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ADMINISTRATIVE POLICIES AND PROCEDURES

0 approve
the following

aced o’ FMLA in conjunction with other leave
absence reason(s) such as workers’
mpensation, military, personal or family
illnesses etc.

a. Failure to provide medical documentation
in a timely manner will result in the
employee not being eligible for FMLA.
Any leave posted and or paid may be
converted to leave without pay, vacation,
or AWO. An employee, who does not
provided proper documentation in the
required period of time, may be
disciplined up to and including
termination.




b. The City may declare an employee on
FMLA Status (without full

available to the chain of comgiignd that
provides evidence that th ee is on

E. All City Leave Rules effect at the
time of the FMLA ce will be

followed except a, or applicable

‘on FMLA will

accordance w
placed:on un;

An adininistrative process not
addressed in policy. Governed
Policy created.

APPROVED BY:




Replaces Rule 13,
Section 2e 2 of3

ADMINISTRATIVE POLICIES AND PROCEDURES

Policy ID: Human Resources
Subject: Investigating Sick Leave Abuse and:
Creation Date:
Revision Date:
Prepared By: Human Resources Departm
Approved By: City Manager

Legal Review: John Batoon
DESCRIPTION:

Siek Leave-Use
Overuse Policy

or investigate shall include,
to, the following:

ork day the employee is scheduled to work after

payday, the day before or after a scheduled day

f or using sick leave as soon as it has been

“ accrued.

C. A pattern of using sick leave to avoid overtime or
weekend or holiday work shifts

D. Using 40 or more hours of unplanned sick leave
during a quarter of a calendar year or for two (2) or
more consecutive quarters, without current medical
documentation.

111, Procedures:

A. The Department Head granting sick or Emergency
Leave will immediately report the leave and
subsequently, the individual’s return, to the Human
Resources Director. The Department Head or the
Human Resources Director (or his designee) may at
any time inquire or investigate into the use of sick
leave or Emergency Leave and require medical
certification for all subsequent absences, or take
other appropriate action. eonsistent-with-the-Charter

Qs

1




Replaces Rule 13,
Section 2¢ 2 of 3

After the investigation, the Department Head should
determine if there is reason to believe that the

employee is abusing or miss using their, sick leave
accrual benefits. If there is no evid
leave is being abused, the emplg
informed. If the Department
determines that there has bk
will detail that abuse i
employee that the
medical docume;
sick leave for:

to provide

agcariz-lHeanca o

Charter, should be
reated.

Date




Replaces Rule 13,
Section2 (2) 3 of 3

ADMINISTRATIVE POLICIES AND PROCEDURES

Policy ID: Human Resources
Subject: Departmental Rules
Creation Date:

Revision Date:

Prepared By: Human Resources Departmen
Approved By: City Manager
Legal Review: John Batoon

DESCRIPTION:
Policy
L. Policy: A, i established for

is eligible to
Incentive

gible employees may request
f sick leave to be converted to
rsonal Day (SPD), if the

any scheduled shifts for the

eptember 1 — February 28
Maréh 1 — August 31

sxceed 16 hours. Absences due to a work related
tiry, qualified Americans with Disabilities Act
(ADA) conditions, or for qualified military leave shall
* not be counted as absences for purposes of this
program. (Added 8/25/09)

tive process not governed by Charter, should be
policy. Administrative Policy created.

APPROVED BY:

Joyce Wilson, City Mahager Date




Replaces Rule 22

ADMINISTRATIVE POLICIES AND PROCEDURES

Policy ID: Human Resources

Subject: Documentation to Employee’s File
Creation Date:

Revision Date:

Prepared By: Human Resources Department
Approved By:  City Manager

Legal Review: John Batoon

DESCRIPTION: Documentation to Employee’s

Policy: ‘
In order for memorandum:
documentation of:




Replaces Rule 25

ADMINISTRATIVE POLICIES AND PROCEDURES

Policy ID: Human Resources

Subject: Driver’s Safety Standards
Creation Date:

Revision Date:

Prepared By: Human Resources Department
Approved By: City Manager

Legal Review: John Batoon

DESCRIPTION: priver’s Safety Standards Polic

I. Policy:
This policy applies to all-E¢
and volunteers. Motog yehi

on o oyment, the
ntingent upon

to manage and direct the drive qualification policy.

