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Employee Handbook Acknowledgement

I have received a copy of the Borden County Employee Handbook that outlines my benefits and obligations as a County employee. I understand that I am responsible for reading and familiarizing myself with the information in this manual and understand that it contains general personnel policies of the County. If I need clarification on any of the information in this manual, I will contact my immediate supervisor.

I further understand that the Borden County Employee Handbook is not a contract of employment. I understand that my employment may be terminated by either myself or the County, at any time, with or without cause, and with or without notice.

I understand that this employee handbook is intended only to provide guidance in understanding Borden County policies, practices and benefits. Except for the policy of “At-Will” employment, I understand that Borden County retains the right to change this handbook, and to modify or cancel any of its employee benefits when the need for change is recognized.

I further understand that as a Borden County employee, I have a personal responsibility to provide quality service to the public, to achieve the highest degree of safety possible for my fellow workers to, continually, make suggestions for improvements and to display a spirit of team work and cooperation.

I understand that I will be granted compensatory time off in lieu of payment of overtime to the extent provided by law and I may be required to take earned compensatory time off at the County’s discretion.

___________________________________

Signature of Employee

___________________________________

Printed Name of Employee

___________________________________

Date Signed
This page intentionally left blank.
Borden County
Employee Handbook
Welcome to Borden County!

We are excited to have you as an employee of Borden County. You were hired because the elected official, appointed official or department head believes you can contribute to the success of Borden County, and share our commitment to serving the public and our constituents with excellence.

Borden County is committed to providing excellent service to the public in all of our county offices. As part of the team, we hope you will discover that the pursuit of excellence is a rewarding aspect of your career here.

This employee handbook contains some key policies, benefits, and the expectations of Borden County, and other information you will need. Each elected official, appointed official or department head who has additional policy and procedures manuals will compliment this handbook.

Your job, every job, is essential to fulfilling our mission of serving our county constituents every day and to meet or exceed their expectations. We achieve this through dedicated hard work and commitment from every Borden County employee. You should use this handbook as a ready reference as you pursue your career with Borden County. Please consult with your elected official, appointed official or department head regarding questions you may have concerning this employee handbook.

Welcome aboard!
Sincerely,
Cathy Palmer
County Judge
General Information
Each Official of Borden County has the responsibility for the administration and implementation of these personnel policies in the office for which he/she has administrative, managerial or supervisory responsibility. An Official may operate with deviations from the general county policies on regular basis, providing the deviations have been approved by the Commissioners Court and all employees in the department are made aware of the deviations. If unique or unusual circumstances make a further deviation necessary, it will be made at the discretion of the official in that office. Any departmental policies will be listed in the Table of Contents of this publication.
When an employee is required to work more than forty (40) hours per week overtime shall be paid. Overtime shall be defined as all hours worked in excess of forty (40) hours during the work week.
Compensatory time shall not be allowed for any employee.
All employees shall participate in the Federal Social Security program.

(Revision adopted: 11/26/2013)
Employee Status
Regular Full-time Employee
Any employee with a set hourly wage or salary who works a normal work schedule of thirty (30) hours or more per week in an authorized position.

Regular Part-time Employee
Any employee with a set hourly wage or salary who works a normal work schedule of twenty-nine (29) hours or less per week and who maintains continuous employee status on a regular basis.

Temporary Employee
Any employee who is paid hourly and whose employment is intended to be of limited duration.

Texas County Extension Agents
County Extension Agents are not county employees pursuant to Section 102.001, Civil Practice and Remedies Code, Texas Codes Annotated.

Borden County Water System Employee(s)
For administrative purposes, the Borden County Water System employee(s) shall be under the supervision of the Borden County Judge.

Borden County Custodial and Facility Maintenance Employee(s)
For administrative purposes, the Borden County Custodial and Facility Maintenance employee shall be under the supervision of the Borden County Judge.
Equal Employment Opportunity

It shall be the policy of Borden County to be an equal opportunity employer. Race, color, religion, national origin, sex, age, and disability shall not be factors in hiring, promotion, demotion, raises, termination, training, discipline, use of employee facilities or programs, or any other benefit, condition, or privilege of employment except where required by law or where a bona fide occupational qualification (BFOQ) exists.
Americans with Disabilities

Borden County is committed to the fair and equal employment of individuals with disabilities. It is Borden County’s policy to reasonably accommodate qualified individuals with disabilities unless the accommodation would impose an undue hardship on the organization. In accordance with the Americans with Disabilities Act (ADA) as amended, reasonable accommodations will be provided to qualified individuals with disabilities when such accommodations are necessary to enable them to perform the essential functions of their jobs, or to enjoy the equal benefits and privileges of employment. This policy applies to all applicants for employment, and all employees. Reasonable accommodation shall be determined through the interactive process of consultation with the disabled individual and, where deemed necessary, through consultation with outside resources.

It is the policy of Borden County to prohibit any harassment of, or discriminatory treatment of employees on the basis of a disability or because an employee has requested a reasonable accommodation. If an employee feels he or she has been subject to such treatment, or has witnessed such treatment, the situation should be reported to your elected official, appointed official, department head or the county attorney.

Nepotism

An elected or appointed official of Borden County shall not hire a person related within the third (3rd) degree of consanguinity (blood) or the second (2nd) degree of affinity (related by marriage) to work in a department which he/she supervises.

See the attached charts.
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Termination

Texas is an “employment at will” state. Employers may terminate employees at any time for any reason or for no reason at all. Employers cannot fire employees for exercising legal rights or for refusing to commit illegal acts.

Before an employee is terminated for cause, he/she may be advised that his/her performance does not meet required standards. Any of the following acts of conduct on the part of any employee will constitute grounds for prompt dismissal:

1. Conviction under a felony charge or offenses involving moral turpitude.

2. Use of alcohol or drugs while on duty.

3. Flagrant or persistent insubordination or causing problems while on duty.

4. Conduct subversive to the proper order, discipline and morale of the county.

5. Incompetence or repeated neglect of duty.

6. Unauthorized absence from duty without a satisfactory explanation.

7. Offering or receiving money or other valuable consideration in exchange for a job.

Employment may be terminated, without prejudice, by reason of lack of work or funds or the abolishment of positions. Terminated employees will be paid for accrued vacation.
Immediately after termination the employee shall report to the Treasurer’s office to fill out and sign necessary forms.

To resign in good standing an employee must give two (2) weeks’ notice.

Attendance Requirements
Good attendance is an important requirement for County employees. If you are unable to report for work as assigned, you must notify your Department Head before the start of work or as soon thereafter as possible. Frequent absences or tardiness may subject you to disciplinary action. Two (2) consecutive regular working days absence without notification and approval by the Department Head may be considered a resignation and your employment may be terminated.
Employees with serious attendance problems (regardless of the cause) will be subject to disciplinary action. Failure to improve, for whatever reason, may lead to dismissal.

Dress Code and Conduct

Borden County expects all employees to be well groomed, clean, and neat at all times. Each department will determine the type of attire that is acceptable.

It is just as essential that you act in a professional manner and extend the highest courtesy to co-workers and to the public being served. A cheerful and positive attitude is essential to our commitment to customer service.

Confidentiality

The Borden County Treasurer’s Office and/or your department head will retain basic employee information in an individual personnel file. This file will include all pertinent employment documents such as your resume, application, IRS forms, insurance forms, citizenship (I-9) form, retirement forms, direct deposit form, as well as, records concerning performance, discipline and compensation.

