, will be subject to disciplinary action. 

 

Employees with City-issued cell phones are allowed to use City cell phones for personal 
phone calls.   

 
Except in emergency circumstances, employees should not use a cell phone while operating a 
motor vehicle, including both making and receiving phone calls and texting.  All employees 
must, when asked by the City, consent to a request to provide the City access to all cell phone 
and text message records used for City business purposes.  Employees using City-issued cell 
phones have no expectation of privacy in cell phone calls, pictures, or text messages on these 
phones.  
 
 
PUBLIC INFORMATION ACT 
 
Employees are advised that records related to calls and text messages made and received on City 
owned cell phones or business calls made on personal cell phones are public information.  
Information related to telephone numbers called, length of call, and time and date of call as well 
as the text message itself may be obtainable through the Texas Public Information Act, except in 
narrowly defined circumstances. 
 
MONITORING OF CELL PHONE CALLS 
 
Employees should be aware that cell phone calls are not secure and can be monitored.  It is a 
crime for a third party to intentionally monitor cell phone conversations without the consent of 
one of the parties to the conversation.   
 
Inadvertent monitoring of private cellular conversations is possible.  Caution should be used 
whenever confidential or sensitive information must be discussed on a City-provided cell phone. 
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CITY PROPERTY/EQUIPMENT USE 
 

 
The City attempts to provide employees with adequate tools, equipment, vehicles and facilities 
for the City job being performed, and the City requires all employees to observe safe work 
practices and lawful, careful and courteous operation of vehicles and equipment.  Any City-
provided safety equipment must be used at all times. 
 
From time to time, the City may issue various equipment or other property to employees, e.g., 
credit cards, keys, tools, security passes, manuals, written materials, telephone cards, uniforms, 
mobile telephones, computers, and computer-related equipment.  Employees have no expectation 
of privacy of information stored in City issued equipment, such as phone logs and text messages.  
Employees are responsible for items formally issued to them by the City, as well as for items 
otherwise in their possession or control or used by them in the performance of their duties.  At 
the time of issuance, employees may be required to sign certain forms or other documentation 
evidencing their receipt of property and/or equipment and authorizing a payroll deduction for the 
cost of lost, damaged, or unreturned items and acknowledging no privacy expectation in 
electronically stored documents.  In addition to payroll deductions, the City may take any other 
action it deems appropriate or necessary to recover and/or protect its property. 

 
Employees must notify their supervisor immediately if any vehicle, equipment, machine, tool, 
etc. appears to be damaged or defective, or in need of repair.  The appropriate supervisor can 
answer questions about an employee’s responsibility for maintenance and care of equipment 
used on the job.  The improper, careless, negligent, destructive, or unsafe use or operation of 
equipment will likely result in disciplinary action, up to and including termination of 
employment.   
 
Personal Use Prohibited. City property, materials, supplies, tools, equipment or vehicles may 
not be removed from the premises or used for personal business without prior written approval 
by the Departmental Director or the Department Head. 
 
Tobacco Use Prohibited.  The use of all tobacco products (including smokeless) is prohibited 
while operating and/or being a passenger in City owned vehicles and/or equipment.  
 
Vehicle Allowance.    An employee may be given a monthly allowance for consistently using 
such employee’s own vehicle for City business if the use is deemed necessary by the City 
Manager.  The amount of the allowance shall be determined by the City Manager. 
 
Take Home Vehicles.  A City vehicle may be assigned to a position or employee when it is 
more economical than payment of a car allowance or mileage reimbursement.  To be eligible for 
assignment of a take-home vehicle, an employee must be subject to emergency call back during 
off duty hours to locations other than the employee's normal work station.  City-owned vehicles 
may be used only for City business, except as otherwise specifically authorized by department 
policy approved by the City Manager.  
 
 No alcoholic beverages are allowed in City vehicles   
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If approved by the City Manager, use of a City-owned vehicle may be included within a contract 
of employment and may be exempt from this policy.  
 
The City's vehicles are classified as either "exempt" or “non-exempt" as prescribed by law.  
Employees to whom a "non-exempt" vehicle is assigned for take-home will likely incur a federal 
income tax liability for the fringe benefit of commuting to and from work.  Most pickups, vans 
and automobiles are classified as "non-exempt" vehicles.  Police and fire vehicles used by 
employees on call 24-hours are normally exempt from the fringe benefit tax liability. 

 
Use of City Vehicles.  City-owned or leased vehicles may only be used for official City business 
unless exceptions are provided elsewhere.  City-owned or leased vehicles may only be driven by 
authorized City employees.  If an employee drives his/her own, or a City-owned, rented or leased 
vehicle on the job or while carrying out City-related business, the employee must comply with 
the following: 
 
• Drivers must have a valid State of Texas driver’s license appropriate for the vehicle operated, 

must maintain a satisfactory driving record, and must inform their supervisor of any change 
in status. 

 
• Always observe all posted laws and speed limits. 
 
• Always wear seat belts when the vehicle is in operation. 
 
• No passengers other than City employees or others on City business may ride in a City 

vehicle unless otherwise approved in advance by the Department Director. 
 
• No personal use of City-provided vehicles is allowed without the prior, specific approval of 

the Department Director. 
 
• All maintenance and use records for City vehicles must be completed as directed by the 

employee’s supervisor. 
 
• Report any broken, missing, or worn parts, tires, etc., or any needed maintenance of City 

vehicles to the appropriate supervisor immediately. 
 
• All drivers must be eligible for coverage under the City’s insurance policy. 
 
• Drivers covered by Department of Transportation regulations must comply with them at all 

times. 
 
• At no time may an employee under the influence of alcohol or drugs (illegal or legal with 

adverse affects) drive a city vehicle or a personal vehicle while conducting city business. 
 
• Employees involved in an accident while operating a city vehicle, or while operating a 

personal vehicle on city business, must immediately notify the proper law enforcement 
agency (if applicable) and the appropriate supervisor, department head, director, and/or city 
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manager.  Accident reports, along with any law enforcement report, must be filed by the 
employee with the department head and Human Resource Manager.   

 
The City may, at any time, check the driving record of a City employee who drives as part of 
his/her job duties to determine that he/she maintains the necessary qualifications as a City driver.  
Employees agree that they will cooperate in giving the City whatever authorization is required 
for this purpose.   

 
The above is not a complete and exhaustive list of vehicle use policies.  Violations of any of the 
specific items listed, as well as the improper, careless, negligent, destructive, or unsafe use or 
operation of a vehicle, may result in disciplinary action, up to and including termination of 
employment. 

 
Personal Property.    All employees shall be solely responsible for their personal property at all 
times. 
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CONFIDENTIAL INFORMATION 
 
Employees may use confidential information only in the normal course of city business. 
 
Confidential information includes, but is not limited to, financial, personnel and personal 
information on customers, prospective customers, suppliers of goods and/or services, employees 
and applicants except as provided by the Public Information Act, an action of the City Council, 
reporting to a state or federal agency or an order of a court of law. 
 
In no event may confidential information be changed or made available to individuals outside the 
City organization without the approval of the City Council.  In all cases, there must be adherence 
to current laws. 
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CONFIDENTIALITY OF MEDICAL INFORMATION 
 
Federal law requires that the City maintain all employee medical information in separate, 
confidential files. Therefore, in addition to personnel files, the City maintains a separate medical 
file for each employee. The Human Resource Manager maintains these confidential medical 
files. 

 
Examples of information that may be provided to the City by an employee’s health care provider, 
and maintained in the confidential medical file, include: 
 • a note to justify an absence; 

• a note to request a leave; 
• a note to verify the employee’s ability to return to work; 
• medical records to support a claim for sick pay or disability benefits; 
• insurance records; and 
• workers’ compensation records. 

 
It is important that employees understand that the records are confidential but that the 
confidentiality may be waived when the employee provides medical information to his/her 
supervisor or the Human Resource Manager.  When an employee provides information to his/her 
supervisor, the supervisor is expected to share the information only on an “as needed” basis to 
other members of management. 
 
In addition to protecting their own confidential medical information, employees must also 
respect the privacy and confidentiality of their coworkers’ medical information.  Employees are 
expected to use discretion and judgment when dealing with such information and are to refrain 
from passing along information, gossip, rumors or anything else that may constitute an invasion 
of a coworker’s privacy or breach of confidence.   
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DRESS, APPEARANCE AND UNIFORMS 
 

Employees must, at all times, dress appropriately and professionally and present a clean and neat 
appearance while at work and while representing the City or conducting City business.  The City 
allows business casual dress in the work place year-round, in accordance with this policy. 
Department Heads and Directors are strongly encouraged to allow their employees to participate 
in business casual dress, as practical. Department Heads, Directors and supervisors are 
responsible for enforcing this policy in their respective departments in order to maintain 
acceptable dress and appearance. 
 
Employees must remember that they are professionals 100% of the time and are dressing for 
business, not for pleasure.  Attire must always reflect a professional business attitude and 
presence.  Police and Fire Department employees may be covered under Departmental policies 
regarding appropriate dress and appearance. 
 
Standards for Work Attire: 

• Sweat-shirts, sweat pants, or shorts of any type are not acceptable unless approved as 
part of a uniform or a special casual wear or festive occasion is declared by City 
management.  

• Footwear appropriate to the job should be worn. Flip flops generally are not 
acceptable footwear. 

• T-shirts are not acceptable unless considered as part of a uniform. 
• No more than two (2) earrings in each ear may be worn provided the earrings are not 

unprofessional in appearance.  Men are not to wear earrings. 
• Men: Knit shirts with collar, banded collar shirts, short sleeve or dress shirts without a 

tie are acceptable.  All shirts are to be tucked in unless specifically designed to be 
worn outside trousers. 

• If caps or hats are worn, they should be City-issued or approved.  
 
The following are inappropriate: 

• Provocative or revealing attire including  body-hugging, see-through, or excessively tight 
fabrics; 

• Bare shoulders or tank tops; 
• Clothing with unclear or obscene messages or that endorses alcohol, tobacco products, 

drugs, pornography, or offensive material of any kind;  
• Wrinkled, ripped and tattered clothing; 
• Visible tattoos which could be deemed offensive;  
• Nose rings/studs, eyebrow rings/studs, tongue studs or similar type facial jewelry or teeth 

grills (hip hop grillz, etc.), 
 
Hair.  Hair styles and hair colors must be appropriate to the employee’s position and extremes of 
any type are unacceptable.  For example, green hair, mohawk style haircuts, and severely spiked 
hair are not allowed.  Hair, including facial hair, must be clean and neatly groomed at all times.   
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Uniforms.  The City supplies many departmental personnel with appropriate uniforms.  
Uniforms must be clean and neat.  City-owned or authorized uniforms may not be used outside 
of work, for personal use or by any third party.  City uniforms may be used by City employees in 
connection with outside employment only with the Department Head’s prior written 
authorization. 
 
Employees who are provided with uniforms are required to wear their uniforms when on duty 
and keep them in good, clean and serviceable condition.  An employee must wear the entire 
uniform when on duty.  No part of the uniform shall be worn when off duty, except to and from 
work. 
 
When an employee terminates, uniforms and any other City equipment which the employee has 
been issued must be returned in good condition before final pay will be authorized.    
Enforcement.  In all cases, the City will make the determination as to acceptable dress, 
appearance and grooming.  Employees should direct questions about appropriate appearance or 
dress to the Department Head, Director, or the Human Resource Manager.   
 
Employees in violation of this policy may be sent home. Under such circumstances, nonexempt 
employees will not be paid for work time missed, and exempt employees will be required to 
make up the work time missed.  Employees whose grooming or personal appearance violates this 
policy may be disciplined, up to and including termination of employment.  
 
The Director, with approval of the City Manager’s office, may make departmental exceptions to 
this policy when deemed necessary for business reasons or may implement a more restrictive 
dress and appearance policy. 
  

Comment [SN4]: We are not deducting value 
from employee’s final check. 

Deleted: The cost of lost or damaged City property 
and unreturned uniforms will be deducted from the 
employee’s final pay check.  ¶
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DRIVER'S LICENSE  
 
The City requires that every employee who operates a City owned [or leased] vehicle, or who 
drives a privately owned vehicle while carrying out job duties, must maintain a current valid 
Texas driver's license and an acceptable driving record as determined by the City.  
 
Driving records will be checked prior to employment and periodically throughout the course of 
employment by the Human Resource Office.  Applicants and employees are required to provide 
the City with any authorizations necessary for the City to perform such a check.   
 
Driving records will be based on the following assignment of points: 
 

• Two (2) points for a moving violation of the traffic laws of Texas or another state or 
political subdivision therein during the three (3) years prior to hire or current driving 
record evaluation. 

 
• Three (3) points for a moving violation of the traffic laws of Texas or another state or 

political subdivision therein during the three (3) years prior to hire or current driving 
record evaluation that resulted in an accident. 

 
• Ten (10) points for a violation of the traffic laws of Texas or another state or political 

subdivision therein during the seven (7) years prior to hire or current driving record 
evaluation for each occurrence resulting in a conviction of but not limited to:  

o Driving While Intoxicated or Under the Influence (DWI, DUI) 
o Aggravated Assault with a Motor Vehicle 
o Criminal Negligent Homicide 
o Involuntary Manslaughter 
o Refusal of Alcohol or Drug Test 
o Other Convictions listed on Tables IV and V of the Texas School Bus Driver’s 

Driving Record Evaluation 
 
Ten or more points is considered excessive and will result in failure to hire in the case of 
prospective employees and will likely result in disciplinary action, up to and including 
termination, of an active employee.  In certain instances 3 or fewer moving traffic violations in 
an 18 month period may also be considered excessive. 
 
Police and Fire Departments may have stricter standards imposed. 
 
When a special classification of driver's license is required to operate City equipment, it is the 
employee’s responsibility to maintain the required license. 
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DRUG AND ALCOHOL USE POLICY 
 
It is the desire of the City to provide a drug-free, healthful, and safe workplace. To promote this 
goal, employees are required to report to work in appropriate mental and physical condition to 
perform their jobs in a satisfactory and safe manner. 
 
Prohibition Against Alcohol and Illegal and Unauthorized Drugs.  While on City premises, 
while on duty, while conducting City-related business or other activities off premises, while 
driving a City-owned or leased vehicle, or while operating or using other City-owned or leased 
property or equipment, no employee may use, possess, distribute, sell, or be under the influence 
of alcohol (except under the limited circumstances described below), inhalants, illegal drugs, 
including drugs which are legally obtainable but which were not legally obtained, and prescribed 
or over-the-counter drugs which are not being used as prescribed or as intended by the 
manufacturer. 
 
Prohibition Against Illegal and Unauthorized Drug-Related Paraphernalia.  This policy also 
prohibits the use, possession, distribution and sale of drug-related paraphernalia while on City 
premises, while on duty, while conducting City-related business or other activities off premises, 
while driving a City-owned or leased vehicle, or while operating or using other City-owned or 
leased property or equipment.  Drug-related paraphernalia includes material and/or equipment 
designed for use in testing, packaging, storing, injecting, ingesting, inhaling or otherwise 
introducing illegal or unauthorized drugs into the body. 
 
Permitted Use of Prescribed and Over-The-Counter Drugs.    The legal use of prescribed and 
over-the-counter drugs is permitted while on City premises, while on duty, while conducting 
City-related business or other activities off premises, while driving a City-owned or leased 
vehicle, or while operating or using other City-owned or leased property or equipment only if it 
does not impair an employee's ability to perform the essential functions of the job (or operate the 
vehicle, property or other equipment) effectively and in a safe manner that does not endanger the 
employee, citizens or other individuals in the workplace.  Examples of impairment include, but 
are not limited to, drowsiness, dizziness, confusion, or feeling shaky. 
 
Prohibited Use of Alcohol.  The use of alcohol by a City employee during a business lunch is 
prohibited even though the person with whom the employee is having lunch may be consuming 
alcohol.  At no time may an employee under the influence of alcohol drive a City-owned or 
leased vehicle or operate or use other City-owned or leased property or equipment.  Further, an 
employee on duty or conducting City business, including City-related business entertainment, 
may not drive his or her own personal vehicle while under the influence of alcohol.  No 
employee in his or her work-related capacity should ever be impaired because of the excessive 
use of alcohol.  Absent specific approval by the City Manager, City employees may not bring 
alcoholic beverages on City premises, including parking lots adjacent to City work areas, and 
may not store or transport alcohol in a City-owned or leased vehicle. 
 
Fire and Police Department Employees.  Certain City Fire and Police Department employees 
may be required to be in possession of alcohol and/or drugs in carrying out their job duties.  Such 
employees will be exempted from certain portions of this policy under certain limited conditions.  
Additional guidelines may be established by Police and Fire Department operating procedures.   
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Mandatory Disclosure by Employees.  Employees taking prescription medication and/or over-
the-counter medication must report such use to either their Department Head or to the Human 
Resource Manager if there is a reasonable likelihood the medication will impair the employee's 
ability to perform the essential functions of his or her job (or operate a vehicle, property or other 
equipment, if applicable) effectively and in a safe manner that does not endanger the employee, 
citizens or other individuals in the workplace.  Examples of impairment include, but are not 
limited to, drowsiness, dizziness, confusion, or feeling shaky. 
 
On-Call Employees.  Employees scheduled to be on call are expected to be fit for duty upon 
reporting to work.  Any employee scheduled to be on call, who is called out, is governed by this 
policy.   Sometimes, an employee who is not scheduled to be on call may nevertheless be called 
out.  If this or any other situation occurs where the employee called out is under the influence of 
drugs and/or alcohol, such that reporting to work would result in a violation of this policy, the 
employee must so advise the appropriate supervisor on duty.  The employee will not be required 
to report to work. 
 