Employees who operate a vehicle must obey traffic laws
and-_in a reasonable and prudent mannerase-commeon
sense. In addition, employees who operate a vehicle-
either a city vehicle or their own private vehicle as part of
fulfilling of their duties shall obey the rules listed in the

| City eof E] Paso Safety Manual for vehicle operations
including department rules regarding operation, vehicle
maintenance and safety checks. Every employee
operating a City-owned, City-leased, or a private vehicle
in connection with his/her official duties shall at all times
do everything that can be reasonably done to avoid
accidents.




Replaces Rule 25

IL Proced_ureé:

Applicants
A Motor Vehicle Record (MVR) check will be required
of all original and promotional applicants certiffed to

thoroughfares as a duty.

Applicants will be rejected and r
list if the MVR reveals they:

a) Do not have a valid and
(including any necessary er
licensing required for the p
residence of the applicant/emp

o o o SN %4 = a &

b) Have a_temporary or proy
license or if an out of ser
CDL Driver:hs ;

NN N 2 YT 9

tid/or motor vehicle accidents, whether in
it of state. totaling three (3) or more.

&f)Any combination of db and ee.

e)g) Have an outstanding Department of Public Safety
and/or Municipal Court Arrest Warrant.

| Hh)Have any driving record which is not indicative of a
responsible driver as determined by the Human
Resources Department.

All applicants for uniformed Fire and Police, and other
departments which require driving must comply with the
higher standards determined to be necessary by the
department.

City employees must have an validunexpired certificate

of defensive driving before driving a city vehicle.
)

Fa Y =




Replaces Rule 25

Applicants rejected for any of the above reasons may
reapply as soon as they meet the standards or apply for
positions not requiring driving duties.

Applicants from out-of-state must possess a valid
| license from their state of residence orand be
obtain a valid Texas driver’s licensg: in,
prescribed by the Texas Depa:
when they become Texas residenc

licants must maintain a v
by the state in which they resi

CeEP-Employees

Any employee who resides fes a
CityeEP vehicle or any vehs
possess a valid Texas driy

Department He
receives a Tg

City busisiess” shall
from his state of

“will verify driving
hom driving while on
requirement, and will maintain
approved drivers.

ance evaluation, or more frequently
) be necessary by the Department Head or
“Resources Director, driving records will be
&d"” with employees whose work duties require
operating a motor vehicle. The wvalidity of the
employee’s—Fexas driver’s license will be reviewed as
well.

| Any CityeEPR driver found to have an unacceptable

driving record as determined by Section II of this policy.
may be subject to appropriate disciplinary action up to
and including discharge.

I OperatorsCity employees with driving responsibilities
shall immediately report to their supervisor any
suspensions, restrictions, limitations, revocation or
restriction of driver’s license or any other change in their
driving status which violates the standards. Failure to do
so may result in disciplinary action including termination.

Volunteers
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This policy shall also apply to people serving the CityeEP
in a volunteer capacity.

Standard for Operation of Vehicles

1. All persons operating a motor vehicle on beha

completed a CityeEP approved De
(DDC) within 30 days of hire or
that requires driving_or must
available DDC course.

2. Employees will attend a City:
every 3 years. Departme
maintaining DDC records.
employees to attend a DDC,
employee has been found;
unsafe manner.

l 3. No person aut
relmqu1sh t

them. bThls will
n of responsibility

ords: will be addressed by the

f CityeEPR vehicles, equipment, or any
on C _’_cyeE—P busmess w111 exercise
: 3 care
while operat1on the vehicle. Ope1ators W111 obey all
traffic laws applicable to the vehicle being operated.