It is important that the personnel records of Borden County employees be accurate at all times. In order to avoid issues, compromising your benefit eligibility or having W2's returned, Borden County requests employees to promptly notify the Borden County Treasurer’s Office and your department head of any change in name, home address, telephone number, marital status, number of dependents, or of any other pertinent information.
Texas State Law requires that all governmental entities release the home address and telephone number of employees if requested to do so. You may keep this information private by requesting in writing not to allow this information to be released. This request should be filed with the County Treasurer and the Department Head.
Disciplinary Action
Corrective actions are those actions administered to correct and improve an employee’s job performance without affecting his/her current pay, status or tenure. Corrective actions shall include verbal and/or written warnings and reprimands.

Disciplinary actions are those actions administered to discipline an employee which reduce or otherwise affect his/her current pay, status or tenure. Disciplinary actions shall include suspension, demotion, pay reduction and/or dismissal.

General reasons for administering corrective or disciplinary actions shall include, but not be limited to, the following:

1. Violation of any State or Federal law, City Ordinance or Departmental policy.

2. Failure or refusal to comply with a lawful order or to accept a reasonable and proper assignment.

3. Inefficiency, incompetence or neglect in the performance of assigned duties.

4. Careless, negligent or improper care or use of County property.

5. Falsification, fraud or omission of information in applying for a position.

6. Unauthorized or improper use of any type of leave.

7. Failure to maintain satisfactory and harmonious working relationships with the public, other employees and Department Head.

8. Conduct unbecoming an employee of the County.

9. Repeated tardiness or absence without leave.

Employees who are charged or indicted for violations of law shall be suspended and may be dismissed if the violation is of sufficient seriousness to cause a bad reflection upon the department.
Worker’s Compensation

Worker’s Compensation Insurance is provided for the employees of the County for occupational illness and on the job accidents. The insurance covers one hundred (100%) percent of medical expense, death and disability on any employee who qualifies.

Employees injured on the job will be entitled to remain on full County benefits unless the employee draws weekly checks from Worker’s Compensation Insurance. At this time the county checks will cease until the employee is able to work again and submits a physician’s return-to work release. Payroll employee deductions become the responsibility of the employee. The employee must come to the Treasurer’s office and make arrangements for the payment of deductible benefits.

An employee with a physical injury, who is able as determined by the attending physician, to perform light duty, may be required to do so for his/her original department or for another department.

Borden County Extension Agents and elected officials are not covered by the Worker’s Compensation Insurance provided by Borden County. (Revision adopted: 9/10/2019)
Employee Safety

Safety in Borden County is the employee’s responsibility. If you witness or discover any accident in which another employee or citizen is involved, you must report the situation to your Department Head. Keep alert for possible dangerous situations. Any unsafe conditions that you observe must be reported immediately to your Department Head. Whenever possible and time allows, the employee should make an initial report in writing to his/her Department Head. However, in those cases when time will not allow for an initial written report, the employee should document the verbal report in writing as soon thereafter as possible.

Driving Record
If an employee drives a County owned vehicle, the employee must have a valid Texas Driver’s License and maintain a satisfactory driving record as a condition of employment. An employee that is required to drive a vehicle that is larger than a one (1) ton rating must have a valid Texas CDL Driver’s License.

Weather Closings
When a hazardous weather situation occurs, the assumption must be made that the County offices will be open unless the Department Head notifies the employee to the contrary. When such weather conditions result in an employee not being able to report to work, or reporting late to work, discretion may be used by the Department Head based on the circumstances as to whether time off will be charged to the employee.

Grievance Policy

Any employee having a grievance related to his/her employment should present the grievance in writing to his/her immediate supervisor within ten (10) days of the matter complained of. The supervisor shall respond to the employee within ten (10) days of receipt of the employee’s written grievance.

If the grievance to the immediate supervisor does not resolve the grievance, and, if the immediate supervisor is not the elected or appointed official with final responsibility for the employee’s department, the employee shall have the right to present the grievance to that official. The employee shall do so in writing within five (5) days of receipt of the employee’s supervisor’s oral or written response to the employee’s original grievance. The elected or appointed official shall respond within ten (10) days of receipt of the employees’ appeal of the supervisor’s decision.

The decision of the elected or appointed official with final responsibility for the employee’s department shall be final in all grievances.

This policy shall apply only to active employees. Any grievance from a terminated employee will not be heard.

Any employee who believes he/she has been or is being retaliated against for a good faith report of a violation of the law shall file a grievance on this issue in writing to his/her supervisor, or if his/her supervisor is the individual believed to be violating the law, the employee shall make this report to the appointed or elected official with final responsibility for the employee’s department or alternatively to the County Judge. This grievance shall be filed within ten (10) days of the alleged retaliation. The official who receives the grievance or his designee shall respond to the employee within ten (10) days of the receipt of this grievance.
Sexual Harassment Policy

Policy

Sexual harassment is strictly prohibited by Borden County, whether committed by an elected official, department head, or co-worker. Borden County does not tolerate harassment in the workplace of its employees by non-employees. It shall be the policy of Borden County to provide a work place free from sexual harassment for all employees and to take active steps to eliminate any sexual harassment of which the County becomes aware.

Employees engaging in sexual harassment shall be subject to discipline, up to and including, termination of employment.

Definition

Sexual harassment shall include, but not be limited to, unwanted sexual advances, requests for sexual favors, and other verbal, non-verbal  or physical conduct of a sexual nature, which includes slurs, jokes, statements, gestures, touching, pictures, emails or cartoons where:

1. Submission to such conduct is either an expressed or implied condition of employment;

2. Submission to or rejection of such conduct is used as a basis for an employment decision affecting the harassed person; or;

3. The conduct has the purpose or effect of substantially interfering with an affected person’s work performance or creating an intimidating, hostile, or offensive work environment.

Claims

All claims of sexual harassment shall be taken seriously and investigated promptly, thoroughly and as is consistent with the investigation, confidentially.

While all claims of sexual harassment shall be handled with discretion, there can be no complete assurance of full confidentiality.

No retaliation or other adverse action shall be taken against an employee who, in good faith, files a claim of sexual harassment or those employees who cooperate in the investigation of a complaint.
Reporting

Employees who feel they have been sexually harassed should immediately report the situation to the elected or appointed official who is responsible for the department in which they work.

If, for any reason, the employee feels that reporting the harassment to the department head may not be the best course of action, the report should be made to the County Judge, another member of the Commissioners’ Court, or to the County Attorney.

The official or department head to which a claim has been reported shall be responsible for seeing that prompt action is taken to investigate the claim.

Once the investigation is complete, the employee making the claim shall be notified of the result of the investigation and any actions which are to be taken.

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

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

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

3. Report continuing harassment to the Elected Official or Appointed Official who is responsible for your department or to the County Judge, another member of Commissioners Court, County Attorney or Human Resource Manager.

4. If a thorough investigation reveals that unlawful harassment has occurred, Borden County will take effective remedial action in accordance with the circumstances up to and including termination.

Other Rights

Reporting or failing to report claims in accordance with the procedure given in this policy shall not limit other legal recourse an employee may have in regard to sexual harassment charges.
Drug and Alcohol – All Employees
Borden County is a drug-free and alcohol-free workplace. All County employees are required to report to work in appropriate physical and mental condition. It is the intent of the County to provide a drug-free, healthy, safe, and secure work environment.

This policy shall apply to all employees of Borden County regardless of rank or position and shall include temporary and part-time employees.

The only exception to this policy shall be the possession of controlled substances by law enforcement personnel as part of their law enforcement duties.

The unlawful manufacture, distribution, dispensing, possession, sale, purchase, or use of a controlled substance or drug paraphernalia on County property or while conducting county business away from the County is strictly prohibited.

Employees may not be under the influence of alcohol or illegal drugs while on County property or while on duty for the County. The unauthorized possession or use of prescription or over-the-counter drugs while on County property or while on duty for the County is strictly prohibited. Employees may not use prescription or over-the-counter drugs, while on County property or while on duty for the County, in a manner other than that intended by the manufacturer or prescribed by a physician.