Mandatory Reporting of Arrests.  Employees must notify their immediate supervisor and the 
Human Resource Manager, in writing, of any criminal drug and/or alcohol- related arrest, for a 
violation occurring off duty and/or in the workplace no later than 24 hours after the arrest.  
Employees must notify their immediate supervisor or the Human Resource Manager within 24 
hours of the occurrence of any change in status of driver’s license because of such arrest.   
 
Mandatory Reporting of Convictions.  Employees must notify their immediate supervisor and 
the Human Resource Manager, in writing, of any criminal drug and/or alcohol-related conviction 
(including a plea of nolo contendere) or deferred adjudication, for a violation occurring off duty 
and/or in the workplace no later than five calendar days after the conviction. 
 
Off-Duty Conduct.   The City may take disciplinary action, up to and including termination of 
employment, if an employee’s off-duty use of or involvement with drugs or alcohol is damaging 
to the City’s reputation or business, is inconsistent with the employee’s job duties, or when such 
off-duty use or involvement adversely affects the employee’s job performance. 
 
Rehabilitation/Treatment.   
 

1. It is the City’s desire to assist employees who voluntarily request assistance with their 
alcohol or drug dependency.  For City support and assistance, however, an employee 
must acknowledge his or her problem and seek and accept counseling and/or 
rehabilitation before it impairs his or her job performance and/or jeopardizes his/her 
employment. 

 
2. Employees with drug or alcohol problems that have not resulted in, and are not the 

immediate subject of, disciplinary action may request approval to take a leave of absence 
to participate in a rehabilitation or treatment program.  (An employee may not enroll in a 
rehabilitation or treatment program in lieu of disciplinary action.)  The leave of absence 
may be granted in the City’s sole discretion. Factors considered by the City in deciding 
whether to grant leave include: the length of the employee’s employment with the City; 
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the employee’s prior work and disciplinary history; the employee’s agreement to abstain 
from the use of the problem substance and follow all other requirements of the 
rehabilitation/treatment program; the reputation of the program and the likelihood of a 
successful outcome; the employee’s compliance with City policies, rules, and 
prohibitions relating to conduct in the workplace; and the resulting hardship on the City 
due to the employee’s absence. Unless otherwise required by law, it is the City’s policy 
to grant such a leave of absence only once during the course of an employee’s 
employment with the City.  Note:  Under certain conditions, treatment for substance 
abuse may be covered under the City’s Family Medical Leave Act Policy.   

 
 

3. The cost of any rehabilitation or treatment may be covered under the City’s group health 
insurance policy.  In any case, the employee is responsible for all costs associated with 
any rehabilitation or treatment program.  

 
4. During time off for a City-approved rehabilitation or treatment program, the employee 

must use any available vacation leave, sick leave, compensatory time off, or other 
accrued paid leave time.  If the employee has no paid time off available, the time away 
from work will be unpaid.    Where applicable, any time off for rehabilitation or treatment 
under this policy will also be designated as leave under the City’s Family and Medical 
Leave Act policy. 

 
5. If the employee successfully completes his or her prescribed rehabilitation or treatment, 

the City will make reasonable efforts to return the employee to his or her prior position or 
one of similar pay and status.   However, employment with the City following a City-
approved leave for rehabilitation or treatment is conditioned on the following: 

 
Initial negative test for drugs and/or alcohol before returning to work; 

 
A written release to return to work from the City-approved rehabilitation or treatment 
facility/program; 

 
Periodic and timely confirmation of the employee’s on-going cooperation and successful 
participation in any follow-up or ongoing counseling, testing, or other treatment required 
in connection with the City-approved rehabilitation or treatment program, if applicable; 

 
In addition to any testing required in connection with the employee’s ongoing treatment 
or follow-up to treatment, all employees who participate in rehabilitation or treatment 
under this section will also be required to submit to periodic and/or random testing by the 
City during the two years following the employee’s return to work following treatment;   

 
The employee must sign a formal written agreement to abide by the above conditions, as 
well as any other conditions deemed appropriate by the Human Resource Manager.  The 
employee must meet with the Human Resource Manager to discuss the terms of his or her 
continued employment and sign a formal agreement before returning to work. 

 
6. This policy will be administered in accordance with the City’s Family Medical Leave Act    

policy when applicable. 
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Policy Violations.  Violations of this policy will generally lead to disciplinary action, up to and 
including immediate termination of employment and/or required participation in a substance 
abuse rehabilitation or treatment program.  The Police and Fire Departments may have stricter 
disciplinary rules regarding violation of this policy.  Employees with questions or concerns about 
substance dependency or abuse are encouraged to discuss these matters with their supervisor or 
the Human Resource Manager to receive assistance or referrals to appropriate resources in the 
community. 
 
TESTING 
 
Types of Tests.  Testing may include one or more of the following: urinalysis, breathalyzer, 
intoxilyzer, or other generally-accepted testing procedure.   
 
Testing of Applicants.  All applicants to whom a conditional offer of employment has been 
made will be required to submit to testing for illegal and unauthorized drugs.  A positive test 
result, refusal to test, or attempts to alter or tamper with a sample or any other part of the test, 
will render the applicant ineligible for consideration of employment or future employment with 
the City.  
 
Testing of Employees.   
 

1. Employees may be tested for alcohol and/or illegal and unauthorized drugs after a 
workplace injury or accident or “near miss,” when reasonable suspicion exists, or in 
connection with any required treatment or rehabilitation  The City will conduct random 
testing on employees holding safety-sensitive positions.   

Employees (and certain volunteer personnel) of the City of Brenham performing safety 
sensitive or security sensitive functions are subject to random drug and/or alcohol testing, 
including but not limited to the following: 
a) Any employee who is required to have a Commercial Driver’s License (CDL) as part 

of their job description or job duties. 
b) All employees that drive City vehicles or drive personal vehicles on City business. 
c) All Employees that operate heavy equipment and machinery. 
d) All employees whose duties include, without limitation, inspecting, maintaining, 

repairing, constructing, testing, monitoring, operating and responding to emergencies 
involving the City’s electric, gas, water and wastewater utility systems and associated 
facilities. 

e) All police officers, including reserve police officers. 
f) All firefighters, including volunteer firefighters. 
g) All animal control officers. 
h) All employees that work in the proximity of motor vehicle powered equipment, 

machinery, or with potentially hazardous or dangerous tools and materials or areas 
(e.g. at heights or in confined spaces). 

i) All employees who as part of their job description or job duties make decisions or 
judgments in a managerial or code enforcement capacity which might impact the 
health, safety or welfare of City employees, residents, or the general public. 

Deleted: .  The City may conduct random 
testing on employees not assigned to DOT testing 
groups at the rate of 10% of the Non-DOT 
workforce, including part-time employees, each 
quarter beginning January 1 of each year.

Comment [SN5]: Revision – removing 10% of 
employees, only safety-sensitive 
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j) Lifeguards. 
2. Police and Fire Department employees are also subject to any applicable 

Departmental rules and regulations regarding illegal and unauthorized drug and 
alcohol testing. 

 
3. For purposes of this policy, reasonable suspicion is a belief based on articulable 

observations (e.g., observation of alcohol or drug use, apparent physical state of 
impairment, incoherent mental state, changes in personal behavior that are otherwise 
unexplainable, deteriorating work performance that is not attributable to other factors, 
a work-related accident or injury, evidence of possession of substances or objects 
which appear to be illegal or unauthorized drugs or drug paraphernalia) sufficient to 
lead a supervisor to suspect that the employee is under the influence of illegal or 
unauthorized drugs or alcohol.  Supervisors who refer an employee for reasonable 
suspicion testing must document the specific factors that support reasonable suspicion 
testing (e.g., the who, what, when, where of the employee’s behavior and other 
symptoms, statements from other employees or third parties, and other evidence 
supporting the reasonable suspicion testing).  

 
4. Tests will be paid for by the City.  To the extent possible, testing will normally be 

done during the employee’s normal work time. 
 

5. Any employee who refuses to be tested, or who attempts to alter or tamper with a 
sample or any other part of the testing process, will be subject to disciplinary action 
up to and including termination.  

 
6. An employee who is tested for reasonable suspicion will be placed on paid 

administrative leave until test results are received. 
 

7. A positive test result is a violation of the City’s Drug and Alcohol Use Policy and 
may result in disciplinary action up to and including termination of employment. Any 
employee who is terminated for violation of the City’s Drug and Alcohol Use Policy 
is ineligible for future employment with the City.  

 Consequences of a Positive Alcohol Test.  An employee who is tested and has an 
alcohol concentration of 0.04 or greater will be removed from job functions and will 
be terminated.  An employee who is tested and has an alcohol concentration of .02 
to.039 will not be permitted to perform job functions for a minimum of 24 hours and 
will be disciplined, up to and including termination.  If the employee is not 
terminated, then he/she will receive a mandatory referral to a substance abuse 
professional.  Any non-compliance with the treatment recommendations of the 
substance abuse professional will result in disciplinary action, up to and including 
termination.  (The employee will be placed on administrative leave without pay 
during the treatment period.  That employee may use accrued sick leave or other 
accrued leave during the treatment period as applicable.) 

 Consequences of a Positive Drug Test.  An employee will be removed from all job 
duties and placed on unpaid administrative leave if he/she tests positive for drugs.  
The removal cannot take place until the MRO has interviewed the employee and 

Deleted: ¶
¶

83



determined that the positive test resulted from the unauthorized use of a controlled 
substance.  A confirmed positive drug result will result in termination of employment. 

 

DOT AND GAS DEPARTMENT EMPLOYEES/APPLICANTS SUBJECT TO TESTING.   
City employees who drive a commercial motor vehicle (CMV) requiring a Commercial Driver’s 
License (CDL) as part of their job duties are subject to alcohol and drug testing as required by 
the U.S. Department of Transportation (DOT) and the Federal Motor Carrier Safety 
Administration and as outlined in this policy.    The employee’s supervisor or the Human 
Resources Manager will advise the employee if he or she is subject to DOT testing and the terms 
of this policy.  Employees who are not required by DOT to hold a CDL are not subject to this 
policy.  Applicants for employment for a position requiring a CDL are also subject to testing 
under this policy. 
Employees covered by this policy are also required to comply with the City’s Drug and Alcohol 
Use Policy.  In other words, this DOT Drug and Alcohol Policy is in addition to, not in lieu of, 
the provisions of the City’s general Drug and Alcohol Use Policy.  DOT tests will be completely 
separate from non-DOT tests in all respects.  DOT tests take priority and will be conducted and 
completed before a non-DOT test is begun.   All drug and alcohol testing performed under this 
DOT Policy will comply with applicable DOT procedures.  If this policy conflicts with DOT 
regulations in any way, the DOT regulations will govern. 
Employees subject to DOT Drug and Alcohol Testing Policies will receive a separate policy 
manual applicable to FMCSA and/or RSPA procedures. 
 
Testing Procedures. 
 
1. All testing must normally be authorized in advance by both the employee’s Department 

Director and the Human Resource Manager.  If the Department Director is unavailable 
within a reasonable period of time, the Human Resource Manager may, in her sole 
discretion, authorize the testing of an employee.  If the Human Resource Manager is 
unavailable within a reasonable period of time, the Department Director may, in his or 
her sole discretion, authorize the testing of an employee.  For reasonable suspicion 
testing, testing may not be authorized without the supervisor’s documentation of the 
articulable factors which led him or her to suspect that the employee is under the 
influence of illegal or unauthorized drugs or alcohol.  Testing should be arranged as soon 
as possible after the supervisor’s articulable observations but within 2 hours of 
observation for alcohol and within 32 hours of observation for drug abuse. 

 
If an employee’s conduct resulted in a work place accident, injury or “near miss,” or 
reasonable suspicion exists to believe that the employee has violated the City’s Drug and 
Alcohol Use Policy, the employee will be provided with transportation to the testing 
facility.  A supervisor or other designated City representative may be required to stay 
with the employee during the testing process.  The City may, in its discretion, reassign 
the employee or put him or her on administrative leave until the test results are received. 

 
The City will make arrangements to have the employee transported home after the 
testing.   
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3. All substance abuse testing will be performed by an approved laboratory or healthcare 

provider chosen by the City.  All positive test results will be subject to confirmation 
testing. 

 
4. Test results will be maintained in a confidential file separate and apart from the 

employee’s personnel file.  Any medical-related information will be confidential and 
accessible only by the Human Resource Manager; supervisors and managers on a need to 
know basis, including those who have a need to know about: 
• necessary restrictions on the work or duties of an employee and any necessary 

accommodation;  
• first aid and safety personnel when appropriate; 
• government officials; 
• insurance companies as may be necessary to provide health or life insurance to 

employees; 
• by court order or 
• as otherwise legally mandated; and as necessary to protect the interests of the City.  
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ELECTRONIC MAIL (E-MAIL) POLICY 
 
Intent 
The purpose of this Policy is to establish management direction, guidelines, and requirements 
with regard to the use of, access to, and disclosure of, electronic mail messages sent or received 
by employees, vendors, consultants or other people who have access to the City of Brenham’s 
Electronic Messaging System.  
 
Responsibility For Implementation 
Every employee, vendor, consultant, or other person authorized to have access to the City of 
Brenham’s Electronic Messaging Systems Policy, is personally responsible for compliance with 
this Policy.  
 
Scope 
This policy applies to all City of Brenham departments. 
 
The security, control, and etiquette associated with the use of electronic mail is the responsibility 
of all mail users, regardless of their position within the city. In order to protect the assets of the 
City of Brenham and protect the rights of the individuals, please read and follow the following 
standards. 
 
INTERNAL electronic mail is secure from access by most users.  However, City of Brenham 
management reserves the right to monitor or access electronic mail messages at any time without 
notice for any purpose including protecting against theft.   
 
EXTERNAL electronic mail (i.e., transmitted over the public Internet) is NOT a secure 
environment.  Any messages transmitted over the Internet can potentially be intercepted, read, 
modified or destroyed by unauthorized or unintended recipients. 
 
Policy 
Under no circumstances should any employee expect any privacy while utilizing the City of 
Brenham’s Electronic Mail System.  Electronic Mail ONLY; use of groupware messaging 
systems, and instant messaging is strictly prohibited.  City of Brenham-account Internet mail 
(e.g., ci.brenham.tx.us) are the property of the City of Brenham and are intended primarily for 
business purposes.  
 
 
 
Using an Electronic Mail Account Assigned to Another Individual 
Employees must not use an electronic mail account assigned to another individual to either send 
or receive messages.  Employees must not attempt to access another’s electronic mail account 
unless specifically authorized. 
 
Personal Use of Electronic Mail Systems 
Electronic mail messages can be subpoenaed and introduced as evidence in court.  Also, City of 
Brenham email accounts used by public officials may be subject to Freedom of Information Act 
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requests by the public and as such, care should be taken when sending mail from these accounts.  
Electronic mail systems are intended to be used primarily for business purposes.   
 
Misuse of the Electronic Mail Systems 
Misuse of the electronic mail systems is a serious offense and can be grounds for disciplinary 
action up to, and including termination.  Misuse includes any message content and attachments 
that violate the City of Brenham’s Code of Conduct Policies including, but not limited to: 
 

• Chain letters 
• Betting pools 
• Unauthorized employee solicitations 
• Misrepresenting City of Brenham 
• Copyrighted material 
• SPAM Mail 
• Offensive humor 
• Ethnic, racial, religious or other slurs. 
• Slanderous remarks about colleagues, clients, or vendors 
• “Flaming” or other types of electronic mail harassment 
• Unauthorized computer virus warnings 
• Pornographic Material and/or Sexually Explicit Material 

 
 
Virus Warnings 
All company-wide computer virus warnings must originate from the City of Brenham IT 
Department.  Any employee who receives a virus warning must contact the Network Security 
Administrator or the Information Technology Department to check its validity. 
 
NO individual employee will send out a virus warning to all City of Brenham employees. 
 
 
SPAM Mail 
“SPAM” e-mail is generally defined as an unsolicited mailing that is widely distributed to many 
people.  SPAM e-mails may sometimes be sent as a "reply" that repeats endlessly.  SPAM e-
mails are messages that are sent to you (or a distribution list including yourself) in which you are 
unfamiliar with the sender, subject, or "purpose" of why you have received the message.   
 
DO NOT respond to SPAM e-mails. Most unsolicited e-mail will offer to remove your address 
from their mailing list by responding with the word remove in the subject field. Experience has 
shown that this is often a ploy to validate that your e-mail account is active.  Responding to the 
e-mail automatically puts you on another mailing list as a confirmed valid e-mail address. Please 
do not try to remove yourself from these types of lists. 
 
 
Monitoring 
Employees should have no expectation of privacy when using the City of Brenham Electronic 
Mail Systems. The City of Brenham reserves the right to monitor or access all electronic 
messaging systems belonging to the City of Brenham. 
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The Network Security Administrator or other appropriate Information Technology employee 
may monitor e-mail and Internet use.  Suspected instances of excessive or inappropriate use will 
be reported to the appropriate Department Director, City of Brenham’s Network Security 
Administrator, other management, or the Human Resource Department, as appropriate. 
 
Enforcement 
The employees and supervisors of the various City of Brenham departments are responsible for 
the enforcement of this policy.  Violations of this Policy could result in adverse employment 
consequences, up to and including termination.  
 