Heavy equipment operators shall comply with the
applicable portions of regulations governing these
activities, whether on CityeEP property or other
thoroughfares.

2. All operators and passengers of vehicles equipped with
safety belts are required to wear safety belts. It will be
the responsibility of the operator to see that all occupants
comply.

3. Possession, use or being under the influence of any
narcotic, hallucinogen, stimulant, sedative or other
controlled substance or alcohol while operating a
CityeER vehicle on CityeER business, is prohibited. See
Drug/Alcohol Policy.
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Traffic Violations or Accidents

1. City emplovee with driving responsibilities will
Nnotify their immediate supervisor__of any traffic
violations received or involvement in any accident;

off duty; 5
Direetor as soon as possible.

2. City employees involved in
driving a City vehicle will €
CityeER Accident/Incident Rep

An administrative process not governed by Ch
addressed in policy

APPROVED BY:

~ Joyce Wilson, City Manager




Replaces Rule 26

ADMINISTRATIVE POLICIES AND PROCEDURES

Policy ID: Human Resources

Subject: Regular Part-Time Employees
Creation Date:

Revision Date:

Prepared By: Human Resources Department
Approved By: City Manager '
Legal Review: John Batoon

DESCRIPTION: Regular Part-Time Employ

schedule. @Aﬁﬂeﬁéeé

‘works only part of
and are not eligible

ine employees may be regularly scheduled for
te predetermined and set by the department in

advance, or fAmended-8/2307

b, Regularpart-time-employees-may be on-call employees who are

called to work when the deparhnent has special events, extra work
or non-regularly scheduled recurring work which is not being
performed by regular full-time employees. (Amended-S/2H07)

Seasenal-emplovees-whe-word-enly-part-of-the-year-are-considered
temporary—employees—and—are-not—clsible—for-regular—part-time

statuas:

III. Procedures:

A. Seetien-2. Promotional Exams::




Replaces Rule 26

Part-time employees are eligible to take promotional examinations
for full or part-time positions after successful compleuon of
original probation in a regular part-time position. :

1. Seniority credits will be prorated based on full-tim
and in the same manner as prescribed-in-Rule-9:-+
for promotional examinations.

2. Efficiency credits shall be awarded
full-time _emplovees.preseribed
Amended-8/21H07-825/09)

B.Seetion-3- Transfers::

Regular part-time employees may
regular part-time posmon of the sam
department i
order of certification.

1.__Regular part-time employe
regular full-time positions

d on a case-by-case basis and in as
racticable, subject to the operating needs of

shall be forwarded directly to the Human
tor who shall approve or deny. (Aanended-3/25/09)

3.b: Full-time employees who have been granted part-time status
may seek a return to full-time status as described in “For Part-time
to_Full-time Status” in this policy. Seetien—4—of—this—Rule:
Amended-85/25/09)

4. A status change from full to part-time will not affect the
employee's seniority for pay and benefit accrual purposes.

Resources

Seetion-6-Ikeinstatementss:
Ix’cegﬁl—aﬁ%aﬁ-%ime»em}a}eyeeﬁlhe—res%gﬁﬁné;i%q&es{%mﬁmeﬁaem;
ﬁﬁé-\%‘h@%ﬂ’é—app1’6¥eé"fﬁf—feiﬂfrf:&teﬂ}eﬂﬁiﬂ'hﬁﬂ~jbe—ﬁ}&eﬁd~eﬂ~ﬂﬂ
;-, (s, z .‘ 3 . L»'b

Deleted: Moved to Rule 20 in its entirety as new Section 6.