Any employee who violates this policy shall be subject to disciplinary measures up to and including termination.
Borden County will conduct pre-employment, reasonable suspicion and post-accident (if operating a county owned vehicle) drug testing in accordance with federal law. Any employee being tested for reasonable suspicion will be placed on paid administrative leave pending the results of the testing. Any employee being tested for post-serious accident may be put on paid administrative leave at the discretion of the elected official or supervisor.
Employees taking prescription medications shall be required to notify their supervisor of any possible effects the medication might have regarding their job performance and physical/mental capacity. Any information concerning prescription medications being used by an employee, and any other medical information of which the supervisor becomes aware, shall be treated as confidential information. Prescription medications used at work are to be kept in their original container.

Employees having problems with drugs or alcohol are encouraged to seek treatment from qualified professionals. Information on benefits provided for treatment of alcohol and drug problems through the County’s medical insurance program is available in the employee’s insurance coverage booklet or from the Borden County Treasurer’s Office.

Drug and Alcohol – CDL Employees
CDL Drivers are an extremely valuable resource for Borden County's business. Their health and safety is a serious County concern. Drug or alcohol use may pose a serious threat to driver health and safety. It is, therefore, the policy of the County to prevent substance use or abuse from having an adverse effect on our drivers. The County maintains that the work environment is safer and more productive without the presence of alcohol, illegal or inappropriate drugs in the body or on County property.

The adverse impact of substance abuse by CDL drivers has been recognized by the federal government. The Federal Highway Administration (“FHWA”) has issued regulations, which require the County to implement a controlled substance testing program. The County will comply with these regulations and is committed to maintaining a drug-free work place. All CDL drivers are advised that remaining drug-free and medically qualified to drive are conditions of continued employment with the County.

Specifically, it is the policy of Borden County that the use, sale, purchase, transfer, possession or presence in one's system of any controlled substance (except medically prescribed drugs) by any CDL driver while on County premises, engaged in County business, while operating County equipment, or while under the authority of the County is strictly prohibited. FHWA stated that mandatory testing must apply to every person who operates a commercial motor vehicle in interstate or intrastate commerce and is subject to the CDL licensing requirement. Borden County will conduct pre-employment, random, reasonable suspicion and post-accident (if operating a county owned vehicle) drug testing in accordance with federal law. Any employee being tested for reasonable suspicion and post-accident will be placed on paid administrative leave pending the results of the testing.
A detailed Policy on Drugs and Alcohol is available at the Borden County Treasurer’s Office.
Copy Machines

All County owned/rented copy and reproduction machinery will be used for the business related to the operation of County offices and departments. Copies may be made on the machines for the general public at a set fee of twenty-five ($0.25) cents per copy, payable in the Treasurer’s office.

Phones

Employees should remember that the office phones are for business purposes. Personal calls are allowed but should be kept at a minimum and as brief as possible. Employees using county telephones for personal long distance calls shall pay these charges. Use of telephones is to be regulated by each Department Head.

Texting and Cell Phone Usage

Borden County determines on a case by case basis the need for county provided cell phones. County cell phones are to be used for business purposes only. Employees who use their cell phones for personal use will be required to reimburse the county for the unauthorized use. The employee may also lose the privilege of having a county cell phone. Borden County follows all rules and regulations set forth by the IRS regarding use and taxation of county cell phones.

Borden County forbids the use of any cell phone while operating any vehicle and/or equipment. Employees should plan to allow placement of calls either prior to traveling, equipment use or while on rest breaks. [Law Enforcement employees are exempt from this portion of the policy.]
Borden County bans all employees from texting while operating any county owned vehicle or equipment. County employees who are driving their own personal vehicle are also banned from texting while driving on county business. Federal law prohibits any CDL driver operating any vehicle over 10,000 GWR from texting with fines and penalties, up to including loss of CDL. [Law Enforcement employees are exempt from this portion of the policy.]
Employees in possession of a Borden County owned cellular phone are required to take appropriate precautions to prevent theft and vandalism of all county equipment.

Each department may set their own rules and regulations regarding personal cell phone usage while at work.
(Revision adopted: 2/27/2018)

Computer and Internet Usage

The use of Borden County automation systems, including computers, fax machines, and all forms of Internet/Intranet access, is for Borden County business and for authorized purposes only. Brief and occasional personal use of the electronic mail system or the Internet is acceptable as long as it is not excessive or inappropriate, occurs during personal time (lunch or other breaks), and does not result in any expense to the County.

Use is defined as "excessive" if it interferes with normal job functions, responsiveness, or the ability to perform daily job activities. Electronic communication should not be used to solicit or sell products or services that are unrelated to the County's business; distract, intimidate, or harass coworkers or third parties; or disrupt the workplace.

Use of Borden County computers, networks, and Internet access is a privilege granted by management and may be revoked at any time for inappropriate conduct carried out on such systems. Improper use may result in discipline up to and including termination.
Borden County owns the rights to all data and files in any computer, network, or other information system used to conduct county business. Borden County also reserves the right to monitor electronic mail messages (including personal/private/instant messaging systems) and their content, as well as any and all use of the Internet and of computer equipment used to create, view, or access e-mail and Internet content. Employees must be aware that the electronic mail messages sent and received using county equipment are not private and are subject to viewing, downloading, inspection, release, and archiving by county officials at all times. Borden County has the right to inspect any and all files stored in private areas of the network or on individual computers or storage media in order to assure compliance with policy and state and federal laws. No employee may access another employee's computer, computer files, or electronic mail messages without prior authorization from either the employee or an appropriate County Official. [Law Enforcement employees are exempt from this portion of the policy.]
(Revision adopted: 2/27/2018)
Cybersecurity Training
Pursuant to Section 2054.5191(a-1), Government Code, all local government employees and elected officials having access to a local government computer system or database are required to complete a cybersecurity training program certified under Section 2054.519 or offered under Section 2054.519(f), Government Code. Training program(s) deemed most appropriate will be selected by a committee comprised of the County Judge, County Sheriff, County Attorney and County Clerk.
All employees and elected officials are required to complete this training at least once per year. Training shall be verified for each employee and elected official. Verification shall be filed with the County Treasurer. Any employee or elected official that does not meet this mandate shall have all rights to computer usage suspended until such time training has been completed and verified.
(Revision adopted: 11/26/2019)
County Property Usage

Each County employee shall be responsible for the care, maintenance, proper use, and upkeep of any county equipment assigned to him/her. County employees shall only use equipment, tools, and other county property that they are authorized to use. Personal use of County equipment, supplies, tools, and any other County property is not permitted.
County Vehicle Usage

Policy Overview

The Borden County vehicle policy gives employees guidelines for obtaining, qualifying for, and using a county vehicle. This policy applies to all employees who use a county vehicle, and applies during and outside of working hours. Employees may only use the vehicles they are authorized to use.
Guidelines for use of a County vehicle

Employees who operate county vehicles must maintain a current active license for the operation of the vehicle and have a clean driving record for two (2) years or more. A clean driving record means the employee has not been held at fault for a vehicle accident, or arrested on charges of violating vehicle and traffic laws. If you have any change in status of your license you must immediately notify your supervisor. An employee whose job involves operation of a vehicle requiring a license for its legal operation shall be subject to possible job change, demotion or termination if that license is suspended or revoked.
An employee whose job involves operation of a vehicle or equipment requiring a license for its legal operation, but who is deemed uninsurable by the County’s vehicle insurance carrier even though the employee’s license has not been revoked or suspended, shall be subject to possible job change, demotion or termination.