Related Policies  
This policy supersedes any related policy or document previously in existence in any department. 
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EMPLOYEE SAFETY 
 
The City is interested in your safety and well-being.  Accordingly, the City has developed safety 
rules and regulations.  Each and every employee is required to obey safety rules and to exercise 
caution in all work activities.  From time to time you will be updated and reviewed on safety 
procedures in an effort to increase your awareness of the importance of safety on the job.  You 
can do much to prevent accidents and injuries by obeying the safety rules of your job, by 
remaining alert, and by THINKING SAFETY at all times.  If you see something that you believe 
is an unsafe act or an unsafe condition, you should immediately report it to your supervisor or to 
management at once.  
 
The following safety rules apply at all times, and some departments may mandate and specific 
job descriptions may contain additional operational safety guidelines.  Each employee must be 
familiar with such rules, and apply them at all times.   
 

• Use prescribed protective equipment such as eye protection, hearing protection, hard 
hats, safety shoes, gloves, shields, etc. when those items are appropriate to the task 
being performed. 

 
• Smoke only during designated times in authorized outside areas. 

 
• Walk, do not run.  Wipe spills and pick up fallen objects and debris.  Keep floor 

surfaces clear of hazards and other obstacles, electric cords, etc.   
 

• For your comfort and safety, wear shoes with non-slip soles, in good condition and 
with enclosed toes.  Steel-toed shoes must be worn if assigned by supervisor.  Do not 
wear sandals, sneakers, moccasins or tennis shoes on any job site where feet could be 
injured. 

 
• Personal protective equipment (PPE) must be worn as directed by departmental 

procedures. 
 

• To avoid back injuries, use correct lifting methods.  Get someone to help you with 
heavy (or difficult to handle) items. 

 
• Be aware of sharp tools.  Use safety devises where provided, and do not alter or 

remove them in any way.    Report hazards to management immediately. 
 

• Know where Material Safety Data Sheets (MSDS Sheets) are located in your 
department and how to read and interpret them. -  MSDS sheets provide valuable 
information about various chemicals and other agents that you may encounter in your 
work.  They will explain possible reactions to exposure, and steps you should take if 
it occurs.  Review this information from time to time.   

 
• Fire - Be alert for causes and report smoke, heat or unusual odors immediately.  Alert 

other people in the area to the possibility of danger in order to evacuate, if necessary.  
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Try to verify the location and call 911.  Use proper portable extinguishers for small 
fires.   

 
• Follow all rules regarding operation of motor vehicles including wearing of seat belts 

at all times while operating vehicle.  
 

• Do not put fingers, hands, feet or clothing in moving machinery. 
 

• Do not carry items in a manner that obscures your vision. 
 

• Do not block access to fire extinguishers. 
 

• Do not touch open or loose electrical circuits. 
 

• Report unusual vibrations, smells, or noises coming from equipment. 
 

• Do not wear rings or jewelry while operating machinery. 
 

• Do not perform maintenance or repairs on running equipment. 
 

• Do not remove or alter warning tags or safety devices. 
 

• Never leave nails or spikes protruding from planks or boards. 
 

• Perform routine maintenance at all scheduled intervals. 
 

• Do not use compressed air for cleaning clothing or floors. 
  

Deleted: the Fire Department or 
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Accident Reporting 
 
All accidents and injuries, however slight or seemingly inconsequential, must immediately be 
reported to the appropriate supervisor or the Human Resource Manager.  Failure to report any 
accident or injury within 24 hours of its occurrence may lead to disciplinary action, up to and 
including termination of employment. Such reports are necessary so that the City can remain in 
compliance with applicable laws and begin workers’ compensation benefit procedures where 
appropriate.  
 
Employees who violate safety standards, who cause or exacerbate hazardous or dangerous 
situations, or who fail to report or, where appropriate, correct such situations, will likely be 
subject to immediate disciplinary action, up to and including termination of employment. 
 
 
 
ACCIDENTS INVOLVING CITY EQUIPMENT OR VEHICLES 
 
Any employee involved in an accident while operating City equipment or vehicles shall report 
the accident immediately to his/her supervisor and to the proper law enforcement agency.  
The employee must immediately complete an accident report, no matter how minor the damage 
is to the vehicle, and submit to his/her supervisor and to the Human Resource Manager.  
 
Drivers must obey all traffic rules and regulations prescribed by law and use every reasonable 
safety measure to prevent accidents.  No one under the age of 18 may operate 
a City vehicle.  Wearing of seat belts is mandatory. 
 
Any traffic fines imposed upon a City employee while operating a City vehicle will be the 
personal responsibility of the employee and not the City.  Any employee involved in any type of 
accident involving City equipment may be disciplined if, upon investigation, it is determined that 
the employee was negligent or through carelessness or recklessness contributed to the cause of 
the accident.  
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GIFTS 
 
The City strives to treat employees, citizens and individuals conducting business with the City in 
a fair and equitable manner.   An employee (and his/her relatives and significant others) may not 
receive any income or other material gain from anyone outside the City for services provided by 
the employee in the performance of his or her job with the City.  Individual City employees are 
prohibited from soliciting, accepting or agreeing to accept any gift, gratuity, favor, benefit or 
anything else of value from any person, organization, or other entity who has done business, is 
doing business, or seeks to do business, with the City.  However, an employee who accepts the 
following will not be in violation of this policy: 
 

• an award publicly presented in recognition of public service 
• an occasional meal where public business is discussed 
• tee-shirts, caps and other similar promotional material 
• any gift which would have been offered or given to the employee even if the employee 

were not a City employee 
• door prizes received through random drawings  
• Tickets to sporting events, brief trips, golf tournaments and the like when accompanied 

by the donor. 
 
Routine food coupons, frequent flier awards, discounts and other promotional items awarded to 
employees while carrying out City business may be accepted by employees and will not be 
considered a violation of this policy due to the administrative difficulty and cost involved in 
recapturing the discount or award for the City.  If the item is non-routine, or of more than 
minimal value, the employee must check with his or her supervisor to see if the item should be 
returned, or in the alternative, turned over to the City. 
 
Employees may not give their supervisor or anyone else in City management any gift or other 
item of more than a minimal value.  If offered, supervisors may not accept such gifts or other 
items.  Giving and accepting cards, food items (such as cakes and cookies) or token gifts for 
birthdays, Bosses’ Day, holiday celebrations, bereavement or similar events is not a violation of 
this policy. 
 
The City takes this policy very seriously and violations may result in disciplinary action up to 
and including termination of employment.  Any questions regarding the prohibitions imposed by 
this policy generally, or in connection with a specific situation, should be directed to the Human 
Resource Manager. 
 
Minimal value is normally considered to be $50 or less. 
 
Solicitation of funds or anything of value for a designated purpose approved by the City of 
Brenham, such as funds raising for construction or renovation of City buildings or programs, 
shall not be considered a violation of this policy.  No employee may be required to make any 
contribution nor may an employee be penalized in any way concerning his or her employment 
according to his or her response to such a solicitation. 
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INTERNET ACCESS POLICY 
 
Intent 
The purpose of this Policy is to: 
  

1. Establish technology standards. 
2. Enhance the effectiveness and productivity of the City of Brenham’s personnel 

through coordinated, well-planned and efficient use of the Internet. 
3. Secure microcomputer devices, mainframe platforms, network resources and 

confidential information and data, both stored and transmitted, against theft, misuse 
and unauthorized access. 

 
Responsibility For Implementation 
Every employee, vendor, consultant, or other person authorized to have access to the City of 
Brenham’s Internet, is personally responsible for compliance with this Policy. This Policy must 
be distributed to all contractors and agents of the City of Brenham and adherence to this Policy 
written into their contracts. 
 
Scope 
This Policy applies to all City of Brenham departments. 
 
This Policy covers all usage of the Internet including, but not limited to; access to the World 
Wide Web (WWW), Internet e-mail, file transfers (uploading and downloading) and postings to 
USENET news groups, CHAT rooms or other message facilities. 
 
Enforcement of this Policy is the responsibility of the employees and supervisors of the various 
departments within the City of Brenham.  Review and management of security technologies are 
the responsibility of the City of Brenham’s Network Security Administrator, including 
monitoring of Internet access logs for appropriate business use.   
 
Policy 
Access to the Internet is provided for City of Brenham business use; however, any non-business 
activity may be conducted at the discretion of the Department Head. 
 
As a city asset, responsible use of Internet access privileges is a basic condition of employment, 
and helps to ensure a secure and non-hostile work environment.  Employees are expected to use 
Internet resources in pursuit of legitimate City of Brenham business interests directly related to 
their job responsibilities.  This requires employees to exercise good judgment consistent with the 
City of Brenham’s Code of Ethics. 
 
Employee Use Guidelines  
The following is prohibited by all users: 

• Violations of copyright laws and licensing agreements. 
• Accessing, downloading, uploading, viewing, e-mailing, storing, interacting, purchasing 

or printing material that could be considered inappropriate, offensive or violate the City 
of Brenham’s Code of Ethics or other Human Resources policies.  This includes but is 
not limited to: 
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• Pornographic and/or Sexually Explicit Material 
• Terrorism 
• “Hate” groups 
• “Hacker” information 
• Illegal drugs 
• Offensive or threatening language 
• Tasteless and Offensive Material 
• Gambling sites 

• Accessing Proxy sites will only be allowed on a case by case basis as these sites are typically 
used to circumvent security measures. 

• Disclosure of any information that is proprietary restricted, or company confidential is 
prohibited. 

• Use of any communication program that does not create an archive record is prohibited. 
• Instant messaging is prohibited. 
• This prohibition does not apply to organizations or service providers with message boards to 

receive and reply to business related queries.  In the event that entities with which the City of 
Brenham conducts business or receives services that interact with their customers via a 
method prohibited by this policy, a special dispensation will be granted to the Department 
Head and an assistant to access the sites providing an archive record is created of the 
exchange. 

• Protect your workstation and other employees on the City of Brenham network environment 
while accessing the Internet by: 

• Downloading information only from reputable sources. 
• Verifying with the City of Brenham’s Network Security Administrator any virus warnings or 

other suspicious information received from the Internet. 
• Streaming audio/video will be permitted based upon bandwidth availability which will be 

strictly monitored by the Information Technology Department and regulated accordingly.  
Employee Accountability 
Each Internet user is responsible for understanding and complying with this Policy.  All Network 
Security procedures are applicable to employees accessing their City of Brenham Internet 
account from non-City of Brenham locations.  
 
City Of Brenham Management Responsibility 
City of Brenham local management is responsible for ensuring all Internet users are aware of 
their responsibilities as described in this Policy.  Managers must review this policy with their 
subordinates.   
 
Internet Access  
All Internet access from the city network will only be through authorized Internet gateways.  The 
Network Security Administrator approves all authorized Internet gateways.  Firewalls at these 
gateways will be managed and monitored by City of Brenham’s Network Security 
Administrator. 
 
Any access to the Internet from an official company location or on company assets, using 
facilities other than the approved gateways, is strictly prohibited.   
 
Monitoring 
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Employees should have no expectation of privacy when using the City of Brenham Internet 
Systems.  
 
The City of Brenham management reserves the right to monitor access and usage of the Internet 
for any reason and without warning.  The City of Brenham’s Network Security Administrator 
currently tracks and logs all Internet traffic passing through the City of Brenham firewalls.  
Monitoring includes, but is not limited to: 

• Name of Employee accessing the Internet 
• Name of PC accessing the Internet 
• All Web sites visited 
• Time spent on the Internet 
• Files transmitted to and from the Internet 
• Source of incoming electronic mail 
• Destination of outgoing electronic mail 
• Full text of all e-mail messages 

 
The Network Security Administrator or other appropriate Information Technology employee 
may monitor Internet use.  Suspected instances of excessive or inappropriate use will be reported 
to the appropriate Department Director, City of Brenham’s Network Security Administrator, or 
other management as appropriate. 
 
Enforcement 
Violations of this Policy could result in adverse employment consequences, up to and including 
termination.  
 
Deviations  
There may be exceptional needs where a deviation from the city standard is necessary to 
facilitate a critical business function. Deviations from a standard will require submission of a 
legitimate business case and require the approval of the department’s senior management and the 
Assistant City Manager. The request to deviate from the standard is subject to review and 
approval by the City of Brenham Information Technology Department. Any deviation from 
standards will be signed and retained by Network Security Administrator.  Deviations will be 
reviewed and renewed annually, at a minimum. 
 
Related Policies  
This policy supersedes any related policy or document previously in existence in the City of 
Brenham. 
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PRIVATE TELEPHONE 
 
  
All supervisory personnel and service personnel must have a telephone number at which they can 
be reached during off-hours. 
 
 

Deleted: No reimbursement shall be made to the 
employee for use of such employee’s private 
telephone¶

Comment [SN6]: Delete 
We pay stipends for employee’s use of personal cell 
phone for city business 
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OUTSIDE AND SELF-EMPLOYMENT 
 

 
City employees may engage in outside or self-employment provided they receive prior written 
approval from their Department Director on the City’s Outside Employment Form.  Department 
Directors and “direct reports” to the City Manager must receive written approval from the City 
Manager prior to engaging in outside or self-employment.   
 
Employees may not accept outside or self-employment that conflicts with the effective 
performance of the employee while on duty with the City, or conflict in any way with the best 
interests of the City.  Other outside activities, such as volunteer activities, that might similarly 
distract from an employee’s ability to perform his or her job with the City are also prohibited. 
 
Upon approval of outside or self-employment, the employee shall execute an Agreement that 
such employee waives all rights to sick leave, or any other time off, in the event such employee 
is unable to perform the duties as an employee of the City because of accident, injury, or illness 
resulting from performance on another job. 
 
An employee will not be covered by the City's workers’ compensation insurance while working 
for another employer or while self-employed unless the employee is required to perform official 
City employment activities while engaged in such outside or self-employment. 
 
Approval for outside or self-employment as set out in this policy does not authorize an employee 
on FMLA leave, sick leave, disability leave, workers’ compensation leave, or an unpaid leave of 
absence, to engage in any outside or self-employment.  Under no circumstances may an 
employee on FMLA leave, sick leave, disability leave, workers’ compensation leave, or an 
unpaid leave of absence, engage in outside or self-employment, as defined in this policy, unless 
expressly authorized in writing by the Department Director and the Human Resource Manager. 
 
For purposes of this policy, outside or self-employment includes a job, activity, or enterprise 
(including self-employment) which constitutes a form of employment or business outside the 
responsibilities of employment with the City.  This policy is not intended to cover volunteer 
work with a non-profit organization, such as United Way, Girl Scouts, American Heart 
Association, faith based activities, athletic organizations or similar activities where compensation 
is neither expected nor paid in the ordinary course of operations. 
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SEARCHES 
 
The City may conduct unannounced searches or inspections of the work site, including but not 
limited to City property used by employees such as vehicles, lockers, file cabinets, desks, and 
offices, computer and electronic files including cell phone logs and text messages, whether 
secured, unsecured or secured by a lock provided by the employee.  Employees have no 
expectation of privacy in personal information stored on City-supplied equipment, such as cell 
phones and computers or in other personal items brought onto City property.  If reasonable 
suspicion exists, the City may also conduct unannounced searches or inspections of the 
employee’s personal property located on City premises, including vehicles parked on City 
parking lots.  NOTE: The City’s authority to conduct unannounced searches is not limited to 
situations involving reasonable suspicion of possession and/or use of drugs/alcohol. 
 
All searches must be authorized and conducted under the direction of the Human Resource 
Manager.  Employees who refuse to cooperate with a search may be subject to disciplinary 
action up to and including termination. 
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SEXUAL AND OTHER UNLAWFUL HARASSMENT 
 
The City is an equal opportunity employer. Employment discrimination on the basis of race, 
religion, color, sex, national origin, age, disability, marital status, veteran status, citizenship, or 
any other characteristic protected by law, is prohibited. All City employees are entitled to a 
workplace free of unlawful harassment by management, supervisors, co-workers, citizens, and 
vendors.  City employees are also prohibited from harassing citizens, vendors, and all other third 
parties. 
 
Sexual Harassment.  One form of unlawful discrimination is sexual harassment.  Unwelcome 
sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual 
nature constitutes sexual harassment when: 
 

• submission to such conduct is made either explicitly or implicitly a term or 
condition of an individual's employment, or 

 
• submission to or rejection of such conduct by an individual is used as a basis for 

employment decisions affecting such individual, or 
 

• 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. 

 
Sexual harassment may include a range of subtle and not so subtle behaviors and may involve 
individuals of the same or different gender.  Conduct prohibited by this policy includes, but is 
not limited to sexual advances; requests for sexual favors; sexual jokes and innuendo; verbal 
abuse of a sexual nature; commentary about an individual’s body, sexual prowess, sexual 
preference, or sexual deficiencies; leering, whistling, or touching; insulting or obscene comments 
or gestures; display in the workplace of sexually suggestive objects or pictures; and other 
physical, verbal, or visual conduct of a sexual nature. 