Regﬁ}ad;pai-ﬂt-t-im&empleyees-whe—&m—%&id—eff—iﬁ—aee@/ﬂiﬁﬁee-w-‘rt-h
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/i
R3S = =5

la)

Deleted: Moved to Rule 20 in its entirety as new Section

Regular part-time employees may receive ter
provisional appointments to full-time posi
/

and-824H07)

An administrative process not governed by .
addressed in policy. Administrative Policy createe

APPROVED BY:

Joyce Wilson, City Manager




Replaces Rule 28

ADMINISTRATIVE POLICIES AND PROCEDURES

Policy ID: Human Resources

Subject: Safety

Creation Date:

Revision Date:

Prepared By: Human Resources Department
Approved By: City Manager

Legal Review: John Batoon

DESCRIPTION: Safety Policy

I. Policy:
The purpose of the gove

hensive manual of
s. Each employee
information from the

periodically updated to better
tion of CityeER employees.

& contents of the manual will become
approval of Risk Management and the
Resources Director.

c. Ea¢h™ department may also promulgate safety
procedures specific to their own operations, provided
they do mnot conflict with the general safety
procedures.

2. All employees shall participate in safety training as
directed by their supervisor or Department Head.

3. All employees shall comply with procedures and safety
practices-in applicable to their job. Safety practices may
include, but are not limited to, the following:

a. Wearing proper safety and work apparel,
b. Inspecting and using provided personal
protective equipment,

c. Inspecting and maintaining tools and
equipment,

d. Maintaining familiarity and compliance with
safety standards,




Replaces Rule 28

e. Adhering to reporting systems, and
_f.  Observing facility access procedures.

l 4. The CityeEP seeks to minimize the risks to employees
and visitors and expects each employee tg: act
responsibly by:

o Complying with established guidelines;inclu
applicable Federal, State and Lo

+ Encouraging safety and securi
peers

o Adhering to City and depa:

+ Reporting violations of sa
department for correction

o Reporting on-the-job acci T in
accordance with establish

» Reporting crimes and s

o Seeking diagno
of an injury frg
medical atf




Replaces Rule 29

ADMINISTRATIVE POLICIES AND PROCEDURES

Policy ID: Human Resources
Subject: Outside Employment
Creation Date:

Revision Date:
Prepared By: Human Resources Department

Approved By: City Manager
Legal Review: John Batoon

DESCRIPTION: Outside Employment Policy
I. Policy:

Regular full time members
permitted to wo:
provisions of

t be submitted on
Department of Human
ia; the specific type of

ust submit a request for permission to
side employment to the Department Head for
Request for outside employment shall not
wenty-five (25) hours per week.

. A Department Head may place reasonable limitations or
conditions on the performance of any outside
employment.

. Determination of limitations on outside employment will
be based upon the best interest of the City in furthering
professionalism, protecting the reputation of the
employee and City and ensuring the City receives full and
faithful service in return for its expenditure of resources.

4. If the Department Head believes an employment request
is inappropriate and does not meet the criteria established
by this policy, he must submit the request to a Deputy
City Manager or the City Manager and obtain his
concurrence prior to disapproving the request.

5. Applications that have been approved by the Department
Head will be valid for a period not to exceed two (2)
years from the date of approval, and only for the specific
type of employment approved.
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6. An original application must be submitted before an
employee may change the type of employment for which
he has been approved.

7. Each Department Head shall periodically review outside
employment within the department to ensure comgjfiance
with this policy.

8. It is the duty of each Department
employee’s outside employment
employee fails to comply with
policy, fails to conform
qualifications, or receives a
“Meets Performance Star
scheduled Performance R
Department Head may g
reasonable opportunity to
other deficiency prior to re

B. Conditions that may dis
employments:

1. i e B m t

tment, or present the
I conflict of interest

place where it is to be
as to measurably impair the
capability, or availability as an

tside employment requires the employee to
e official uniform of the employee’s City
ent where such practice would violate a rule of
t nployee’s department or where the outside
employment would involve the service of civil process.

. Where the outside employment of a public safety
employee would involve the operation of, or employment
in, an establishiment where the principle business is the
sale of intoxicating beverages.

. Where the outside employment could affect their ability
to make unbiased decisions or recommendations in the
duties of their job with the City. '

. Where the outside employment could compromise their
independent judgment regarding recominendations or
choice of vendors or services that are provided City of El
Paso.