All pickup trucks used by precinct employees shall be considered non-personal use vehicles in accordance with the IRS rules and regulations listed under “Working Condition Benefits”. These vehicles are to be used minimally for personal purposes.
Texas law states that all passengers must properly wear safety belts, regardless of where they are seated in the vehicle. Borden County employees are required to use safety belts while operating or riding in any motor vehicle. On County business or personal time, employees must be buckled up at all times in a passenger or commercial vehicle. Employees are strongly encouraged to require all occupants in any vehicle to obey this policy and to wear safety belts. Employees also are reminded that state law requires children younger than eight (8) years of age be secured in an age-appropriate child safety seat unless they are at least four (4) feet-nine (9) inches tall. Failure to follow County policy and properly wear safety belts on or off the job may result in written warnings, suspension, demotion or termination. [Law Enforcement employees are exempt from this portion of the policy.] 
Any employee involved in an accident while operating County equipment or vehicles shall immediately report the accident to his or her supervisor, the County Treasurer and to the proper law enforcement or other authority. The Treasurer will contact the insurance provided. Do not guarantee payment or accept responsibility for any accident without authorization from the County Treasurer or County Judge. A copy of all accident and incident reports prepared by the employee shall be sent to the supervisor and the County Treasurer.
(Revision adopted: 2/27/2018)

Rules for County vehicle use
· Obey traffic laws in your jurisdiction and be courteous toward other drivers.

· Document vehicle expenses and submit to the Treasurer’s Office.

· Monitor gas, tire pressure and all fluid levels.

· Report and damage or problems to your assigned vehicle immediately.

· Always lock county vehicles.

· Do not drive while intoxicated, fatigued, or on medication that affects your driving ability.

· Do not smoke in any county vehicle.

· Do not lease, sell or lend a county vehicle.

· Do not use a phone or text while driving.

· Do not allow unauthorized drivers to use a county vehicle unless required by an emergency.
Guidelines for use of the “Courthouse” vehicle

To be eligible for the use of the “Courthouse” vehicle, employees must reserve and complete a “Vehicle Reservation” form. To reserve the vehicle, contact the County Judge’s office. The “Vehicle Reservation” form must be completed and submitted within twenty-four (24) hours of any verbal notification. Vehicle reservations cannot be made more than fourteen (14) days in advance.

If your event has been canceled or you cannot attend the event, notify the Judge’s office as soon as possible of the change. This will allow others the opportunity to use the vehicle.

Rules for “Courthouse” vehicle

· The vehicle should be returned to the Courthouse as soon as possible at the conclusion of your event.

· The vehicle should be returned with a full tank of gas. A gas card is available for the key pumps belonging to Lamesa Butane. A gas use Log Book will be provided in the vehicle. If the gas card is used and a receipt does not print, please complete the voucher in the Log Book and file with the Treasurer.

· Remove all personal items and trash from the vehicle before returning the key.
Borden County responsibilities:
· Ensuring vehicles are safe before assigning them.

· Scheduling regular maintenance

· Providing vehicle insurance.

· Retiring and replacing vehicles as needed.

Borden County is not responsible for:
· Paying fines employees receive while driving a county vehicle.

· Making bail for employees who are arrested while driving a county vehicle.

(Revisions adopted: 5/28/2019)
County Credit Card Usage

The Borden County Credit Card Policy and Procedure is a mutual effort intended to delegate both authority and responsibility for small purchases to elected officials and designated employees who are in the position to know the needs of County Staff. However, as a public entity, Borden County is expected to be able to demonstrate to the public that we are spending their tax dollars wisely. All participants are responsible to ensure that the Borden County Credit Card Policy and Procedure can withstand the scrutiny of the public and auditing.

Your participation in the Borden County Credit Card Policy and Procedure is a convenience that also carries responsibilities. The credit card shall be considered Borden County property and shall be used with good judgment and the best interest of Borden County. Your signature on the acknowledgement form verifies that you have read and understand the Borden County Credit Card Policy and Procedure and agree to comply with the rules as outlined.

Responsibility

For policy purposes, Borden County shall be named the Cardholder and each individual using an approved Borden County credit card shall be named the User.

The credit card is provided to the Borden County Elected Official or Employee based on their need to purchase business related goods and services. A User’s ability to make use of the County credit card may be revoked at any time based on change of assignment or at the Commissioners Court discretion.

The credit card is for business related purchases only; personal charges shall not be made to a County credit card under any circumstances.

The credit card may be used for the following travel related expenditures; lodging, fuel (for a county-owned vehicle only), airline tickets, rental car, taxi or bus fare, and hotel or parking garage fees.

The User is accountable for all charges made with each card while in the User’s possession. If the County credit card is used to reserve lodging and the trip is cancelled, the User is responsible for cancelling the reservations. The User will be responsible for any charges that may occur for failure to cancel the reservations. Failure to cancel would result in a wage deduction from subsequent paychecks until the full amount is repaid.
The credit card billing will be sent to the Borden County Treasurer for reconciliation. The credit card bill will be presented to the Borden County Commissioners Court for approval of payment.

The User is expected to comply with internal control procedures in order to protect County assets. These control procedures include the User keeping all vendor receipts/invoices and immediately turning these receipts/invoices over to the County Treasurer.

The User shall immediately report a lost or stolen credit card by telephone to the County Treasurer or County Judge.

The User shall surrender the credit card to the County Treasurer’s Office or the County Judge’s Office upon completion of the transaction. At this point no further use of the credit card is authorized by the User.

Terms of Usage
In return for the purchasing authority delegated to the User by the Cardholder and in consideration of the User’s responsibility to properly steward public resources, the User agrees to the following terms:

a. To make purchases ethically, fairly and without conflict of interest and to seek the best value;

b. To promptly report to the County Treasurer’s Office or the County Judge’s Office any suspected misuse of the credit card;

c. To avoid payment of sales tax;

d. To ensure that transaction documents are obtained and delivered promptly to the County Treasurer’s Office;

e. To comply with the terms and conditions of the Borden County Credit Card Policy and any County purchasing procedures or policies that may be subsequently issued;

f. The use of a County credit card for travel expenditures does not relieve the User from complying with the proper travel expense form procedures;

g. To inform merchants of sales tax exempt status. The User will reimburse any sales tax amount to Borden County except in cases where State law does not exempt local governments; and
h. To protect and safeguard any and all County credit cards.
Unauthorized Use of County Credit Cards

a. Personal expenditures;
b. Cash Advances;

c. Sales tax (except in cases where State law does not exempt local governments);

d. Entertainment of any kind, including the purchase of alcohol;

e. Purchase under contracts, unless an emergency of necessity is deemed by the Commissioners Court;

f. Separate, sequential and component purchases or transactions made with the intent to circumvent State law or County policy;

g. Purchases that are split to stay within card transaction limits;

h. Transaction amounts greater than Cardholder’s and/or User transaction limits; and
i. Expenditures made without Commissioners Court approval.
Disciplinary Action

Improper use or personal use of the County credit card may be considered misappropriation of County funds and could result in criminal prosecution or disciplinary action, up to and including, termination.

Any employee or official who uses a County credit card for a personal purchase is in violation of this policy. The cost of such purchases will be considered an advance of future wages payable to the employee, and will be deducted in full from the employee’s next paycheck. Any remaining balance will be deducted from subsequent paychecks until the wage advance is fully repaid. These deductions may take the employee’s wages below minimum wage for the pay period(s) in question.

Any employee or official who willfully violates the terms of this agreement or is negligent in the use of the card shall reimburse Borden County for any and all incurred charges and any fees related to the collection of those charges, including but not limited to, legal fees and court costs.

A County credit card is to be used for Borden County business purposes only and is not to be used to circumvent the competitive bidding process. It is a violation of State law and Borden County policy to make purchases separately or over a period of time, when using normal purchasing practices would allow items or services to be acquired in one purchase.