 

Other Prohibited Harassment.  In addition to the City’s prohibition against sexual harassment, 
harassment on the basis of any other legally protected characteristic is also strictly prohibited.  
This means that verbal or physical conduct that singles out, denigrates, or shows hostility or 
aversion toward someone because of race, religion, color, national origin, age, disability, veteran 
status, citizenship, or any other characteristic protected by law is also prohibited.  Prohibited 
conduct includes, but is not limited to, epithets, slurs and negative stereotyping; threatening, 
intimidating, or hostile conduct; denigrating jokes and comments; and writings or pictures, that 
single out, denigrate, or show hostility or aversion toward someone on the basis of a protected 
characteristic.  Conduct, comments, or innuendoes that may be perceived by others as offensive 
are wholly inappropriate and are strictly prohibited.  This policy also prohibits sending, showing, 
sharing, or distributing in any form, inappropriate jokes, pictures, comics, stories, etc., including 
but not limited to via facsimile, e-mail, and/or the Internet.  Harassment of any nature, when 
based on race, religion, color, sex, national origin, age or disability, will not be tolerated.  This 
policy applies to City employees, citizens, vendors, and other visitors to the workplace. 
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Mandatory Reporting.  The City requires that employees report all perceived incidents of 
harassment, regardless of the offender’s identity or position.  Any employee who observes or 
otherwise learns of possible harassment in the workplace or who feels that he or she has been 
subjected to conduct prohibited by this policy must report it immediately to:  

• his or her Department Director; 
• the Human Resource Manager; 
• the Assistant City Manager; or 
• the City Manager. 

 

Any supervisor, manager, or Department Director who becomes aware of possible conduct 
prohibited by this policy must immediately advise his/her Department Director and /or the 
Human Resource Manager.  The complaint may be made in writing to the Human Resource 
Manager. 

Under this policy, an employee may report to and/or contact the Human Resource Manager 
directly, without regard to the employee’s normal chain of command and provide the following 
information: 
 
Name 
Title 
Work address 
Telephone number 
Pager or cell phone 
E-mail 
Complaint 
 
Voice messages or e-mails may be left at any time. 

In addition, the City encourages employees who believe they are being subjected to conduct 
prohibited by this policy and who feel comfortable doing so, to promptly advise the offender that 
his or her behavior is unwelcome and request that it be discontinued.  Often this action will 
resolve the problem. 
 
Investigation.  All reports of prohibited conduct will be investigated promptly by management 
in as confidential a manner as possible.  The investigation may include individual interviews 
with the parties involved and, where necessary, with individuals who may have other relevant 
knowledge.  All employees are required to cooperate with the investigation.  
 
Retaliation Prohibited.  Retaliation against employees who make a good faith charge or report 
of prohibited conduct or who assist in a complaint investigation is prohibited.  Acts of retaliation 
must be reported immediately as set out above.   
 
Responsive Action.  Misconduct constituting harassment or retaliation will be dealt with 
appropriately.  Discipline, up to and including dismissal, will be imposed upon any employee 
who is found to have engaged in conduct prohibited by this policy.  Likewise, disciplinary action 
will be imposed in situations where claims of prohibited conduct were fabricated or exaggerated. 
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SOCIAL MEDIA 
 
 
POLICY 
 
An employee’s use of social media, both on and off duty, must not interfere with or conflict with 
the employee’s duties or job performance, reflect negatively on the City or violate any City 
policy. The intent of these standards is to regulate the creation and distribution of information 
concerning the City, its employees and citizens through electronic media, including, but not 
limited to online forums, instant messaging and internet social media and blogging sites. This 
policy is designing to protect the City’s reputation and ensure that an employee’s 
communications not only reflect positively on the employee as an individual, but also on the 
City.  
 
The term “social media” encompasses:  tweets and twittering, Facebook, LinkedIn, blogs, and 
other online journals and diaries; bulletin boards and chat rooms, microblogging and all other 
social networking sites, instant messaging and the posting of video on YouTube and similar 
media.  
 
Use of City provided Internet 
 

Use of the City provided Internet is a privilege and City employees must responsibly and 
ethically use it.  The City may monitor an employee’s access, use, and postings to the City’s 
Internet to: ensure compliance with internal policies; support the performance of internal 
investigations; assist management of information systems; and for all other lawful purposes. The 
City expects all employees to follow the Guidelines below when posting information on the 
City’s Social media sites.   

 
Other City Policies 
 

This policy should be read and interpreted in conjunction with other City policies, 
including but not limited to, policies prohibiting harassment, discrimination, offensive conduct or 
inappropriate behavior. Violations of the Social Media Policy may lead to disciplinary action.  

 

EMPLOYEE GUIDELINES:   Use of City’s Social Media on Work Time 
 
Any blogging or posting of information on the Internet or other City social media sites must 
comply with the City’s guidelines, regardless of where the blogging or posting is done. 
• Blogging, or posting information of a personal nature on the Internet or other City social 

media sites is prohibited during work hours. Employees are not permitted to engage in 
social networking of a personal nature while using any of the City’s electronic social 
media sites.  
 

• Employees must obtain written authorization from the City Manager to update or post on 
social media sites on behalf of the City and all content must be approved prior to posting, 
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if not designated as the responsible party to update or post on the city’s social media 
sites.  
 

 
• No use of social media on work time and on City equipment on City-operated networks is 

considered private or confidential, even if password protected or otherwise restricted. The 
City reserves the right to access, intercept, monitor and review all information accessed, 
posted, sent, stored, printed or received through its communications systems or 
equipment at any time.  
 

• Never disclose any confidential information concerning another employee of the City in a 
blog or other posting to the Internet.  Posting of confidential information may violate 
state law and subject the user to criminal penalty. All requests for City documents must 
be processed through the Public Information Act. 
 

• Employees must abide by all federal and state law and policies of the City with regard to 
information sent through the City’s Internet. 
 

• Individual supervisors do not have the authority to make exceptions to these guidelines.   
 
EMPLOYEE GUIDELINES:  Use of Personal Social Media While not on Work Time 
 
The City recognizes that many City employees utilize social media when not at work.  The City 
requires that employees be aware of guidelines regarding posting of work-related information on 
personal social media sites, and they are listed below.  
 
• If the employee’s social networking includes any information related to the City, the 

employee must make it clear to the readers that the views expressed are the employee’s 
alone and not reflective of the views of the City.  
 

• Employees are encouraged to act responsibly on and off duty, and to exercise good 
judgment when using social media. Recognize that postings on your social media site, 
even if done off premises and while off duty, could have an adverse effect on the City’s 
legitimate business interests.  
 

• Respect coworkers and the City.  Do not put anything on your personal social media site 
that may defame, embarrass, insult, demean or damage the reputation of the City or any 
of its employees. 
 

• Do not put anything on your personal social media site that may constitute violation of 
the City’s Harassment policy. Do not post any pornographic pictures of any type that 
could identify you as an employee of the City. Be mindful that the City’s harassment 
policy covers both work and non-work time, including postings on social media sites. 
 

• Do not post pictures of yourself or others on your personal social media site containing 
images of City uniforms or insignia, City logos, City equipment or City work sites.  
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• Do not post information on your personal social media site that could adversely impact 
the City and/or an employee of the City. 
 

• Do not permit or fail to remove postings violating this policy, even when placed by others 
on your social media site.  
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TOBACCO PRODUCTS 
 
The use of any tobacco products, e.g., cigarettes, cigars, pipes, smokeless tobacco, etc., by 
employees is prohibited in City of Brenham public facilities and vehicles.  (Public facility as 
defined by City of Brenham Code of Ordinances Chapter 12, Section IV is “any enclosed indoor 
area that is owned, leased or under the control” of the City of Brenham.) 
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WEAPONS BAN AND VIOLENCE PREVENTION POLICY 
 
 

The City strives to provide a safe and secure working environment for its employees.  This 
policy is designed to help prevent incidents of violence from occurring in the workplace and to 
provide for the appropriate response when and if such incidents do occur. 
 
Zero Tolerance.  Harassment, intimidation, threats, threatening behavior, violent behavior or 
acts of violence between employees or such action between an employee and another person that 
arises from or is in any manner connected to the employee’s employment with the City, whether 
the conduct occurs on duty or off duty, is prohibited. 
 
City’s Response to Threats or Acts of Violence.  The City will attempt to respond 
appropriately to any person who threatens use of force or violence or threatens an unlawful act, 
exhibits threatening behavior, or engages in violent acts.  The City’s response will normally be 
coordinated by the Human Resource Manager, and where applicable, the City’s Police 
Department or other appropriate law enforcement agency.  The Human Resource Manager will 
evaluate the severity of the situation and the need for additional resources (e.g., law enforcement, 
Emergency Medical Services) to minimize risk and further violence, and will work with the 
appropriate Department Director(s) in an effort to ensure that appropriate administrative actions 
are taken.  If such conduct occurs on City property, the offending person will typically be 
removed from the premises pending the outcome of an investigation.  The City may also suspend 
and /or terminate the employment relationship, reassign job duties, mandate counseling with a 
psychologist or other mental health care provider of the City’s choosing, initiate criminal 
prosecution of the person or persons involved, and/or other actions as determined by the City to 
be appropriate under the circumstances.      
 
No existing City policy, practice, or procedure will be interpreted to prohibit decisions designed 

to prevent a threat from being carried out, a violent act from occurring or a life-threatening 

situation from developing. 

 
All Weapons Banned.  Unless specifically authorized by the City Manager, no employee, other 
than a City licensed peace officer, shall carry or possess a firearm or other weapon on City 
property.  The City prohibits employees from carrying or using any weapons, concealed or 
otherwise. This ban excludes keeping or transporting an authorized weapon in vehicles in a City-
provided parking area.  Employees are also prohibited from carrying a weapon while on duty or 
at any time while engaging in City-related business unless expressly allowed for the position, i.e, 
police officer, animal control officer, etc..  Prohibited weapons include firearms, clubs, explosive 
devices, knives with blades exceeding 5 ½ inches, switchblades, etc. 
 
Mandatory Reporting.  Each City employee must immediately notify his/her supervisor, 
Department Director, the Human Resource Manager and /or the Police Department of any act of 
violence or of any threat involving a City employee that the employee has witnessed, received, 
or has been told that another person has witnessed or received.  Even without an actual threat, 
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each City employee must also report any behavior that the employee regards as threatening or 
violent when that behavior is job-related or might be carried out on City property, a City-
controlled site or City job site, or when that behavior is in any manner connected to City 
employment or activity.  Each employee is responsible for making this report regardless of the 
relationship between the individual who initiated the threat or threatening behavior and the 
person or persons threatened or the target of the threatening behavior.  A supervisor who is made 
aware of such a threat or other conduct must immediately notify his/her Department Director and 
the Human Resource Manager. 
 
Protective Orders.  Employees who apply for or obtain a protective or restraining order which 
lists City locations as being protected areas must immediately provide to the Human Resource 
Manager and the City’s Police Department a copy of the petition and declarations used to seek 
the order, a copy of any temporary protective or restraining order which is granted, and a copy of 
any protective or restraining order which is made permanent.  City employees must immediately 
advise their Department Director and the Human Resource Manager of any protective or 
restraining order issued against them.   
 
Confidentiality.  To the extent possible, while accomplishing the purposes of this policy, the 
City will respect the privacy of reporting employees and will treat information and reports 
confidentially.  Such information will be released or distributed only to appropriate law 
enforcement personnel, City management, and others on a need-to-know basis and as may 
otherwise be required by law. 
 
City Property.  For purposes of this policy, City property includes but is not limited to owned or 
leased vehicles, buildings and facilities, entrances, exits, break areas, parking lots and 
surrounding areas, recreation centers, swimming pools, and parks.   
 
Documentation.  When appropriate, threats and incidents of violence will be documented.  
Documentation will be maintained by the Human Resource Manager and/or the Police 
Department.   
 
Policy Violations.  Violations of this policy may lead to disciplinary action, up to and including 
termination of employment.  Policy violations may also result in arrest and prosecution. 
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EMPLOYMENT 

EMPLOYMENT STATUS 
 
 

The City classifies City employees for the purpose of employment status and benefit eligibility 
as follows:  

 
Performance Probationary. A full-time or part-time employee during the performance 
probation period of initial employment, promotion, or transfer.  Newly hired probationary 
employees are not entitled to progressive levels of discipline and are not eligible to use 
the City’s Employee Appeals Policy. 

 
Regular Full-time.  An employee in a budgeted position with an officially scheduled 
work week of 40 hours or more each workweek (except for certain Fire and Police shift 
personnel who have different work cycles) who has successfully completed his/her initial 
performance probationary period.  Generally, regular full-time employees are eligible for 
the City’s full benefits package, subject to the terms, conditions, and waiting periods of 
each benefit program.  Regular full-time employees are required to participate in the 
Texas Municipal Retirement System (TMRS).   

 
 

Regular Part-time.  An employee in a budgeted position with an officially scheduled 
work week of less than an average of 20 hours per week, less than 1000 hours annually, 
who has successfully completed 6 months of active service with the City.   
Temporary/Seasonal.  An employee who is employed for only a specific time period, 
for a special assignment, less than 120 consecutive days per year, or a period of six 
months.  Employment assignments in this category are of a limited duration.  
Employment beyond any initially stated period does not in any way imply a change in 
employment status.  Temporary and seasonal employees retain that status unless and until 
notified of a change in writing by the Human Resource Manager.  Temporary and 
seasonal employees receive all legally mandated benefits (such as workers’ compensation 
insurance coverage), but are not eligible for the City’s other employment benefits.   

 
Temporary employees who are placed with the City but who are actually employed by a 
temporary staffing agency must look to the temporary staffing agency to determine what 
benefits they are provided.  Such employees are not eligible for benefits from the City 
and are not eligible for participation in TMRS. 

 
Volunteers. Volunteers are not employed by the City in any capacity.                                                                                     
Volunteers elect to donate their time and services as a volunteer for the City without any 
expectation of compensation.  Volunteers are generally not paid and are generally not 
entitled to any benefits except workers’ compensation benefits provided for volunteers 
according to the City of Brenham’s coverage.  Supervisors are required to record 
volunteer hours worked each month and forward that information to the Human Resource 
Office. 
 

Deleted: Regular Part-time with Benefits.  An 
employee in a budgeted position with an officially 
scheduled workweek of 24-39 hours who has 
successfully completed his/her initial performance 
probationary period.  Part-time with benefits 
employees are required to participate in TMRS 
and are eligible for the City’s full benefit package 
on a pro rata basis, subject to the terms, 
conditions, and waiting periods of each benefit 
program, including leave.  Part-time with benefits 
employees may elect to participate in group health 
coverage at a cost of 50% of elected coverage.¶
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In addition to being in one of the above categories, each employee is also designated as either 
exempt or nonexempt from federal and state wage and hour laws.  Employees are informed of 
their status as exempt or nonexempt at the time of their initial employment, or subsequently if 
their classification changes for any reason.  An employee’s exempt or nonexempt classification 
may be changed only upon written notification by the Human Resource Manager.   
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HEALTH/MEDICAL EXAMINATIONS/FITNESS FOR DUTY 
 
The City endeavors to provide a safe work environment for all employees.  It is the responsibility 
of each employee to maintain the standards of physical and mental health fitness required for 
performing the essential functions of his or her position, either with or without reasonable 
accommodation. 
 
Serious Health Condition/Disabilities.  The City recognizes that employees with a potentially 
life-threatening and/or infectious illness or physical and/or mental disabilities may wish to 
continue to engage in as many of their normal pursuits as their condition allows, including their 
employment.  As long as these employees are able to perform the essential functions of their job, 
with or without a reasonable accommodation, without creating an undue hardship, and medical 
evidence indicates that their condition is not a direct threat to themselves or others, the City will 
treat them consistently with other employees.   
Medical Exams for Current Employees.  The Human Resource Manager, or an employee’s 
Department Director (with the prior written approval of the Human Resource Manager) may 
require a current employee to undergo a medical and/or psychological examination at the City’s 
expense to determine fitness for continued employment; as may be necessary in order for the 
City to provide a reasonable accommodation; following an injury or accident; and as otherwise 
permitted in accordance with the Americans with Disabilities Act. 
 
Time Off From Work.  Time away from work under this policy will normally be coded to paid 
administrative leave, but may be retroactively changed to sick leave, Family Medical Leave Act 
leave, and/or other leave as circumstances warrant. 

 
Return to Work.  Before returning to work following a medical and/or psychological 
examination under this policy, the employee must coordinate his/her return through the Human 
Resource Manager.  
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LIGHT DUTY ASSIGNMENTS 
 

The City may make light duty assignments available to ill or injured employees who are unable 
to perform their regular job duties.  The decision to offer an employee a light duty assignment is 
made in the City’s sole discretion.  A light duty assignment may be in the employee’s own or 
another department in the City.  Factors considered by the City in making its decision include, 
but are not limited to:  the nature of the employee’s illness or injury; the medical release 
provided in support of light duty; the risk that a light duty assignment may result in aggravation 
of the employee’s injury or illness; the type of light duty work available; the length of the 
employee’s employment with the City; the employee’s performance and disciplinary history; and 
whether the illness or injury occurred on or off duty. In making light duty assignments, the City 
will normally give priority to employees whose injury or illness is work-related.    
 
Employees who are released for and given a light duty assignment may not perform work duties 
in violation of their medical release.  An employee who violates the terms of his/her medical 
release while on a light duty assignment may lose the light duty assignment and, in addition, may 
be disciplined up to and including termination of employment.  
 
Light duty will not extend beyond sixty (60) calendar days from the date of release to return to 
duty without an evaluation by the employee’s treating physician and a recommendation from the 
Department Director and Human Resource Manager to the City Manager.  Only the City 
Manager may approve an extension of a light duty assignment.  Employees still unable to return 
to regular duty within sixty (60) calendar days from the date of release to duty must re-qualify 
for limited duty through evaluation by their treating physician or revert to workers’ 
compensation indemnity payment, accumulated sick leave, Family Medical Leave Act (FMLA) 
or vacation benefits, if available. 
 