. When the outside employment exceeds the number of
hours allowed in any one calendar week more than twice
in a vear, and is not reported to Department Head for a
determination of extenuating circumstances.
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Sections (1)(2)(3)(4)(5) an administrative process not governed b
Charter, should be addressed in policy. Administrative Policy

created.

APPROVED BY:

Joyce Wilson, City Manager




Replaces Rule 30

ADMINISTRATIVE POLICIES AND PROCEDURES

Policy ID: Human Resources

Subject: Working Out of Class

Creation Date:

Revision Date:

Prepared By: Human Resources Department
Approved By: City Manager

Legal Review: John Batoon

DESCRIPTION: Working Out of Class Poli

ut of classification for any of the

sitigg“because it is vacant or because the
of for which a department has a temporary

aental assignment, or

(3) because of a catastrophic event.

III. Procedures:

A. When Emplovees May be Worked out of Class: No

classified employee may be worked out of their normal
classification except in conformity with this Policy. Employees
may be worked out of class for such limited periods of time, not to
exceed one (1) vear.
e. With the agreement of the employee, a Department Head may
work a regular employee out of class for developmental
assignments. In order to be considered for a developmental
assignment, an employee must have received an overall rating of
“meets performance standards” or higher on their last scheduled
performance evaluation report and may not have been previously
granted developmental assignments that are substantially similar in
nature. Additionally, an employee must.show that he would meet
the minimum qualifications for the position within one (1) year
from the date of the request. Request for continuations or
1




extensions beyond one (1) year will not be approved. LAmended
¢ Employees may be worked out of class by the City M, ; ager

extended under this PolicyRule.
B.Section-2. Approval Process by De)

When it is expected or anticipated o
exists that an employee will work
consecutive days and for all de
Department Head must complete th
employee out of classification, stat
date the necessity arose or is re:
likely duration of the neces
compensation, if any bet
classification and t
cases arising out
of the length
evidence of

ule, an employee will
ication work for the
vard the minimum
nation related to the
onth, any employee who
apploved working out of class
med one or more days of out-of-
month shall, befo1e the 10th day of

=4d fails to act upon the request within five (5)
the credit shall be automatically granted. If the
Department Head denies the request, the employee shall be
informed, and may appeal as provided in Section 5 of this Rule.
No more than 30 total days of credit for out-of-classification
work may be granted on an annual basis based on the calendar
year to an employee pursuant to this self-reporting system.

T

1. An employee who is authorized and assigned to work out of
class for 15 or more consecutive days shall receive
compensation retroactively, at the minimum salary for the
out-of-class position, provided further, that in no event shall
the adjustment in pay be less than five (5) percent higher
than the employee’s regular rate of pay. This additional
compensation shall not affect the employee’s eligibility for
increases in accordance with normal pay practices, nor shall
the additional compensation herein provided extend beyond
the period for which the employee works out-of-class.
Amended-7/31/07:-8/25/09)




‘ QSee&&n—dv Supervisory Duties:=

Provided that there is no employee within the same department

l ehglble for promotxon or temporary promotlon—aﬁéeii—the
~18, an employee may be

develg

temporary superv1sory duties pursuant to
| assignment as provided in Sec. 1 of this
an employee may not be required to pep
not contained within the job descripti
being worked out of class.

E.Section-5. Appeals::
An employee may appeal to the

violation of this Rude-Policy withi oyee
knew or should have known of -the

matterremains-uareselved—t
employec-may-appeal-te-the-Con

D.¢4y Catastrophic Event- The occurrence of a sudden
emergency or other incident affecting public health,
safety or welfare in the City which necessitates the
immediate use or mobilization of a large number of
employees to respond to and deal with the incident.
Added-$/23/65)

E.5) Scheduled Evaluation- For purposes of this rule
probationary evaluations will be considered scheduled. £Added

Vo X4
8’13‘9'9).‘. 7

An administrative process not governed by Charter, should be
addressed in policy. Administrative Policy created.




APPROVED BY:

Joyce Wilson, City Manager