The County credit card is signed out to an Employee or Elected Official at the discretion of the Commissioners Court. However, it is understood that the Borden County Judge may cancel or rescind privileges to any County credit card at any time and for any reason.
(Revision adopted: 9/3/2013) (Revision adopted: 2/27/2018) (Revision adopted: 10/9/2018)
Daily Work Log Book
All precinct and water department employees are required to keep a work log of all daily activities. When tasks involve “machine-hire”, work log entries must include the following information for each task: (1) name of individual or business; (2) location of task (ranch name, residence, etc.); (3) task to be performed; (4) machine hours as recorded on the hour meter for each machine used; and (5) names and duties of other employees assisting with the task.

All log books shall be made available to the supervising County Commissioner or the County Judge upon request.

In January of each year the log books from the previous year shall be submitted to the County Judge’s Office for retention for future reference. When log books are submitted the current year log book will be issued.

Failure to provide the required information could result in: (1) a corrective action to include a verbal and/or written warning or reprimand for the first offense; (2) a disciplinary action to include suspension, demotion, pay reduction and/or dismissal for each subsequent offense.
(Revision adopted: 3/13/2018) (Revision adopted: 9/10/2019)
Firearms

All Borden County employees must comply with the restrictions found in Texas Penal Code 46.03 and 46.035.

Furthermore, weapons are prohibited from being carried on or in any county owned property, vehicle or equipment without proper authorization.

It is the policy of Borden County to allow each Department Head (Elected or Appointed) to determine whether or not an employee that is licensed to carry will be allowed to carry a weapon while fulfilling their job duties with Borden County. If employees are allowed under this policy to carry a handgun, each Department Head will be required to maintain a copy of the employee’s license to carry on file and provide a copy for the employee’s personnel file.

It is the employee’s responsibility to notify their Department Head in the event the employee is involved in a gun-related incident or if the employee no longer possesses a lawful license to carry.

Any violation of this provision shall result in immediate disciplinary action, up to and including termination.
(Revision adopted: 1/10/2017)
Retiree Rehires
Retired employees shall be eligible to apply for open positions with Borden County as long as the following provisions are met: (1) The retiree has been retired for at least six (6) calendar months; and, (2) no prior arrangement or agreement was made between Borden County and the retiree for re-employment.

The retiree must have a bona fide separation of employment and have been retired for a minimum of six (6) calendar months. A bona fide separation means there is no prior agreement or understanding between Borden County and the retiree that the retiree would be rehired after retirement.

Rehired retirees who did not have a bona fide separation of employment may owe a ten (10) percent excise tax and be required to repay all of their monthly retirement payments. Abusing the retirement provisions in such a manner would violate a qualification requirement for retirement plans under Section 401(a) of the Internal Revenue Code, potentially resulting in significant tax consequences for the employer, its participating members and those retired employees.

Any retiree who meets all other TCDRS requirements, who is rehired consistent with this policy, must establish a new membership with TCDRS and will be considered to be a new member for the purposes of beneficiary determination and benefit selections.
(Revision adopted: 5/22/2012)

Fair Labor Standards Act – Safe Harbor
Borden County makes every effort to pay its employees correctly. Occasionally, however, inadvertent mistakes can happen. When mistakes do happen and are called to the Treasurer’s attention, Borden County will promptly make any corrections necessary. Please review your pay stub upon receipt. If you believe a mistake has occurred or if you have any questions, please use the reporting procedure outlined below.

Employees who are classified as non-exempt employees must maintain an accurate record of the total hours worked each day. It is the responsibility of each employee to verify their time sheets are correct.  Time cards must accurately reflect all regular and overtime hours worked, any absences, late arrivals, early departures and meal breaks. When you receive each pay check, please verify immediately that you were paid correctly for all regular and overtime hours worked each work week. Do not sign your time card if it is not accurate. Unless you are authorized by your supervisor, you should not work any hours that are not authorized. Do not start work early, finish work late, work during a meal break or perform any other extra or overtime work unless you are authorized to do so and that time is recorded on your time card. Employees are prohibited from performing any "off-the-clock" work. "Off-the-clock" work means work you may perform but fail to report on your time card. Any employee who fails to report or inaccurately reports any hours worked will be subject to disciplinary action, up to and including, termination.

It is a violation of Borden County policy for any employee to falsify a time card, or to alter another employee's time card. It is also a serious violation of County policy for any employee, supervisor or official to instruct another employee to incorrectly or falsely report hours worked or alter another employee's time card to under- or over-report hours worked. If anyone instructs you to; (1) incorrectly or falsely under or over report your hours worked; or, (2) alter another employee's time records to inaccurately or falsely report that employee's hours worked, you should report it immediately to the County Judge.

If you are classified as an exempt salaried employee, you will receive a salary which is intended to compensate you for all hours you may work for the County. This salary will be established at the time of hire or when you become classified as an exempt employee. While it may be subject to review and modification from time to time, such as during salary review times, the salary will be a pre-determined amount that will not be subject to deductions for variations in the quantity or quality of the work performed.
Your salary may also be reduced for certain types of deductions such as your portion of health, dental or life insurance premiums; state, federal or local taxes, social security, retirement; or, voluntary contributions to a deferred compensation plan. In any workweek in which you performed any work, your salary may be reduced for any of the following reasons: (1) absence from work for one or more full days for personal reasons, other than sickness or disability; or, (2) full day disciplinary suspensions for infractions of our written policies and procedures; or, (3) full day for violating safety rules of a major significance; or, (4) Family and Medical Leave or Military Leave absences; or, 5) to offset amounts received as payment for jury and witness fees or military pay; or, 6) the first or last week of employment in the event you work less than a full week.
In any workweek in which you performed any work, your salary will not be reduced for any of the following reasons: (1) partial day absences for personal reasons, sickness or disability; or, (2) your absence because the facility is closed on a scheduled work day; or, (3) your absence because of the County's operating requirements; or, (4) absences for jury duty, attendance as a witness, or military leave in any week in which you have performed any work; or, (5) any other deductions prohibited by state or federal law.
Please note: it is not an improper deduction to reduce an employee's accrued vacation, personal or other forms of paid time off for full or partial day absences for personal reasons, sickness or disability.

If you have questions about deductions from your pay, please immediately contact your supervisor. If you believe you have been subject to any improper deductions or your pay does not accurately reflect your hours worked, you should immediately report the matter to the County Judge or the County Treasurer. If you are unsure of who to contact or if you have not received a satisfactory response within five business days after reporting the incident, please immediately contact the County Attorney.  Every report will be fully investigated and corrective action will be taken where appropriate, up to and including, discharge for any employee(s) who violates this policy. In addition, the County will not allow any form of retaliation against individuals who report alleged violations of this policy or who cooperate in the County's investigation of such reports. Retaliation is unacceptable, and any form of retaliation in violation of this policy will result in disciplinary action, up to and including, termination.
(Revision adopted: 5/22/2012)
Whistleblower
An employee may, in good faith, report an alleged violation of a Borden County Policy or federal or state law to his or her supervisor, department head, or the County Judge, unless all of these persons are the alleged perpetrators of the alleged violation of policy or law. If all of the listed persons are alleged to be involved in the violation, the employee may report the allegation to the County Attorney or Sheriff. The county will investigate the reported activity.

An official, supervisor, department director, or any other employee is prohibited from taking adverse employment action against an employee who, in good faith, reports an alleged violation of County policy or federal or state law to a designated person, pursuant to this policy.

An employee who intentionally makes a false report of wrongdoing may be subject to discipline, up to and including, termination.

An employee who, in good faith, believes he or she is being subjected to retaliation based on a report of alleged wrongdoing under this policy should immediately contact the County Judge.