An employee who is released for and offered light duty by the City, but who elects not to accept 
such an assignment, will be ineligible for paid sick leave benefits under the City’s Sick Leave 
policy and salary continuation benefits under workers’ compensation, but may still be entitled to 
unpaid leave under the City’s FMLA policy.  
 
During a light duty assignment, employees will typically work an 8-hour workday, Monday 
through Friday.  This means that 24-hour shift employees, as well as other employees who work 
a non-traditional schedule, will usually be temporarily reassigned to an 8-hour workday, Monday 
through Friday, for the duration of their light duty assignment.    
 
An employee’s salary during any light duty assignment shall be at the same rate as the salary 
received prior to the injury. 
 
All light duty requests and assignments will be reviewed by and coordinated through the Human 
Resource Manager.  The Human Resource Manager will work with the employee’s department 
in making its decision whether light duty work will be offered.  Before returning to regular job 
duties following a light duty assignment, the employee must coordinate his/her return through 
the Human Resource Manager and Department Head.   

110



METHOD OF FILLING VACANCIES 
 
Vacancy Identification   
Directors and/or Department Heads shall notify the Human Resources Office immediately when 
job vacancies occur or are imminent. 
 
 
Announcement of Vacancies   
The Human Resources Office shall publicly announce by appropriate means all vacancies to be 
filled in the City other than administrative transfer, temporary promotion, or reinstatement and 
shall maintain a list of announced vacancies for public inspection.  Each announcement, insofar 
as practical, shall specify the title, salary, and nature of the job; the required qualifications; 
whether competition is open to the general public or restricted to City employees; the type of 
selection procedure to be utilized; and the deadline for a method of application and the policy of 
the City regarding equal employment opportunity.  
 
The City has four methods of recruiting and selecting persons to fill vacancies:  (1) promotion 
from within; (2) lateral transfer from within; (3) public announcement and competitive 
consideration of applications for employment; and (4) hiring of qualified applicants by the City 
Manager or City Manager's designee.  
 
Referral And Selection  The referral of applicants to departments for selection shall be in 
accordance with procedures developed by the Human Resources Office.   
 
When a vacancy occurs in any department, the following procedure should be followed unless 
directed otherwise by the City Manager: 
 
1. The Director and/or Department Head should notify the Human Resources Office of the 

vacancy by furnishing necessary information regarding the vacancy by using the form 
"Notification of Vacancy". 

 
2. The Human Resources Office will announce the vacancy to present City employees by 

posting the notice in the Municipal Building to apply within one week of posting unless 
otherwise noted on the notice.  Those employees interested in being considered for the 
vacancy shall notify the Human Resources Office of their intent. 

 
3. The vacancy may also be announced to the general public through newspaper ads and/or 

other appropriate means unless a sufficient pool of qualified applicants exists. 
 
4. Applications for the position will be received by the Human Resources office 

electronically and evaluated against job requirements. 
 
5. Those applicants who best meet the qualification requirements for the position will be 

referred to the Department Head and/or Director for selection.  All applications for the 
position will be available to the Department Head and/or Director, if requested. 
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6. The Director and/or Department Head shall recommend their selection for employment 
and report the selection to the Human Resources Office.  All final employment decisions 
are at the sole discretion of the City Manager and/or City Commission. 

 
 
Promotion Policy  A promotion is the assignment of an employee from a position in one pay 
grade to a position in another pay grade having a higher maximum salary.  It shall be City policy 
to provide promotional opportunities whenever possible.  A selection process may be limited to 
qualified City employees or such employees may be given preference in application and/or 
consideration.  Approval from the City Manager, Director and/or Department Heads involved is 
required prior to any such promotion. 
 
 
Temporary Promotion  The City Manager may authorize a temporary promotion to ensure the 
proper performance of City functions if a position is vacant or its regular incumbent is absent for 
an extended period of time.  Employees so promoted may be additionally compensated for the 
duration of the temporary assignments and the amount of compensation, if any, is determined at 
the sole discretion of the City Manager.  Temporary promotions shall not be used to circumvent 
normal selection procedures.  The employees involved shall not acquire any status or rights in 
the pay grades to which temporarily promoted. 
 
Nothing herein shall be construed to prevent the assignment of higher level duties to an 
employee without additional compensation.  Authorized additional compensation shall be paid 
only in cases of formal temporary promotion effected in accordance with these rules. 
 
 
Transfers  A transfer is the reassignment of an employee from one position to another.  A 
transfer not involving promotion or demotion may be effected at any time for administrative 
convenience or upon request of the employee to the Director and/or Department Head, or if 
interdepartmental, to the City Manager, provided that the employee is qualified to perform the 
duties of the position to which transfer is contemplated.  Transfers may be made administratively 
or in conjunction with an announced selection process.  Transfers between Pay Grades or 
between departments shall become effective following approval of the City Manager. 
 
An employee reassigned by transfer will be evaluated within ninety (90) days following the 
transfer in accordance with procedures established in the Compensation Administration Plan. 
 
 
Non-Disciplinary Demotions  A demotion is the assignment of an employee from a position in 
one Pay Grade to a position in another Pay Grade having a lower maximum salary.  Neither 
reduction in salary nor a change in the Pay Grade system shall be considered a demotion.  With 
the approval of the City Manager and if qualified to perform the duties of the lower level 
position, an employee may be administratively demoted at his or her own request or as an 
alternative to layoff.  Such demotions shall not be considered disciplinary actions or disqualify 
the employees involved from consideration for later advancement.  Demotions effected as 
alternatives to layoffs may be fully or partially rescinded at any time. 
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In the event of a demotion to a lower pay grade, the employee's salary will be reduced by five 
percent (5%) of base pay or to the maximum of the new classification, whichever is the lower 
salary. 
 
 
Applications  Applications for initial employment, promotion, or other type of transfer, and 
reinstatement shall be submitted as prescribed by the Human Resource Office.  Only applications 
officially received in the prescribed manner shall be considered.  All information submitted in 
connection with applying for City positions is subject to verification. 
 
 
Evaluation  The Human Resource office shall determine the most appropriate means of 
evaluating applicants against job requirements to identify the best qualified.  Reference checks, 
interviews, medical examinations, background checks, performance tests, written tests, and/or 
other screening procedures may be used as appropriate.  Applicants shall be required to provide 
any information and undergo any examinations necessary to demonstrate compliance with 
prescribed qualification requirements for the positions involved. 
 
 
Testing   Except for drug and psychological tests for certified police and fire employees and any 
other tests that may be required by state law, the only performance tests administered for 
employment or promotion will be specifically job-related ("piece-of-the-job") tests (e.g., typing, 
operating a computer, operating a piece of equipment, lifting something heavy required in the 
job, tabulating columns of numbers, writing samples, etc. 
 
 
Physical Standards  Knowledge of physical conditions and existing health problems of 
employees is necessary to avoid occupational injuries and to ensure that it will be possible to 
differentiate any future job-related injuries from existing medical problems.  For these reasons, a 
person is required to pass a physical examination prior to employment and will not be placed on 
the City payroll until he or she has passed the physical exam.  Back x-rays and/or back 
evaluations are required for persons who will perform physical labor. 
 
 
Drug Testing  In addition to the physical examination required by the City, prospective 
employees for any position are required to be tested by a licensed physician and declared in 
writing by the physician to show no trace of drug dependency or illegal drug usage.  In addition, 
prospective new employees for active or police officer certification must undergo an examination 
by a licensed psychologist or psychiatrist and be declared in writing by the psychologist or 
psychiatrist to be in satisfactory psychological and emotional health.  The required examinations 
will be made by a physician and psychologist or psychiatrist of the City's choice and will be paid 
for by the City. 
   
All records relating to the medical condition, medical testing, or drug testing of an employee or 
prospective employee are maintained separately from employee personnel files.  These medical 
files are confidential, and are not released to anyone unless a "need to know" has been clearly 
established. 
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Disqualification  An applicant shall be disqualified from consideration if he or she: 
 

      a. Does not meet the qualifications necessary for performance of the duties involved, including 
physical requirements regarding the essential duties of the position where a reasonable 
accommodation for any disability cannot be made, and licensing requirements, including 
driver's license; 

 
b. Has made a false statement of material fact on the application form or supplements thereto; 
 
c. Has committed or attempted to commit a fraudulent act at any stage of the selection process;  
 
d. Is an alien not legally permitted to work; 
 

      e. Has failed to successfully pass physical, oral or written testing related to job requirements, 
including drug screen driving record check; 

 
f. Does not meet residency requirements established for the position.   
g. Is prohibited from employment under nepotism restrictions  ; 
 

      h. Is not at least 18 years of age, unless specific exceptions are noted; for example, students 
employed on a seasonal basis during the summer. 

 
An applicant may be disqualified from consideration upon other reasonable grounds relating to 
job requirements. 
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NEPOTISM 
 
In order to prevent conflicts of interest, to avoid accusations and perceptions of biased conduct, 
and to maintain the confidentiality of restricted information, it is the policy of the City that: 
 
Applicants 
 

• An applicant related to the City Manager or Department Directors by blood within the 
third degree or marriage within the second degree according to the Texas Government 
Code shall not be employed by the City. 

• An applicant related within the third degree by blood or within the second degree by 
marriage to any member of the City Council shall not be employed by the City. 

• Under no circumstances will an applicant be employed in a department in which he or 
she may directly or indirectly supervise or be supervised by a member of his or her 
immediate family.  Immediate family includes spouse, parents, children, brother or 
sister and in-laws of immediate family as noted. 

  
CONSANGUINITY (By Blood) 

 
 
First Degree     Second Degree    Third Degree 
 
Father   Sister   Uncle     
Mother   Brother   Aunt      
Daughter   Grandson  Niece     
Son    Grandfather  Nephew    

Grandmother  Great-grandson 
     Granddaughter  Great-granddaughter  

          Great-grandfather 
            Great-grandmother 
         

AFFINITY (By Marriage) 
 
First Degree  Second Degree 
 
Spouse   Spouse's Sister 
Son-in-Law   Spouse's Brother 
Daughter-in-law  Spouse's Grandson 
Mother-in-law  Spouse's Granddaughter 
Father-in-Law  Spouse's Grandfather 

Spouse's Grandmother 
Sister's Spouse 
Brother's Spouse 
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Restrictions 
 

The following restrictions apply on the employment, promotion, transfer, marriage or 
change in reporting relationships because of reorganization of any relatives, including 
those defined as family members under this policy: 

• No employee in the relationship will supervise, review or process the work of the 
other; 

• The employees’ relationship must not create a conflict between an employee’s/City 
interests; and 

• There must be no interdependence or relationship between the jobs of the individuals 
concerned which could be potentially detrimental to the interests of the City. 

 

Relatives will not normally be permitted to work in the same department with each other 
without prior written authorization from the City Manager (or designee).  In addition, 
written authorization must also be obtained from the City Manager (or designee) to 
employ any relative of a current City employee.  

 

Resolution of Nepotism Conflicts 
  

If it is determined that a nepotism violation exists, the Human Resources Manager will 
work with the employee, Department Director and, where necessary, the City Manager to 
resolve the situation.  A decision will be made to remedy the reporting relationship 
through such means as transfer of one employee or changing the reporting relationship.  
When no remedy is available, it may be necessary to dismiss one or both of the 
employees, usually the subordinate.  The City Manager may apply the nepotism 
prohibition in other organization relationships when failure to do so would be detrimental 
to the City. 

 

In any event, resolution of the nepotism conflict is to be completed within sixty (60) days 
of the date of occurrence. 

 
Grandfather Clause 

 
The City is aware that, as of the effective date of this policy, a number of City employees 
are related, by blood or by marriage, to other City employees.  These employees will be 
“grandfathered” under this policy, meaning they will be permitted to continue their 
employment with the City. Please be informed that the above "grandfathered" provision 
is for family relationships as they exist as of the revision date of this policy.  Any future 
changes to the family relationship and/or the employment status of the affected 
employee(s) will be governed by the requirements of this policy. 

Periodic Review 
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The Human Resources Manager will periodically review the organizational chart and job 
descriptions to determine that reporting relationships meet the nepotism policy 
requirements.  Any conflicts with policy are to be reported to the City Manager and 
Department Director for resolution. 

Application of Policy 
 
This policy applies to all full-time, , part-time and temporary seasonal employees of the 
City. 

Deleted: part-time with benefits
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PROBATIONARY PERIOD 
 
All new employees hired to fill regular full-time, or part-time positions must satisfactorily 
complete a performance probationary period of six (6) months. Additionally, all current 
employees who are transferred, promoted, or reclassified to a supervisory position, as well as 
former City employees who are rehired, must satisfactorily complete a performance probationary 
period of six (6) months.  The existence of a probationary period for new hires or for promoted 
employees does not change their at-will status. 
 
The probationary period assists the City in maintaining an effective, productive, and efficient 
workforce to provide quality services to the citizens.  Only those employees who meet 
acceptable performance and other standards during their probationary period will be retained as 
employees. An extended orientation and/or training time may be added to the probationary 
period.  Employees are considered probationary employees until they have actually performed 
their regular job duties for at least 6 months to assure their ability to meet acceptable standards of 
work performance and behavior for the employee’s position.  
 
Each probationary employee is responsible for knowing, understanding, and meeting the 
expectations and standards for his/her position.  In addition, each employee is also responsible 
for performing his/her job in a safe, productive, and effective manner within the instructions and 
established standards for the position.  Furthermore, employees are expected to maintain 
acceptable standards of conduct in their employment.  During the probationary period, it is the 
responsibility of the employee to correct any deficiencies or inadequacies in job performance, 
attitude, or conduct.   
 
Seasonal/Temporary Employees.  Seasonal and temporary employees do not serve a 
performance probationary period and have no right of appeal when terminated at any time.   
 
Change In Assignment of Probationary Employee.  Probationary employees may not request 
or make application for reassignment, promotion, or voluntary transfer during the probationary 
period without written approval from the City Manager, as requested by their Department 
Director.  If the reassignment, promotion, or transfer is approved, the employee will serve a six-
month performance probationary period in the new position beginning with the date of the 
position change. 
 
Absences During Performance Probationary Period. During the performance probationary 
period, an employee is eligible to use sick leave for qualifying absences, but may use vacation 
leave for an absence due to illness or injury only if all sick leave has been exhausted, if 
authorized by the employee’s Department Director and the Human Resource Manager.  
Compensatory time off or recognized holidays during the performance probationary period may 
be used as approved per established City/departmental policy or practice.  Transferred or 
promoted employees serving probationary periods retain their eligibility for all types of leave 
established by City policy. 
 

Deleted: part-time with benefits 
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Probationary Performance Evaluations.  All probationary employees shall be constantly 
evaluated and will receive a performance evaluation(s) in accordance with the “Performance 
Evaluation System” policy. These reviews are designed to evaluate each employee’s 
performance and to communicate that performance to the employee.  The written reviews should 
include a supervisory recommendation to retain or terminate the employee.    
 
Extensions to Probationary Period.  The performance probationary period may be extended 
under the following circumstances: 
 

At the end of the six (6) month probationary period, performance probation may be extended 
for up to an additional three (3) months when a probationary employee’s performance has 
been marginal due to extenuating circumstances, additional training is warranted, or an 
employee’s absence from work for an extended period of time did not permit an opportunity 
for adequate assessment of performance.  The decision to extend or not to extend an 
employee’s probationary period may not be appealed.  If an extension is granted, the 
employee will be advised in writing and given the date on which the extended probation 
period will be completed.  Such extension will be at the sole discretion of the Department 
Director and the Human Resource Manager.  

 
A probationary period may be extended for time spent on an approved Leave of Absence 
including leaves of absences due to injury or illness or approved Military Leave.  The 
approved extension will normally equal the length of time away from work.  
Accordingly, each full-day absence incurred by an employee during the probationary 
period will normally extend the 6-month probationary period by an additional day. 

 
Successful Completion of Probation/”Regular” Status Granted.  An employee is granted 
“regular” status in the new position if the employee satisfactorily completes the performance 
probationary period.   
 
Failure of Probation.   An employee is considered to have failed probation when it is 
determined that the employee’s fitness, job performance, quality or quantity of work, attendance, 
or combination thereof, does not meet minimum job performance standards and expectations for 
the position.  Failure of probation may occur at any time within the probationary period.  An 
employee who fails probation will normally be terminated from the City’s employment.  If 
desirable and feasible, the employee may be administratively transferred to a more suitable 
position at the sole discretion of the City. A transferred or promoted employee who fails 
probation may, at the sole discretion of the City, be reinstated to his/her former position provided 
there is a vacancy and if approved by the affected Department Director(s).  Department Directors 
are responsible for ensuring the thorough written documentation of all cases of failure of 
probation, including counseling, training, and other efforts to help employees during their 
probationary period.  All such documentation must be reviewed by the Human Resource 
Manager before a probationary employee can be terminated. 
 
Termination of Probationary Employment.  Probationary employees are at-will employees 
and may be terminated at any time during the probationary period, with or without notice or 
cause.  A probationary employee who is terminated has no right of appeal.  Probationary 
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employees are not entitled to progressive levels of discipline.  Probationary employees are 
otherwise subject to all policies and procedures of the City.   
 