An employee with a question regarding this policy should contact the County Judge.
(Revision adopted: 11/26/2013)
Employees Benefits

Work Week
The work week for each Borden County office shall be Monday thru Friday, except for official holidays. The normal hours of work for Borden County Courthouse employees shall be from 8:00 a.m. to 12:00 p.m. and from 1:00 p.m. to 5:00 p.m., constituting an eight (8) hour work day for a total of forty (40) hours in a work week.

The work week for Borden County Precinct employees shall be Monday thru Friday, except for official holidays. The normal hours of work for Precinct employees shall be from 8:00 a.m. to 12:00 p.m. and from 12:30 p.m. to 4:30 p.m., constituting an eight (8) hour work day for a total of forty (40) hours in a work week. 
The work week for Water department, custodial and facility maintenance employees shall be Monday thru Friday, except for official holidays. The normal hours of work shall be 8:00 a.m. to 12:00 p.m. and from 1:00 p.m. to 5:00 p.m., constituting an eight (8) hour work day for a total of forty (40) hours in a work week.
The work week for Borden County Sheriff Deputies shall be Sunday thru Saturday based on an eight (8) hour work day for a forty (40) hour work week.

In order to meet the needs of Borden County, certain departments or employees may be required to work a schedule that varies from the normal work schedule of the County or they may be subject to call in case of an emergency or a special need. The need for schedules that vary from the normal schedule shall be determined by each elected official for their office.
For purposes of recordkeeping and compliance with the Fair Labor Standards Act (FLSA), a work week for Borden County shall normally be defined as the period beginning each Sunday and ending seven (7) consecutive twenty-four (24) hour periods later, the following Saturday.
(Revision adopted: 5/28/2019) (Revision adopted: 8/10/2019) (Revision adopted: 2/9/2021)
Longevity Schedule

Full time employees, hourly and salaried and elected officials with the exception of Precinct Commissioners and County Agents, as long as the County furnishes a house or pays a housing  allowance, are entitled to longevity pay for continuous employment according to the following:
· Each employee who has accrued at least 1 year of service shall receive monthly longevity pay based on the employee’s years of full-time service with the County.
· Years of service will be determined using the date of hire for full-time employment.

· Each employee who has been employed by the County for more than 1 year shall receive $10 per month for each year of service. (EX: 5 years of service=$10x5+$50/month).

Longevity will be paid with the employee’s regular paycheck.
(Revision adopted: 1/10/2012) (Revision adopted: 7/28/2015)(Revision adopted: 7/09/2024)
Medical Insurance

Eligible employees are provided medical insurance at no cost to the employee as long as funds are available for this benefit and approved by Commissioners Court.
Employees may obtain coverage under the group medical plan for members of their families at their own cost. The rate for dependents will be deducted from the employees pay check if the employee elects to cover his/her family.
As part of the insurance package, each employee is covered by a Basic Life Policy in the amount of $5,000 dollars and a Basic Accidental Death and Dismemberment Policy in the amount of $5,000 dollars.

Insurance claim forms are available in the Treasurer’s office.
(Revision adapted: 11/8/2016)
Retirement

Borden County is a member of the Texas County and District Retirement System. The employee contribution to this system is seven (7%) percent of the gross salary which is deducted from the employees paycheck and is matched with County funds at a percentage rate set by the Borden County Commissioner’s Court. The current percentage rate is one hundred and seventy-five percent (175%).
Should an employee leave the employment of Borden County prior to qualifying for retirement benefits, that employee shall have the right to apply for a refund of the employee’s contribution to the System along with interest earned on his/her contribution. Interest is not earned until after one (1) year of membership in the system. The employee shall not be entitled to Borden County’s portion contributed to the System on his/her behalf, should the employee withdraw from the System. To qualify for retirement benefits an employee must have been an employee for eight (8) years and have reached the age of sixty (60); or, when the number of years of service plus an employee’s age equals seventy-five (75).
(Revision adopted: 9/10/2019)
Business Day

All full-time employees shall have an eight (8) hour day per calendar quarter to be used for personal business.
Business days may not be accumulated.
Holidays

All paid holidays shall be set by the Commissioners’ Court annually.

All full-time employees shall be paid eight (8) hours for a holiday.
When an employee is required to work on a scheduled paid holiday, the employee shall be paid double time.

Should any holiday fall within a regularly scheduled vacation period, the employee shall receive benefit of the holiday.
Holidays do not accrue. If they are not taken, the days will not be paid at termination.
(Revision adopted: 2/9/2021)
Time off Without Pay

Time off without pay shall not be allowed. A request for time off shall be considered and applied to accrued vacation time. A request for time off when vacation time has been exhausted shall fall under the guidance for Administrative Leave. Refer to the policy in the Administrative Leave section of this handbook. (Adopted: 1/11/2022)
Vacation

Precinct, Water Department, Custodial and Facility Maintenance Employees
1. Precinct, water department, custodial and facility maintenance employees’ vacation day shall be equal to eight (8) hours.

2. Precinct, water department, custodial and facility maintenance employees shall receive ten (10) days of vacation per calendar year after being employed for six (6) months.

3. Precinct, water department, custodial and facility maintenance employees shall qualify for ten (10) vacation days per twelve (12) month period.

4. Precinct, water department, custodial and facility maintenance employees that take vacation time shall receive vacation pay at the time of the vacation.

5. If a holiday falls during an employee’s vacation, then the employee will not be charged for the vacation day.

6. Precinct, water department, custodial and facility maintenance employees that do not take all or any vacation time shall be compensated for vacation time not used, if desired and approved by supervisor. Vacation time can be carried forward and used at a future date not to exceed ten (10) days carry-over in the current calendar year at the office or department head discretion. 
7. The maximum amount of unused vacation an employee shall be allowed to have at one time is 25 Days.  When an employee reaches the maximum accrual, they shall not be allowed to accrue additional vacation time until the employee takes vacation hours to reduce the balance below the maximum allowed under this policy. 

8. Precinct, water department, custodial and facility maintenance employees shall receive fifteen (15) days of vacation annually after being employed for ten (10) continuous years. Employees receiving fifteen (15) days of vacation shall be required to take five (5) days of vacation time during the calendar year.
9. Each employee shall be responsible for accurately recording all vacation time used on their time sheet.
(Revision adopted: 9/10/2019) (Revision adopted: 3/24/2020) (Revision adopted: 2/9/2021) (Revision adopted: 12/27/2022) (Revision adopted: 12/10/2024)
Salaried Employees

1. Salaried employee’s vacation day shall be equal to eight (8) hours.

2. Salaried employees shall receive ten (10) days of vacation after being employed for six (6) months. 
3. Salaried employees shall qualify for ten (10) vacation days per twelve (12) month period.
4. Salaried employees that take vacation time shall receive vacation pay at the time of the vacation.

5. If a holiday falls during an employee’s vacation then the employee shall not be charged for the vacation day.
6. Salaried employees that do not take all or any vacation time may be compensated for vacation time not used, if desired and approved by supervisor. Vacation time can be carried forward and used at a future date not to exceed ten (10) days carry-over in the current calendar year at the office or department head discretion.
7. The maximum amount of unused vacation an employee shall be allowed to have at one time is 25 Days.  When an employee reaches the maximum accrual, they shall not be allowed to accrue additional vacation time until the employee takes vacation hours to reduce the balance below the maximum allowed under this policy. 

8. Salaried employees shall receive fifteen (15) days of vacation annually after being employed for ten (10) continuous years. A salaried employee receiving fifteen (15) days of vacation shall be required to take five (5) days of vacation time during the calendar year. 
9. Each employee shall be responsible for accurately recording all vacation time used on their time sheet.

(Revision adopted: 5/28/2019) (Revision adopted: 3/24/2020) (Revision adopted: 12/27/2022) (Revision adopted: 12/10/2024)
Sick Leave

Full time employees only shall be entitled to sick leave as follows:
1. Eight (8) hours per month of sick leave shall be earned, for a total 96 hours per year.

2. Sick leave may be carried forward each year until a total of 480 hours (60 days) of sick leave is accumulated.

3. No employee may accumulate more than 480 hours (60 days) of sick leave.

4. Sick leave may be used for the following purposes:
a. Personal illness that makes it difficult to perform their duty; or,

b. Illness in the immediate family (spouse, parent, child, sibling, grandchild, grandparent).
5. When an employee has exhausted their sick leave they shall use vacation time to be paid for the absence.
6. When sick leave and vacation time have been exhausted, administrative leave (paid or unpaid) may be considered by the employee’s supervisor.

7. A pattern of unscheduled absences and/or failure of an employee to manage their time off properly may result in disciplinary action, up to and including, termination of employment.

8. A note from a doctor shall be required verifying that an absence was caused by a medical situation to substantiate the need for sick leave over three (3) consecutive scheduled work days.
9. The employee’s supervisor may require documentation from a doctor authorizing the employee to return to work if absent for less than three (3) days.

10. An employee shall not be compensated for accrued sick leave upon retirement or termination.
(Revision adopted: 9/10/2019) (Revision adopted: 3/24/2020) (Revision adopted: 2/9/2021)
(Revision adopted: 1/11/2022)
Quarantine Leave for Fire Fighters, Peace Officers and Emergency Medical Technicians
Definitions:

“Emergency Medical Technician” means an individual who is certified as an emergency medical technician under Section 773, Health and Safety Code and employed by a political subdivision.

“Fire Fighter” means a paid employee of a municipal fire department or emergency services district who holds a position that requires substantial knowledge of firefighting and is certified under Section 419, Government Code, and performs a function listed in Section 143.003(4)(A), Local Government Code.

“Peace Officer” means an individual described by Article 2.12, Code of Criminal Procedure, who is elected for, employed by, or appointed by a political subdivision.

Pursuant to Section 180.008, Local Government Code the following shall apply;
1. A Peace Officer shall be placed on paid quarantine leave when ordered by a supervisor or a health authority to quarantine or isolate due to possible exposure or known exposure to a communicable disease while on duty;

2. All employee benefits and compensation shall be provided, including leave accrual, pension benefits, and health benefit plan benefits;

3. To Include all costs related to the quarantine, including lodging, medical, and transportation costs; and

4. There shall not be any reduction in sick leave, vacation leave, holiday leave or other paid leave in connection with quarantine leave.

(Adopted: 7/13/2021)
Pay Periods

Salaried and hourly wage employees shall be paid bi-weekly, on every other Tuesday. The annual cycle will begin on the second (2nd) Tuesday in January of each year. The final check for the year shall be issued December 31st. If December 31st falls on a weekend, the check shall be issued on the Friday before the 31st.

Elected Officials shall be payed monthly. Checks shall be issued on or about the 28th of each month. This will vary if the 28th falls on a weekend.

Payroll checks shall not be issued to any employee except on designated payroll dates.

Direct deposit is mandatory for all employees.

Salary advances shall not be made to any employee for any reason.
(Revision adopted: 5/28/2019)

Time Sheets
Salaried and hourly wage employees must submit time sheets to the Treasurer’s office on the Friday before the Tuesday pay day. 

Each time sheet must reflect dates, time of clock-in/clock-out, and hours worked.
Time taken for sick leave, vacation, personal leave, time taken without pay, or bereavement leave shall be listed in one-hour increments.
All time sheets must be signed and dated by the employee and the employee’s supervisor.

Any employee due to go on leave without pay must contact the County Treasurer’s office immediately to make arrangements for payment of deductible benefits during their absence.

Time sheets are governmental documents and as such require accurate and truthful information and are subject to Texas Penal Code 37.10. Falsifying a time sheet, a governmental record, is a Class “A” Misdemeanor.
(Revision adopted: 11-26-2013) (Revision adopted: 5/28/2019)

Payroll Deductions

The customary payroll deductions for federal income tax, social security, Medicare tax, and retirement system will be held out of each employee’s payroll check. Other items that may be deducted from your payroll check, as you wish, are medical insurance, deferred compensation plan, etc.

Citizenship Leave

Employees shall be granted leave with pay when it becomes necessary for them to be absent from work for the purpose of citizenship duties such as witness duty (when subpoenaed), jury duty or other similar obligations. Employees are required to notify their supervisor in advance of citizenship leave. Employees taking such leave shall return to their job as soon as their obligation has been fulfilled.
Bereavement Leave

Purpose

To grant employees reasonable bereavement time without loss of pay when a death occurs in an employee's immediate family or to attend the funeral of a co-worker.

Scope

Borden County provides leaves of absence in situations of bereavement for employees to attend to personal obligations. This policy applies to regular full-time exempt and nonexempt employees. And, regular part-time exempt and nonexempt employees scheduled to work twenty (20) or more hours per week.
Policy

An employee may be paid for a maximum of three (3) working days when there is a death of an employee’s immediate family. Immediate family would include an employee's spouse (or person who stands in substantially the same relationship), parent, child (child’s other parent), brother, sister, mother-in-law, father-in-law, daughter-in-law, son-in-law, brother-in-law, sister-in-law, grandparent, grandparent-in-law, grandchild, or another individual living in the employee's residence. In case of death of another relative, employees will be allowed one (1) day with pay for bereavement. An employee scheduled for vacation or absent from work because of sickness, not including a medical leave of absence, will receive bereavement pay in lieu of either when a death in the family occurs. Employees will be allowed one-half (½) day with pay to attend the funeral of a co-worker with supervisor's permission. Paid bereavement leave is for attending funerals, memorial services and for discharging responsibilities related to the death of the family member. Days of leave may be taken consecutively or split as needed. Extended leaves (using accrued vacation or time off without pay) may be requested through the Office of Human Resources and approved by the supervisor. In extenuating circumstances, the supervisor may grant additional paid (personal or vacation) or unpaid time off.

Compensation during Leave

A bereavement leave will be paid based on the employee’s normal work schedule at the regular wage or salary.

Notification and Certification Requirements

The employee’s immediate supervisor should be notified within a reasonable amount of time.

Procedure

Employees must request time off from their department head/supervisor as soon as possible. Granted time off must be recorded appropriately on the employee’s time sheet.

Responsibility

Employees are responsible for notifying their department head/supervisor of leave as soon as possible and for following the notification and certification requirements of this policy. Supervisors are responsible for ensuring proper administration of paid leave and leave scheduling. Employees may be requested to furnish satisfactory evidence to support the leave.

Resource

Contact the Human Resource Officer (County Treasurer) if you have questions or if you would like more information about this policy.

(Revision adopted: 12/19/2016)
Administrative Leave

Policy Statement

Administrative leave is discretionary leave with or without pay, other than normal personal leave or major medical, which may be granted for jury duty and witness, extreme weather conditions or disaster, and special circumstances which do not fall under existing County policies.

Definitions

Employee: This generally includes all individuals who are employed by Borden County and supervised by an elected official. For the purpose of this policy it does not include temporary or part-time employees.

Supervisor: An elected official who exercises supervisory functions over departmental employee(s). These functions would include, but not limited to hiring, evaluating, work assignment, and disciplining an employee.
Procedures and Responsibilities

Policy

Administrative leave is a leave of absence (paid or unpaid) initiated to manage special circumstances where it is the County’s best interest to retain the employee relationship for a period of time to be determined by the supervisor (Elected Official). Such leave may be initiated by the supervisor or requested by the employee. When an employee requests an administrative leave, the supervisor must assure that such leave does not fall within existing leave policies and does not cause a hardship to the operations of the department or the County. Examples of special circumstances may be, but are not limited to:

· Necessity to remove an employee from the work place while an internal or external investigation/review is conducted;

· Emergency conditions where no other administrative option exists;

· Jury duty and witness: The supervisor shall grant administrative leave with pay to employees who are called upon for service on a jury or as subpoenaed witnesses, other than as a plaintiff or defendant, in a judicial or administrative proceeding. Such service must be verified by the Clerk of the Court; and

· Weather or Disaster: The supervisor my grant administrative leave with pay in the event of extreme weather conditions or in the event of a man-made, technological, or natural disaster or emergency. Such administrative leave when approved by the supervisor is not counted against the earned personal leave credit of employees. In the event of weather conditions or disaster in which the supervisor does not grant administrative leave, employees may use earned personal leave if approved.