Sexual and Other Unlawful Harassment.  Probationary employees are subject in all respects to 
the City’s Sexual and Other Unlawful Harassment Policy.  While probationary employees have 
no right of appeal, if they believe they have been subjected to unlawful harassment or 
discrimination, they must immediately report such conduct as set out in City Policy Sexual and 
Other Unlawful Harassment Policy.  
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RESIDENCY REQUIREMENT 
 
Except for positions designated in the City Charter or Code of Ordinances, there is no absolute 
residency requirement for City employment.    
 
Employees who are  likely to be called to work in cases of civil emergency may be required to 
reside within reasonable response commuting ranges of their places of work.   
 
For these purposes, the City Council has established that for employees hired after November 6, 
1997, a reasonable response time to a civil emergency is twenty (20) minutes.    Residency 
requirements of this section shall not be retroactive. 
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REDUCTION IN FORCE 
General 
The City of Brenham endeavors to provide stable employment; however, situation, including but 
not limited to, a lack of funds, lack of work, reorganization or changes in staffing needs may 
require a reduction in the work force to ensure the continued quality and efficiency of the 
operations of the City. 
 
A reduction in force (RIF) may take the form of elimination of jobs, separation from service, 
involuntary demotion, reassignment, reduction in the hours worked in a position or a reduction in 
salary. 
 
The provisions of this section are not to be used to dismiss an employee if the sole cause for 
dismissal is either misconduct or lack of satisfactory performance. 
 
RIF decisions will be made without regard to the employee’s race, color, gender, religion, 
national origin, age or disability. 
 
Retention of employees in classes affected shall be based on systematic consideration of all the 
following factors: 

Special skills, certifications, education, and/or training that are necessary to a particular 
function; Ability to adjust to the necessary changes in the organizations’ operation and to 
contribute to ongoing programs;  Effectiveness on the job, including performance and 
past achievement; Versatility (whether the individual has the ability to move into another 
area of operations);Length of service with the City. 

 
An employee that has demonstrated superior job performance or has more relevant training or 
who demonstrates other characteristics of value may be retained over an employee that has more 
years of service to the City. 
 
Temporary, probationary, and trainee employees in their initial six months of 
training/employment shall not be retained in classes/positions where full time regular employees 
(those who have completed a probationary or equivalent trial period) must be separated in the 
same or related positions. 
 
Effort shall be made to first transfer and retain employees in the service of the city prior to being 
dismissed. 
 
Procedures 
The recommendations for RIF are to be made by the Department Head(s) and/or Director(s). 
 
The Department Head and/or Director shall determine; what areas and/or services of the 
department are to be impacted by the reduction in force; and what positions within the 
department are to be affected. 
 
The City Manager approves services/positions to be cut back or eliminated.  Those positions will 
be declared by the City Manager or his designee to be vacated/abolished (vacated to mean the 
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position remains active but will be unfilled.)   Abolished positions will be approved by City 
Council. 
 
Affected incumbents will be notified by the appropriate Department Head and/or Director and 
Human Resources Manager 
 
Appeals 
An appeals panel consisting of the City Manager, Assistant City Manager and Human Resources 
Manager will hear individual appeals regarding the validity of evaluations or other factors 
bearing on an individual’s dismissal or reduction in hours worked or salary due to a RIF. 
 
Matters brought before the appeals panel will be limited to appeals by employees regarding 
dismissals or reductions in time or salary.  A RIF decision can be appealed only on the grounds 
that the RIF procedures were unfairly or improperly applied.  This appeal process is the 
exclusive internal means of appealing an action under the RIF regulation.  Dismissals under this 
regulation are not subject to the grievance process. 
 
Appeals hearing will be requested and conducted as follows: 

An employee will have five working days to initiate an appeal after receiving written 
notice of dismissal, reduction in salary, or reduction in hours worked.  The request for 
hearing must be presented in writing to the Human Resource Manager, specifying why 
the employee believes the procedures were unfairly or improperly applied.  An employee 
who fails to meet this deadline will forfeit the right to appeal. 
 
The Human Resource Manager will review all written requests to determine that the 
appeal is timely and covered by this policy.  Request that meet the criteria will be 
forwarded to the appeals panel or administrator in the order of receipt. 
 
An employee who appeals under this procedure may be represented by a person of his/her 
own choice as long as that person is not a representative or a labor union or any other 
organization that claims the right to strike or bargain collectively.  The city 
representatives also have the right to representation.  If the employee is to be represented 
by an attorney, the employee will so notify the Human Resources Manager at least five 
working days before the appeals is to be heard. 
 
The appealing employee has the burden of proof to establish that the procedures were 
unfairly or improperly applied.  The appealing employee and City representative(s) will 
be allowed a reasonable time in which to present their cases.  If the appeals format is a 
review of written material, the appealing employee and City representative will each 
provide a written summary of his or her position and supporting documentation. 
 
The written recommendation of the appeals panel shall be limited to determining if the 
procedures have been unfairly or improperly applied.  The written recommendation must 
be presented to the employee within five working days of the hearing.  Copies of the 
decision will be provided to the Human Resources Manager and the employee’s 
department head. 
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The entire appeal process must be completed prior to the employee’s last scheduled day 
of work.  If the process is not complete by that time, the employee will remain on the 
payroll until notified of the final decision. 

 
Reinstatement And Recall 
 
Employees who are involuntarily separated from service during a RIF shall be placed on a 
reinstatement/recall list if requested in writing by the employee; otherwise it will be presumed 
that they do not seek reinstatement. 
 
Employees who are transferred due to a RIF may also be on a reinstatement list for their original 
position at the same time they are holding a position to which they were transferred. 
 
Employees on the reinstatement list shall have priority in being considered for vacancies 
provided that job requirements are met. 
 
Severance 
 
Severance pay may be paid to a regular full time employee who is separated as a result of a RIF. 
 
Severance pay is based on the following schedule: 
Years of Service    Payment 
 
Less than 10 years      4 weeks 
Ten through 19 years       8 weeks 
20 or more years    12 weeks 
 
If an employee is offered and declines a position equal to or greater than the same appointment 
type, pay grade and salary rate after officially being notified of separation by a RIF, eligibility to 
receive severance pay will be lost. 
 
If an employee declines to execute the release agreement and waiver of claims, severance pay 
will be limited to not more than two weeks. 
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SEPARATIONS 
 
The City designates all employee separations as one of the following types: 
 

Resignation.  An employee who intends to resign is requested to notify his/her 
supervisor and/or the Human Resource Manager in writing at least 2 weeks prior to the 
last day of work. Employees who fail to give a two-week notice are typically not eligible 
for rehire.  Directors are requested to give notice in writing at least 30 days prior to last 
day of work.  The supervisor is responsible for immediately notifying the Human 
Resource Manager. 
 
Retirement.  An employee who intends to retire must notify his/her Department 
Director, supervisor and the Human Resource Manager, in writing, 30 days prior to the 
date of retirement. This 30 day requirement is necessary to ensure that the required 
paperwork is timely submitted to Texas Municipal Retirement System (TMRS). 
  
 Retiree Health Coverage.  An employee who retires from City employment 

and who is entitled to receive retirement benefits from TMRS and whose sum 
of age and years of service is equal to or greater than 75, is entitled to purchase 
continued health benefits coverage for himself/herself and eligible dependents.  
To receive continued coverage under the plan, the employee must so inform 
the Human Resource Manager on or before the date he/she retires.  If the 
employee elects to continue coverage for himself/herself and/or any eligible 
dependents and later elects to discontinue such coverage, the retiree and/or 
dependent is no longer eligible for coverage.  An employee can elect retiree 
coverage only if he/she were covered under the plan at the time of retirement.  
Similarly, a retiree may elect to cover only those eligible dependents who were 
covered under the plan at the time the employee retired.  A person who was not 
covered under the plan at the time of the employee’s retirement is not eligible 
for retiree coverage.  The level of retiree coverage will be the same as provided 
to the City’s current employees, although the retiree may elect to continue 
coverage at a reduced level if offered by the City.  The City may provide for a 
different monthly premium rate(s) for retirees who elect to continue health 
benefits coverage.  A person who is entitled to retiree group health coverage 
must make payments for the coverage at the same time and in the same manner 
as current City employees.  Retiree coverage is automatically dropped when 
the person become eligible for Medicare benefits. 

 
Discharge The City may terminate an employee’s employment as a result of unsatisfactory 
performance or conduct and/or violation of City policies or procedures, including a new hire who 
fails probation.  City employees who are terminated, or who resign in lieu of termination, due to 
unsatisfactory performance or conduct and /or violation of City policies or procedures, are not 
eligible for rehire.  

 
Dismissal may also occur for the following: 
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Job Abandonment.  If an employee fails to properly notify the City of his/her 
absence from work or if an employee is absent without authorization and/or 
notification for three or more consecutive days, the City will normally consider 
the employee to have abandoned his/her employment, and he/she will be 
terminated. 

 
Long-Term Absence.  Any employee who is absent from work for more than 
180 calendar days, for whatever reason, will be terminated, except as provided 
below.  Brief appearances at work during an overall absence of 180 days will 
not prevent the City from terminating an employee if determined to be in the 
City’s best interest.  Likewise, any employee who reports to work (e.g., in a 
light duty capacity) but is unable to perform the duties of his or her actual 
position after a period of 180 days will be terminated.  The City may elect to 
end the employee’s employment before the expiration of 180 days if it is 
unlikely that the employee will be able to return to full-time active duty at the 
end of 180 days.   An employee who has a paid leave balance remaining at the 
end of 180 days may, at the City’s option, extend his/her leave using any 
available paid leave balance, or be terminated and paid for accrued leave 
balances. 

 
This policy will be administered consistently with the City’s obligations under 
the Americans with Disabilities Act.    

 
 
Reductions-in-Force/Reorganization.  An employee may be separated from City 
service when it is deemed necessary by reason of shortage of funds or work, the 
abolition of the position, or other material change in the duties of the organization, or for 
other reasons which are outside the employee’s control and which do not reflect 
discredit upon the service of the employee. 
 
Death.  If a City employee dies, his/her designated beneficiary or estate will be paid all 
earned pay and payable benefits. 
 
Payment upon Termination   The Director and/or Department Head shall verify that 
all City equipment, vehicles, building keys, and other items issued to the employee have 
been returned in good condition prior to the completion of the employee's final working 
day. 
 
Upon termination, all regular employees who resign in good standing will be paid for 
unused accrued vacation leave based on the employee's rate of pay immediately prior to 
termination. 
 
Any vacation taken in excess of that accrual shall be deducted from any final payment 
due the employee. 
 

No payment shall be allowed for accrued sick leave.  
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LEAVE 

ADMINISTRATIVE LEAVE 
 
The City may grant Administrative Leave with pay to an employee, as a matter of discretion by 
the City Manager (or designee), when no other paid leave category is available or applicable and 
leave without pay would not be appropriate.  The City Manager may also authorize 
Administrative Leave Without Pay. 
 
Directors may grant Administrative Leave with pay not to exceed three (3) working days only 
when a disciplinary decision is pending.  Any Administrative Leave greater than three working 
days must be approved by the City Manager. 
 
Administrative Leave granted to an employee will be put in writing and forwarded to the Human 
Resource Manager for proper payroll processing and placement in the employee's personnel file. 
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FMLA POLICY 
   

 
General Provisions 
 
In accordance with the Family and Medical Leave Act, the City of Brenham will grant job-
protected unpaid family and medical leave to eligible employees for up to 12 weeks per 12-
month period for any one or more of the following reasons: 
 
A. In order to care for a child following the child's birth, adoption, or placement in foster 

care with the employee; 
 

1. Leave must be taken within the 12-month period following the child's birth or 
placement with the employee; 
 

2. If married spouses both work for the City of Brenham, their total leave in any 12-
month period may be limited to an aggregate of 12 weeks if the leave is taken for 
the birth or placement of a child. 

 
B. In order to care for an immediate family member (spouse, child, or parent) of the 

employee if such immediate family member has a serious health condition;  
 
C. The employee's own serious health condition that makes the employee unable to perform 

the functions of his/her position; or  
 
D. The employee must attend to a qualifying exigency arising out of the fact that the 

employee’s spouse, child, or parent is on federal call or impending federal call to active 
Reserves, National Guard, or Retired Armed Forces or Retired Reserve, in support of a 
contingency operation. 

 
Servicemember Family Leave 
 
Eligible employees who are the spouse, child, parent, or next of kin of a covered Servicemember 
are entitled to up to 26 weeks of leave during a single 12-Month Servicemember Period (for a total 
of 26 weeks if combined with other FMLA leave), to care for such Servicemember who incurred a 
serious injury or illness in the line of active duty in the Armed Forces.  Available leave not taken 
during the 12-Month Servicemember Period, which begins on the first day of leave is taken, will 
be forfeited.  No more than 26 weeks of leave may be taken in a single 12-Month Servicemember 
Period, and no additional extended leaves may be taken in other years for the same injury or 
illness.  If married spouses both work for the Company, their total Servicemember Family Leave 
may be limited to an aggregate of 26 weeks. 
 
Definitions 
 
A. "12-Month Period" means the 12-month period measured forward from the date of the 
first FMLA leave usage. 
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B. “12-Month Servicemember Period” means a single 12-month period measured forward 

from the first day Servicemember Family Leave is taken. 
 
C. "Spouse" means a husband or wife as recognized under Texas law for purposes of 

marriage, including common law marriage, but does not include unmarried domestic 
partners.   

 
D. "Child" means a child either under 18 years of age, or 18 years of age or older who is 

incapable of self-care because of a mental or physical disability.  An employee's "child" 
is one for whom the employee has actual day-to-day responsibility for care and includes a 
biological, adopted, foster or step-child. 

 
E. “Parent” means a biological parent of an employee or an individual who stood in place of 

a parent to an employee when the employee was a child. 
 
F. “Next of Kin” means the nearest blood relative of a Covered Servicemember. 
 
G. “Active Duty” means duty under a call or order to active duty during a contingency 

operation. 
 
H. “Contingency Operation” means a military operation designated by the U.S. Secretary of 

Defense as an operation in which members of the armed forces are or may become 
involved in military actions, operations, or hostilities against an enemy of the United States 
or against an opposing military force, or which results in the call or order to active duty of 
members of the uniformed services during a war or national emergency declared by the 
President or Congress. 

 
I. “Covered Servicemember” means a member of the Armed Forces, including a member of 

the National Guard or Reserves, who is undergoing medical treatment, recuperation, or 
therapy, or is on the temporary disability retired list for a serious injury or illness incurred 
in the line of active duty and which may render the member medically unfit to perform the 
duties of the member’s military position. 

 
J. “Qualifying Exigency” includes: 
 
             1. Short-notice deployment: notification of a call to active duty in support of a 

contingency operation seven or fewer days from date of deployment; 
 
             2. Military events and related activities: 
  

            (a)    To attend an official ceremony, program or event sponsored by the military 
that is related to active duty or call to active duty;  

            (b)  To attend family support programs and briefings sponsored or promoted by 
the military, military service organization, or American Red Cross that are 
related to active duty or call to active duty. 
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3. Childcare and School Activities:  Leave may be taken for a child in order to: 

                         
(a) Arrange for alternate childcare; 
(b) Provide childcare on an urgent, immediate need basis; 
(c) Enroll or transfer the child to a new school or daycare facility; 
(d) Attend meetings with staff at school or daycare facility. 

 
4. Financial and Legal Arrangements: 
 

(a) To make or update financial or legal arrangements to address the covered 
military members’ absence while on active duty or call to active duty status; 

(b)       To act as the covered military member’s representative to obtain, arrange, or 
appeal military service benefits while the member is on active duty or call to 
active duty status, and for 90 days following termination of active duty 
status. 

  
5. Counseling:  To attend counseling for oneself, the military member, or child when 

the need for such counseling arises from the active duty or call to active duty status 
of the covered military member. 

 
6. Rest and recuperation:  To spend up to five days with a military member who is on 

short-term, temporary rest and recuperation leave during the period of deployment. 
 

7. Post-deployment activities:  To attend arrival ceremonies, reintegration events, and 
any other official ceremony or program sponsored by the military for the 
approximately 90-day period following termination of active duty or death of the 
Servicemember while on active duty. 
 

8. Additional activities related to the call to active duty otherwise agreed to by the 
employer and employee. 

 
K. "Serious Health Condition" means an illness, injury, impairment, or a physical or mental 

condition that involves  
 
1. inpatient care (overnight stay);  
 
2 incapacity requiring absence from work for more than three calendar days and 

that involves continuing treatment by a health care provider;  
 
3 continuing treatment by a health care provider for a chronic or long-term health 

condition that is incurable or which, if left untreated, would likely result in a 
period of incapacity of more than three calendar days; or  

 
4 prenatal care by a health care provider. 
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L. “Continuing Treatment” means  
 

1. Two or more visits to a health care provider within 30 days of the commencement of 
the incapacity; or 

 
2. Two or more treatments by a health care practitioner on referral from, or under the 

direction of, a health care provider within 30 days of the commencement of the 
incapacity; or 

 
3. A single visit to a health care provider within seven days of the commencement of 

the incapacity that results in a regimen of continuing treatment. 
 
Coverage and Eligibility 
 
To be eligible for family/medical leave an employee must have worked for the City of Brenham 
for at least 12 months total and have worked at least 1250 hours over the previous 12-month 
period.   
 
Intermittent or Reduced Leave 
 
An employee may take leave intermittently (a few days or a few hours at a time) or on a reduced 
leave schedule.  The employee may be required to transfer temporarily to a position with 
equivalent pay and benefits that better accommodates recurring periods of leave.  An employee 
may not take intermittent leave following the birth or placement of a child except at the 
discretion of the City of Brenham 
 
Use of Paid Leave 
 
An employee will be required to use accrued paid leave (including paid vacation, sick leave, 
compensatory time and workers’ compensation) for any part of a family/medical leave.  When an 
employee has used all of his or her accrued paid leave, the employee may request an additional 
period of unpaid leave so that the total paid and unpaid leave provided equals 12 weeks (or 26 
weeks if combined with Servicemember Family Leave time). 
 
Employee Notice Requirement 
 
A. An employee must give 30 days notice in the event of a foreseeable leave.  A "Request 

for Family/Medical Leave" form should be completed by the employee and returned to 
the City of Brenham.  In unexpected or unforeseeable situations, an employee should 
provide as much notice as is practicable, followed by the completed form.  The notice 
must indicate that (1) the employee is unable to perform the functions of the job or that a 
covered family member is unable to participate in regular daily activities; (2) the 
anticipated duration of the absence; and (3) whether the employee intends to visit a health 
care provider or is receiving continuing treatment. 
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B. If an employee fails to give 30 days notice of foreseeable leave with no reasonable 
excuse, leave may be denied until 30 days after the employee provides notice. 

 
C. When planning medical treatment, an employee must make a reasonable effort to 

schedule the leave so as not to unduly disrupt the City of Brenham’s operations. 
 
D. In the event of leave to attend to a qualifying exigency, the employee shall provide as much 

notice as is reasonable and practical under the circumstances. 
 

Employer Notice Requirements 
 

A. Notice of Eligibility Rights: Within five days after the employee requests leave or after 
the City of Brenham learns the leave may be for an FMLA-qualifying reason, the City of 
Brenham will provide written notice stating whether the employee is eligible for FMLA 
leave, and if not eligible, at least one reason why. 

 
B. Notice of Designation of Leave: Within five days after the employee requests leave or 

after the City of Brenham learns the leave may be for an FMLA-qualifying reason, the 
City of Brenham will provide a written notice stating whether leave is available, and 
notifying the employee how much leave has been designated as FMLA leave, and how 
much leave remains.  For an unspecified leave, the City of Brenham will update the 
notification every 30 days as to how much leave was designated in the prior month, how 
much was rejected, and how much leave remains.  If any part of the requested leave is not 
designated as FMLA leave, the City of Brenham will provide written notice of and reason 
for denial.   

 
Medical Certification 
 
A. Certification of Serious Health Condition:  For leaves taken because of the employee's or 

a covered family member's serious health condition, the employee, upon request, must 
submit a completed "Physician or Practitioner Certification" form and return the 
certification to the City of Brenham.  Medical certification must be provided by the 
employee within 15 days after requested.  If the employee fails to provide adequate 
certification within this time period, then the City of Brenham will inform the employee, 
in writing, what additional information is necessary and will allow the employee at least 
seven days to correct the certification.  The City of Brenham may delay leave until such 
certification is produced.  In the case of medical emergency, the employee must submit 
certification as soon as is reasonably possible. 

 
B. City of Brenham May Require Second Opinion: The City of Brenham may require a 

second or third opinion (at its own expense), periodic reports on status and intent to 
return to work, and a fitness-for-duty report to return to work. 

 
C. Certification Related to Active Duty or Call to Active Duty:  The employee requesting 

leave related to a family member’s active duty or call to active duty shall provide 
supporting documentation of such status issued by the applicable Armed Services branch. 
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D. Certification for Extended Servicemember Family Leave:  Employees requesting extended 

Servicemember Family Leave must provide documentation of the injury, recovery or 
need for care, such as the military medical information, orders for treatment, or other 
official Armed Forces communication showing that the injury or illness was incurred on 
active military duty and renders the member medically unfit to perform military duties. 

 
E. Confidentiality of Medical Records:  Documentation related to the employee's or family 

member's medical condition will be held in strict confidence and maintained in the 
employee's medical records file. 

 
Effect on Benefits 
 
A. An employee granted a leave under this policy will continue to be covered under the City 

of Brenham's group health insurance plan with the same conditions as if the employee 
had been continuously employed during the leave period. 

 
B. Employee contributions will be required either through payroll deduction or by direct 

payment to the City of Brenham.  The employee will be advised in writing at the 
beginning of the leave period as to the amount and method of payment.  Employee 
contribution amounts are subject to any change in rates that occurs while the employee is 
on leave. 

 
C. If an employee's contribution is more than 30 days late, the City of Brenham may 

terminate the employee's insurance coverage. 
 
D. If the City of Brenham pays the employee contributions missed by the employee while on 

leave, the employee will be required to reimburse the City of Brenham for delinquent 
payments (on a payroll deduction schedule) upon return from leave.  The employee will 
be required to sign a written statement at the beginning of the leave period authorizing 
the payroll deduction for delinquent payments. 

 
E. If the employee fails to return from unpaid leave for reasons other than (1) the 

continuation of a serious health condition of the employee or a covered family member or 
(2) circumstances beyond the employee's control (certification required within 30 days of 
failure to return for either reason), the City of Brenham may seek reimbursement from 
the employee for the portion of the premiums paid by the City of Brenham on behalf of 
that employee (employer contribution) during the period of leave. 

 
F. An employee is not entitled to seniority or benefit accrual during periods of unpaid leave, 

but will not lose benefits already accrued prior to the start of the leave.  Paid time off 
does not accrue while on unpaid leave.  

 
Job Protection 
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A. If the employee returns to work within 12 weeks following a family/medical leave (or 26 
weeks if combined with Service member Family Leave), he/she will be reinstated to 
his/her former position or an equivalent position in terms of pay, benefits, status, and 
authority. 

 
B. The employee's restoration rights are the same as they would have been had the employee 

not been on leave.  If the position would have been eliminated or the employee would 
have been terminated but for the leave, the employee does not have the right to 
reinstatement upon return from leave. 

 
C. If the employee fails to return to work by the previously agreed upon date, in absence of 

further communication, he/she will be considered to have abandoned the job. 
 
 
Unlawful Actions and Enforcement of FMLA Rights 

 
It is unlawful for the City of Brenham to interfere with, restrain, or deny the exercise of FMLA 
rights, or to discharge or discriminate against anyone for opposing such unlawful practices or for 
participating in a proceeding relating to FMLA.  An employee may file a complaint with the U.S. 
Department of Labor's Wage and Hour Division or may bring a private lawsuit against an 
employer for violating his/her rights under the FMLA. 
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FUNERAL LEAVE 
 

The City provides probationary and regular full-time employees paid time off, up to a maximum 
of three (3) work days in the event of a death(s) in the family, for the purpose of attending the 
funeral.  For the purpose of authorizing bereavement leave "family" is defined as current spouse, 
child, brother, sister, mother, father, mother-, father-, brother-, sister-, son-, daughter, or 
grandparent-in-law, grandparent, or grandchild, or person residing with the employee at the time 
of death.  Up to three days additional leave charged to sick leave may be approved by the City 
Manager at the employee’s request   Employees may take additional time off as vacation, comp 
time or, if no vacation or comp time is available, as authorized leave without pay upon approval 
of the City Manager.  All bereavement leave time taken must be requested on the City’s 
automated payroll and benefits system. 
  
An employee may be required to provide proof of death/funeral/family relationship in support of 
bereavement leave.  Bereavement leave pay is paid at the employee’s base rate at the time of 
absence.  It does not include overtime or any special forms of compensation.  Paid time off for 
bereavement leave is not counted as hours worked for purposes of determining overtime. 
 
Employees who wish to take bereavement leave must notify their supervisor immediately.   
 
Employees who wish to attend funerals for other than immediate family may be granted absence 
with pay for up to two hours and must use vacation, compensatory time or unpaid leave for 
additional time off with approval of Department Head. 
 
Any exceptions to the funeral leave described in this section require the approval of the City 
Manager and shall be documented in the employee’s personnel records with the City Manager’s 
signature.  

Deleted: or 
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HOLIDAYS 
 
The City provides paid holidays to probationary, and regular full-time employees.  Every other 
employee is extended the official holiday, but without pay.   
 
Official holidays are approved each year by action of the City Council.   
 
Holidays.  A holiday is a period of 8 hours, paid at the employee’s regular rate    
 
Scheduling of Holiday.  Holidays occurring on Saturday normally will be observed on the 
preceding Friday and holidays occurring on Sunday will normally be observed on the following 
Monday for employees working a Monday-Friday, 40 hour workweek schedule.  Employees 
working a 24 hour/7 days a week schedule (Police, Fire,  Water Production,) will observe the 
holiday on the actual holiday. 
 
Part-time, Temporary and Seasonal Employees.  Part-time, temporary and seasonal 
employees will be paid their regular hourly rates for a holiday only if required to work on a 
holiday.  No holiday pay is authorized for part-time, seasonal or temporary employees who do 
not work on a holiday. 
 
Employees required to work on a Holiday. Nonexempt employees required to work on a 
holiday will be paid overtime for the hours worked.  
 
 
Nonexempt Emergency Personnel Called Back on a Holiday.  Non-exempt employees called 
in on an emergency basis to work a holiday for which they are not scheduled to work will be 
paid for all hours worked on the holiday at the overtime rate. 
 
Holiday Occurring During Vacation Leave.  A holiday that falls within an employee's 
vacation period will be counted as holiday in lieu of a day of vacation. 
 
Separating Employees.  Except in extraordinary situations, separating employees will not be 
allowed to use a holiday as their final day of employment.  Exceptions must be scheduled and 
authorized in advance by the Department Director. 
 
Paid Leave Status.  An employee on a paid leave status will normally be paid holiday pay in 
lieu of the leave status pay they would ordinarily receive at the time of the holiday. 
 
Other Religious Holidays.  Employees may request an approved absence to celebrate a religious 
holiday that is not a scheduled City holiday.  If approved, the employee must charge the time to 
vacation, compensatory time, or an excused absence without pay. 
 
Holiday Pay During Workers’ Compensation Leave.  An employee on worker's compensation 
leave will not receive holiday pay. 
 

Deleted:  and part-time with benefits employees

Deleted: Central Communications,

Deleted:  and Wastewater Treatment

Deleted: Employees Scheduled “Off Duty” on a 
Holiday.  When a holiday and an employee’s 
regularly scheduled day off occur on the same day, 
the employee may elect to accrue 8 hours of holiday 
leave to be taken at a later date with approval of the 
Departmental Director.  Accrued holiday leave must 
be taken by the end of the calendar year at which 
time unused accrued holiday leave will be forfeited 
and will not count toward hours worked.¶

Comment [SN7]: Currently not given choice to 
take at another time 
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Holidays are considered hours worked for computation of overtime unless otherwise provided in 
City policies. 
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INCLEMENT WEATHER/EMERGENCY SITUATIONS 
 
Except for extraordinary circumstances, City offices DO NOT CLOSE.  All City employees, 
whether exempt or nonexempt, are expected to make a sincere effort to report to work during 
inclement weather conditions or other emergency situations. 
 
If an employee determines that the weather conditions constitute a danger to life and/or property, 
the employee must notify his/her immediate supervisor and/or Department Director and make 
arrangements to report to work if weather conditions improve.  Any leave taken due to inclement 
weather can be flexed or charged to vacation or comp time.  Regular full-time and part-time 
nonexempt employees who are unable to flex their time and who have no accrued vacation or 
compensatory time available will not be paid for the time missed.  
 
The Department Director/immediate supervisor is responsible for seeing that City services are 
staffed while City offices are open for business during inclement weather or emergency 
conditions.  Any City service that cannot be provided during inclement weather or other 
emergency conditions must be immediately reported to the City Manager's Office.   
 
When weather or other conditions are such that the City Manager declares certain City 
offices/departments officially closed, all affected personnel, i.e., those non-essential employees 
who were scheduled to work during the time of closure, will be granted “administrative leave” 
with pay for the time the office/department is closed.  Essential personnel must report to work 
even when other City departments are officially closed due to weather or other type of 
extraordinary circumstances.  Essential personnel required to be on the job regardless of adverse 
weather or other conditions are designated by the Department Director and/or the City Manager.  
Essential personnel who are required to work may be given equivalent time off at a later time if 
possible.  Essential personnel who fail to report to work may be subject to disciplinary action up 
to and including termination of employment. 
 
With the approval of the City Manager, exempt employees may be granted additional pay if 
required to work during inclement weather conditions or other emergency situations.  
Notwithstanding the preceding sentence, an exempt employee that works additional hours during 
a local, state or national declared state of emergency in excess of the employee’s normal working 
hours shall be paid overtime and/or given compensatory time off for the additional hours worked 
during said state of emergency. The overtime pay (using the exempt employee’s hourly rate of 
pay) or compensatory time off shall be calculated at the rate of 1.5 times the additional hours 
worked; that is, each additional hour worked shall earn 1.5 hours of overtime pay or 1.5 hours of 
compensatory time. Nothing herein shall be construed to affect the exempt status of such 
employees. 
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JURY DUTY 
 
The City provides paid leave to regular full-time employees and regular part-time employees 
required to serve on jury duty or requested to testify as a witness by the City in a City-related 
civil, criminal, legislative, or administrative proceeding.  Court appearances for testimony, 
investigation, and court preparation as a result of official duties as a City employee (e.g., police, 
fire, inspections, animal control, etc.) are compensated as actual hours worked and are not 
classified as paid leave.  In all other cases, employees are required to schedule accrued vacation, 
holiday or compensatory leave; otherwise a nonexempt employee’s time off will be considered a 
leave without pay.  
 
The employee must provide documentation of the requirement for jury duty, subpoena 
compliance, etc., with his/her leave request.  Employees must submit supporting documentation 
to their supervisor as soon as possible so that arrangements can be made to accommodate the 
absence.  
 
Employees on jury duty leave should keep up with their job responsibilities if possible.  An 
employee who is on jury duty typically must report for City duty for the remainder of the day 
upon completion of court or jury service, or request prior approval for use of other available paid 
time off.  Any payment for jury duty received by the employee may be retained by the employee. 
 
Jury duty leave is paid at the employee’s base rate at the time of leave and does not include 
overtime or any other special forms of compensation.   
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MILITARY LEAVE 
 
The City complies with all state and federal laws relating to employees in reserve or active 
military service and does not discriminate against employees who serve in the military. 
Temporary employees who have brief or non-recurrent positions with the City and who have no 
reasonable expectation that their employment with the City will continue indefinitely or for a 
significant period of time are generally ineligible for extended paid military leave in excess of 15 
days, reemployment rights, or any other military leave benefits under this policy.   
 
This policy covers employees who serve in the uniformed services in a voluntary or involuntary 
basis, including active duty, active duty for training, initial active duty for training, inactive duty 
training, and full-time National Guard duty.   
 
Notice to City of Need for Leave.  Employees must provide as much advance written or verbal 
notice to the City as possible for all military duty (unless giving notice is impossible, 
unreasonable, or precluded by military necessity).  Absent unusual circumstances, such notice 
must be given to the City no later than 24 hours after the employee receives the military orders. 
To be eligible for paid military leave, employees must complete and submit a Leave Request 
Form along with the official documents setting forth the purpose of the leave and, if known, its 
duration.  The Leave Request Form must be turned into the Department Director and the Human 
Resource Manager as far in advance of the leave as possible. 
 
Paid Leave for Training and Duty.  
 

Full Pay For Up to 15 Days.  Employees will be paid for military absences of up to a 
maximum of 15 work days per fiscal year.  Shift employees will be transitioned to a 5 
day -40 hour work week during military absences of one workweek or more.  This leave 
may be used when an employee is engaged in National Guard or U.S. armed forces 
reserve training or duty ordered or approved by proper military authority.  The paid leave 
days may be consecutive or scattered throughout the year. 

 
Other Paid Leave.  Employees who have exhausted all available paid military leave 
may, at their option, use any other available paid leave time (i.e., vacation leave, holiday 
leave and compensatory time) to cover their absence from work. 

 
Unpaid Leave.  After an employee has exhausted all available paid military leave 
(including any other paid leave time that the employee chooses to use to cover a military 
absence), the employee will be placed on leave without pay.  

 
Benefits.  The City will continue to provide employees on paid military leave with 
applicable City benefits.   

 
Medical and Dental.  While an employee is on paid military leave (or any military 
leave of less than 31 days), the City will continue to pay its portion of the monthly 
premium for group health benefits.  When military leave is unpaid, the employee may 
elect to continue group health coverage for up to 24 months following separation of 
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employment or until his/her reemployment rights expire, whichever event occurs first, 
for him/herself and eligible dependents.  Employees must pay 102% of the applicable 
premium to cover the cost of elective continuation coverage under the City’s group 
health plan.  

 
Upon an employee’s return to employment following military service, the City will 
provide health insurance coverage immediately, even if a waiting period is normally 
required for new or returning employees.  In addition, a returning employee will not be 
subjected to exclusions from coverage unless the exclusions apply to injuries or 
conditions that were incurred as a result of military service.   

 
Other Benefits.  While on paid military leave, employees continue to accrue vacation, 
sick leave and other benefits provided to other employees on paid leave.  The City will 
also continue to pay the premium for any City-provided life insurance while the 
employee is on paid military leave.  While on unpaid military leave, employees are 
generally ineligible for most City-provided benefits.  Benefits, such as vacation and 
sick leave, do not accrue while an employee is on unpaid leave, including unpaid 
military leave.  While on unpaid military leave, benefit accruals will be suspended and 
will resume upon the employee’s return to active employment.  Once an employee 
returns to work following an unpaid leave, he/she will be treated as though he/she was 
continuously employed for purposes of determining benefits based on length of 
service, such as vacation accrual and longevity pay. 

 
TMRS.  Typically, an employee’s period of uniformed service is deemed to constitute service 
for purposes of vesting and benefit accrual.   Thus, employees earn service credit for time 
spent on active duty military leave.  Service time is credited when an employee returns to 
work. To qualify for service credit, an employee must: return to work for the City within 90 
days after discharge; receive an honorable discharge; and timely complete the necessary 
application.   
 
Returning from Leave.   
 

Reemployment Rights.  Employees who complete their military service will be re-
employed in accordance with federal law.   

 
Deadline to Notify City of Intent to Return to Work.  The deadline for an employee to 
return to work and/or notify the City that he/she intends to return to work following 
military leave depends upon how long the employee’s military service lasted:  

 
 A)  For service of less than 31 days, employees have 8 hours following their 
                  return home from service to report for their next scheduled work period. 
 
 B)  For service between 31 days and 180 days, employees have 14 days 
                 following their release from service to apply for reemployment. 
 
 C)  For service of more than 180 days, employees have 90 days following  
                  their release from service to apply for reemployment. 
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These deadlines may be extended for 2 years or more when an employee suffers service-
related injuries that prevent him/her from applying for reemployment or when 
circumstances beyond the employee’s control make reporting within the time limits 
impossible or unreasonable. 

 
Required Documentation.  To qualify to return to work, an employee returning from leave must 
provide documentation of the length and character of his/her military service.  Also, evidence of 
discharge or release under honorable conditions must be submitted to the City if the military 
leave lasted more than 31 calendar days. 
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SICK LEAVE 
 
Sick leave is paid time away from work due to an employee’s bona fide illness or injury that 
prevents him/her from working, for visits to the doctor or dentist, or to care for certain family 
members who are ill or injured. Employees who are unable to work due to illness or injury or 
other situations covered by this policy must immediately notify the appropriate supervisor in 
accordance with the procedures adopted by their Department. 
 
Eligibility.  All full-time employees begin accruing paid sick leave on first day of hire.  Part-
time, temporary and seasonal employees do not accrue sick leave.  Full-time employees who are 
in their initial probationary status may use accrued sick leave if approved by their supervisor 
and/or Department Director.  An employee who is released for and offered light duty by the City, 
but who elects not to accept such assignment, will generally be ineligible for paid sick leave 
benefits.   
 
Accrual Rate.   Sick leave accrual, except for the Fire Department, is based upon an 8-hour 
work day, 40 hours per week.   
 
Sick leave for employees other than Fire Department shall be computed on the basis of one (1) 8 
hour working day for each full month employed in a calendar year, so as to total twelve (12) 
working days or 96 hours per year, to a maximum accrual of eighty-seven (87) 8 hour days (696 
hours). Fire Department employees working shift schedules will accrue up to six (6) 24-hour 
days (144 hours) per year up to a maximum accrual of forty-one (41) 24-hour days (984 hours).   
Sick leave accrues only during pay periods in which the employee works or is otherwise on an 
approved paid leave status for 80 hours, or 106 hours for firefighters working shift schedules.  
 
Maximum Accrual. The maximum sick leave time which may be accumulated by any 
employee shall be 600 hours (75 8-hour days) except that Fire Department employees working 
shift schedules shall be allowed to accrue up to 840 hours (35, 24-hour days).  All days in excess 
of the maximum accrual are lost at the beginning of each calendar year.  Employees will not be 
paid for sick leave in excess of the maximum accrual.   
 
 
Reinstatement of Employment.  Employees returning to employment in good standing within 1 
year of resignation or reduction in force, will have the sick leave balance reinstated to their 
record, and longevity reinstated to previous date of hire. 
 
Authorized Use of Sick Leave.     
 

For the employee. Accrued sick leave may be used for absences due to the employee’s 
bona fide personal illness, accident, injury that prevents him/her from working, or birth of 
a child (if the employee physically gave birth; otherwise use of sick leave for childbirth 
falls under the section below).  

  
For the employee’s immediate family. A specified amount of sick leave may also be 
used for absences when the employee is needed to care for a member of his or her 
immediate family who is ill or injured.  (Immediate family is defined as spouse, 
child/stepchildren, parent, in-laws or other person who resides with the employee.)  Other 
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persons who may be dependent on the employee for medical care may be considered to 
meet the definition of “immediate family” under special circumstances approved in 
advance by the Departmental Director.   
In the event of a life-threatening illness or injury of the employee’s family member who 
does not meet the definition of “immediate family,” the Department Director (and in the 
case of Department Directors, the City Manager) may allow the employee to use accrued 
sick leave with approval by the City Manager. 
 
An employee can use up to five (5) days (normally 24 hours for departments working 40 
hours per week) of accrued sick leave to care for immediate family members. Thereafter, 
employees must use accrued paid leave (vacation and/or comp time) if more than 5 days 
are needed for family members. 
Employees can request the use of additional sick time for the injury or illness of 
immediate family members after all paid time is used to the minimum of 40 hours (5 
eight hour days, of 120 hours (5 – 24 hour days)) for the Fire Department. 
 In the event of a life-threatening illness or injury of the employee’s immediate family 
member, and the employee has exhausted all paid leave to a minimum of 40 hours of paid 
vacation, the employee can ask for donations of vacation to be placed in their sick leave.  
Sick leave may also be used by employees for their own and /or their immediate family's 
scheduled doctor and dentist appointments.  
 
   

 
Minimum Increments.  Sick leave must be taken in minimum increments of half hour.  Sick 
leave taken in increments of less than one hour should be made up within the same work week. 
 
Notification.  Unless otherwise established by the department, employees shall notify the 
supervisor within one hour of the time set for beginning work the same day that the 
employee is absent where such time is chargeable to sick leave.  The employee is expected 
to notify the supervisor each day during the absence unless such absence is documented by 
proof of illness/injury.   
 
Failure to Report Absence/Abuse of Sick Leave.  Supervisors are to closely monitor use of 
sick leave.  It is anticipated that employees using paid City sick time for their own illness/injury 
or that of a family member will use their sick leave time to recuperate or care for their family 
member.  Trips to the doctor or hospital stays/visits, which take the employee away from the 
home, are acceptable, but other personal pursuits during paid sick leave will be considered an 
abuse of this policy.  Abuse of sick leave, including use of sick leave for anything other than an 
illness, injury, or doctor/dentist appointment as provided for in this policy, may result in 
immediate disciplinary action, up to and including termination of employment, and may also 
render the employee ineligible for paid sick leave benefits.  Similarly, employees who fail to 
timely report an absence or tardiness due to illness, injury, or doctor/dentist appointment may be 
disqualified from using sick leave for their absence.  
 
Other Employment During Sick Leave.  Employees on sick leave, whether paid or unpaid, 
may not work a second job, including self-employment or participate in volunteer work, during 
the period of leave, even if they have written authorization from their Department Director to 
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work a second job.  Exceptions to this policy must be obtained in writing from the Department 
Director and the Human Resource Manager.  See Outside Employment Policy.  
 
Use of Other Leave.  If approved by the Department Director (and in the case of Department 
Directors, by the City Manager), employees who have successfully completed their initial 
probationary period may use accrued vacation leave, compensatory time, other accrued paid 
leave, or leave of absence without pay, but only if an employee has no accrued sick leave time.  
Official holidays observed by the City while an employee is on approved paid sick leave will be 
treated as a paid holiday, rather than a day of sick leave, if the employee is eligible for the paid 
holiday.  Under certain circumstances and with the approval of the Department 
Director/supervisor, the employee may flex his /her work schedule (“time management”) to 
attend to medical or dental appointments.  This is acceptable provided that work time is 
accurately recorded on the time sheet for the week or work cycle in which time management was 
approved.  Under no circumstances can time management extend beyond the affected workweek, 
or work cycle.     
 
Documentation.  Employees requesting paid sick leave for more than 3 days must complete a 
Leave Request Form and submit it to their supervisor for approval.  An employee must present 
satisfactory proof of illness/injury that prevents him/her from working whenever the employee 
uses sick leave for 3 or more consecutive work days, and at any other time if requested by the 
City.  An employee may also be required to present satisfactory proof of family relationship 
and/or satisfactory proof of a family member’s illness, injury, and/or doctor/dentist appointment 
if the employee wishes to use accrued sick leave to care for a family member.  If the employee 
fails to present such proof in a timely manner, use of sick leave will be disallowed and no other 
paid leave may be used for the absence.  Abuse of sick leave may result in discipline up to and 
including termination of employment.  
 
Family and Medical Leave Act Leave.  Any absence that qualifies for both Family and Medical 
Leave Act leave and sick leave will follow the guidelines set out in this policy, and will typically 
be counted as both. 
 
Assistance for Long Term Illness.  In order to assist an employee who has exhausted all 
personal leave because of a long term illness, employees may donate accumulated vacation leave 
to that employee.  The donated vacation leave will be on an hour-for-hour basis and vacation 
leave donated cannot be returned to the donor.  An employee donating vacation leave must retain 
at least one week of vacation leave for personal use.  The employee receiving the donated leave 
must have a medically verifiable long-term illness and have exhausted all available personal 
leave (vacation, sick, compensatory) before becoming eligible to receive donated leave.  If the 
employee becomes eligible for long term disability benefits, use of donated leave may continue 
but the sum of donated leave and long term disability benefits shall not equal more than 100 
percent of base salary at the time absence commenced.  
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UNPAID LEAVE OF ABSENCE 
 
In extraordinary circumstances, the City may grant employees an unpaid leave of absence 
(LOA).  All requests for LOA must be submitted on the Leave Request Form.  Department 
Directors are authorized to grant an unpaid LOA for up to 5 working days.  Any LOA beyond 
the 5 working days must be authorized by the City Manager.  The employee may seek extensions 
of leave, up to a maximum of 90 calendar days away from work.  A LOA will not be authorized 
unless there is a reasonable expectation that the employee will return to employment with the 
City at the end of the approved leave period. 
 
Use of All Other Available Leave.  All vacation, compensatory time, holiday time and/or leave 
authorized under FMLA must be used prior to authorizing a LOA to an employee.  If the LOA is 
due to illness or injury, all sick leave must also be used prior to authorizing a LOA. 
 
Criteria.  Factors considered by the City in granting a LOA include the reason for the leave; 
departmental work requirements; the employee’s length of service, work performance and 
disciplinary history.  
 
Documentation.  Requests for LOA without pay must be made in writing to the employee’s 
Department Director as far in advance as possible prior to the requested leave date.  Requests for 
an extension of leave must also be in writing and submitted to the Department Director, who will 
forward the request to the City Manager’s office and the Human Resource Manager.  The need 
for a medical LOA must be supported by documentation acceptable to the City, including but not 
limited to a doctor’s explanation of why the employee cannot perform his/her duties, when 
he/she is expected to return to work, and periodic updates regarding the employee’s ability or 
inability to return to work. The Department Director and/or City Manager may require that the 
employee on leave periodically contact a designated supervisor to report on his/her condition or 
status.  Before returning to work from a medical LOA, the employee may be required to submit a 
letter from his or her doctor stating that the employee is able to resume his or her normal job 
duties.  The City may also impose additional return to work requirements as set out in the City’s 
Health/Fitness policy. 
 
Other Employment During Leave.  Under no circumstances may an employee on an 
authorized LOA without pay work another job, whether for pay, as a volunteer or as self-
employment, unless expressly authorized in writing by the Department Director and the City 
Manager.   
 
Reinstatement.  Employees returning from a LOA will be reinstated to their same position or 
one of similar pay and status, provided the City’s circumstances have not changed to the extent 
that it would be impossible or unreasonable to provide reinstatement.  If the same job or one of 
similar pay and status is not available, reinstatement may, at the City’s discretion, be deferred 
until a position is available.  Usually, an employee who fails to return to work at the conclusion 
of an approved LOA will be considered to have voluntarily resigned his or her employment with 
the City. 
 
Benefits/Premium Payments.  All LOA’S are unpaid.  Vacation, sick leave, holiday pay, and 
other benefits do not accrue during an unpaid LOA.  Any benefit continuation during a LOA 
must be approved in advance by the Human Resource Manager and the City Manager.   
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Any insurance premiums, or partial premiums, normally paid on behalf of the employee by the 
City will be paid by the City beginning the first day of the month following the starting date of a 
LOA.  Employees who have group health or any other kind of insurance through the City 
continue to be responsible for paying their portion of the premiums while on a LOA.  An 
employee’s failure to pay his or her portion of insurance premiums during a LOA may result in 
cancellation of coverage. 
Revocation.  The City Manager may revoke authorized leave without pay at any time. Failure to 
return to work after the expiration of an authorized LOA or failure to provide required medical 
status reports, physician's statements, or to contact the City per the required schedule will likely 
result in revocation of the LOA and/or disciplinary action up to and including dismissal. 
Termination.  Employees who are absent from work for a period exceeding six consecutive 
months shall be considered as having abandoned their position and shall be automatically 
terminated as an employee regardless of the reason for the absence.        
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VACATION LEAVE 
 
 

Regular full-time employees accrue vacation leave each pay period. 
 
Vacation leave accrues at the following rate according to number of years of service (see 
schedule).  Regular full-time employees of the City, except for the Fire Department, shall earn 
paid vacation leave based on an 8-hour work day, 40 hours per week.  Vacation accrual begins 
with the first day of employment; however vacation leave may not be taken until after six months 
of employment. 

General Government and Police Vacation Leave Accrual Schedule: 
0-5 years of employment    80 hours per year  
 
6th year of service and thereafter additional 8 hours per year up to the maximum 

accrual of 160 hours 
 
Fire Department Vacation Leave Accrual Schedule: 
 
0-5 years of employment   144 hours per year 
 
6th year of service and thereafter additional 14.4 hours per year up to the maximum 

accrual of 288 hours  
 
 
Directors, as designated by the City Manager, will be entitled to an additional five (5) days of 
vacation leave each year. 
An employee may not use any accrued vacation leave until he/she has successfully completed 
his/her initial employment probationary period.  Employees may not “borrow” unearned vacation 
time; employees shall not receive payment of vacation in lieu of taking time off, except as 
provided below. 
Regular part-time, temporary, and seasonal employees do not earn vacation leave.  

Official City-observed holidays occurring while an employee is on approved paid leave are 
considered paid holidays and do not affect vacation leave balances.  Paid vacation leave is not 
considered hours worked for purposes of performing overtime calculations. Only scheduled 
working days taken off shall be counted as vacation days. 
 
Use and Scheduling of Vacation Leave.  Vacation leave is an earned benefit intended to 
provide employees with paid time away from the work environment to pursue activities that will 
promote the well being of the individual.  Vacation leave may also be used for purposes of 
attending to personal business, extension of sick leave when sick leave is exhausted, inability to 
get to work because of inclement weather, or for other purposes, and may be taken in hourly 
increments.  Employees must schedule their annual vacation leave in accordance with their 
Department's guidelines governing vacation scheduling. Whenever possible, vacation time will 
be scheduled at the convenience of employees.  However, Department Directors must be certain 
that vacations do not interfere with the normal functions and activities of department operations.  
Whenever possible, employees are encouraged to submit their preferred vacation schedule to the 
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appropriate supervisor as far in advance as possible to relieve any scheduling problems that may 
develop.  To ensure proper payment of vacation pay, employees must make sure they have an 
approved vacation request on file before leaving for vacation.   
 

Maximum Accrual Carryover.   
 
• Employees with 0-9.99 years of service will be eligible to carryover two weeks (80 hours 

or 240 hours for Fire Dept.) accrued vacation at the end of each fiscal year. 
• Employees with 10 or more years of service will be eligible to carryover not more than 

three weeks (120 hours or 360 hours for Fire Dept.) accrued vacation at the end of each 
fiscal year. 

 
All days in excess of the maximum allowed carryover are lost at the beginning of each fiscal 
year.  Employees will not be paid for vacation in excess of the maximum accrual.   
 
Directors and/or Department Head shall schedule vacation so that the City work load is not 
adversely affected.  Employees may not elect to receive pay in lieu of vacation leave except in 
cases where City demands prevented the employee from taking vacation leave.  Payment for 
vacation leave must have the written approval of the City Manager. 
 
Compensation for Vacation Leave.  Vacation is paid at the employee’s base rate at the time of 
vacation.  It does not include overtime or any special forms of compensation.  Vacation time is 
paid only for hours the employee would ordinarily have worked.  Employees will not be paid for 
any unused vacation, except upon separation of employment, or if an employee is precluded 
from taking a scheduled vacation due to City and/or department needs as set out above.   
 
Upon termination, retirement, resignation, or death, an employee shall be paid for accrued 
vacation leave at the rate of pay the employee was receiving at the time of separation.  Only 
employees who have successfully completed their initial probationary period of employment 
with the City are entitled to this payout provision upon separation. 
 
Definitions 
 
Compensable Hours - The hours worked or taken in a biweekly pay period must equal 80 for 
full-time employees, and 106 for 24-hour fire department employees before vacation hours will 
be accrued.  
 
Vacation Day – A “vacation day” is defined as an 8-hour period for all employees, other than 
24-hour fire shift employees.  A “vacation day” for Fire Department shift personnel is defined as 
a 24-hour period.  Although discouraged, employees are not required to take a full day of 
vacation; they may take vacation in one hour increments. 
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