Procedure

The decision of whether an administrative leave initiated by the supervisor shall be paid or unpaid, and whether benefits shall continue, rests with the supervisor and depends on the circumstances surrounding the request for leave. Administrative leave approval shall be at the supervisor’s discretion; and in collaboration with the Human Resource Officer (County Treasurer), the County Judge, and may also include legal counsel. Administrative leave requested by the employee may be paid if the employee chooses to utilize accrued time off, or unpaid if the employee has no accrued time or chooses not to use any accrued time. If the administrative leave is unpaid, the Human Resource Officer shall consult with the employee to make arrangements for benefits continuation. Administrative leave for investigative/review or disciplinary purposes shall not be given for a predetermined length of time, but shall be in effect long enough to conclude the investigation/review.

1. Employees requesting an administrative leave shall ensure that no other policy option exists for their special circumstances and must submit same in writing to their immediate supervisor. The request must include a detailed statement explaining the reason, with supporting documentation, and be submitted thirty (30) days in advance of the expected date of leave, where practicable.

2. The supervisor must contact the Human Resource Officer who will collaborate with the appropriate administrative parties.

3. A decision either granting or denying the leave generally will be provided to the employee within ten (10) days, where practicable and where no emergency exists.
4. Paid Administrative leave for illness shall be at the discretion of the supervisor and shall meet the criteria defined by Item 4 of the Sick Leave section. All sick leave and vacation must be exhausted prior to granting paid leave.

5. Administrative leave initiated by the County shall be decided in collaboration with the supervisor, County Judge, Human Resource Officer, and in certain circumstances, legal counsel.

Benefits during Administrative Leave

For employee-requested administrative leave, vacation and sick time shall continue to accrue only until the remainder of the month in which the leave commences, provided that the employee is still in active pay status as of the sixteenth (16th) of that month. Otherwise, an employee shall not accrue vacation or sick time during leave. An employee on administrative leave generally shall retain the seniority he/she held prior to the commencement of the leave.

When an employee returns from leave, vacation and sick time shall begin to accrue for the month in which the employee returns to work provided he/she returns on or before the fifteenth (15th) of that month. If an employee returns from a leave after the fifteenth (15th) of the month, then vacation and sick time shall start to accrue at the beginning of the following month.

An employee on unpaid leave shall be responsible for pre-paying the entire premium (the employee and employer portions) for the health insurance benefits he/she may wish to continue. Prior arrangements must be made by the employee with the Human Resource Officer to ensure proper health insurance coverage during the leave. Employees shall not accrue retirement credit while on administrative leave without pay.

Return from Administrative Leave

For employee-requested administrative leave, the employee must give at least two (2) weeks’ notice of his/her intention to return to work. If an employee fails to return to work or notify his/her supervisor in writing of his/her intentions within two (2) business days after the date the employee-requested leave expires or the employer-initiated leave is discontinued, he/she shall be considered absent without official leave and subject to termination. As soon as possible after the employee advises that he/she is ready to return to work or the County determines that the employee may return, the employee’s department must forward a completed EAF (Employment Action Form) to the Human Resource Officer, along with any required documentation. The EAF must indicate the employee’s return date. Failure to process the employee’s return from leave can result in the employee not receiving a paycheck. Unless specified otherwise in writing, the employment of County employees is “at will”, which means employment may be terminated at the option of the employee or the County, at any time, for any reason, with or without cause. In this regard, an administrative leave carries no promise of reinstatement or future employment and the County specifically reserves the right to terminate the employee while he/she is on leave or upon the employee’s return from leave for any reason, including situations where the position the employee occupied prior to commencing his/her leave is not available upon his/her return from leave. In addition, as noted, an employee may be separated for any reason, including, but no limited to, if during the administrative leave, he/she accepts other employment without prior approval of the County or files for unemployment compensation, or if, upon return from leave, he/she refuses a job reassignment from the County.
(Revision adopted: 1/10/2017) (Revision adopted: 1/11/2022)
Travel
Section 152.001 of the Texas Local Government Code gives the County Commissioners' Court the authority to set travel expenses and other allowances for all Borden County officials and employees. The Commissioners' Court allows reimbursement of travel expenses for county officials and employees who travel on official county business when funds have been allocated in departmental budgets for that purpose. Travel allowed for an employee shall be at the discretion of the department head. Once an employee has given notice of resignation, they do not qualify for reimbursement to attend schools, conferences or any other non-required travel.
Definitions
Official County Business means those trips in which county employees or elected officials participate that are recognized by the County Commissioners’ Court as being official business of the county.

Educational Travel means a travel reimbursement paid to county employees who travel for official educational seminars, conferences, and meetings. Travel Expense Forms must be submitted to claim reimbursement for educational travel. Items included on Travel Expense Forms include meals, lodging, airline fares, personal vehicle use, public transportation, and conference registration fees.

Traveling Official or County Employee means the county official, department head, or employee traveling on official county business who accrues expenses to be reimbursed by the County.

Actual Expense means the actual cost of any allowable travel expense supported by proper receipts or statements.

Authorized Signature means the signature of a Department Head, Elected Official, or their authorized representative.
General Travel Responsibilities
Elected Officials and Department Heads are expected to plan travel and training for themselves and their employees to achieve maximum economy and efficiency, as well as, being consistent with good management practices. Limitation of available travel funds will be a basis for denying reimbursement for official travel or reducing allowances.
Unnecessary or unjustified expenses, excess costs, circuitous routes, or luxury accommodations will not be reimbursed by the County.
Travel Expenses Needing Prior Approval by Commissioners
The following expenses MUST have Commissioners’ Court approval prior to incurring the expense:

1.
Out-of-state travel; and
2.
Hospitality rooms.
Allowable Reimbursable Expenses
Employees will be reimbursed for travel, lodging, meals, registration, and related expenses in accordance with the following policies. To receive reimbursement, employees must submit required receipts, invoices, and other expense documentation, along with a completed Travel Expense Form, to the County Treasurer’s Office no later than the Friday before Commissioners Court meets. 

Commercial Airlines - Commercial airlines are normally the most economical mode of transportation for out-of-state travel. Employees are encouraged to take advantage of reduced rates for advance reservations. The County will reimburse at the lowest available airline fare for the most direct airline route. 

Rental Car - When it is necessary, or when it is more economical to rent a car than to utilize public transportation, employees are entitled to reimbursement for the actual cost of renting the vehicle, including motor fuel and collision damage waiver insurance. The County will reimburse small or mid-size vehicle rental only. Car rental agreements, along with copies of receipts for fuel and other auto expenses must be submitted to the Treasurer's Office along with the Travel Expense Form upon return to the County.

Taxi or Bus Fares - Employees will obtain receipts for taxi or bus fares and will be reimbursed by the County for those fares relating to County business. Receipts or statements will be submitted to the Treasurer's Office along with the Travel Expense Form upon return to the County.

Personal Vehicles - Employees will be reimbursed mileage for official travel at the maximum rate established by the State Comptroller. The number of reimbursable miles may not exceed the number of miles of the most cost-effective reasonably safe route between two (2) duty points.
Lodging - Employees will be reimbursed for the actual cost of lodging while traveling on official County business up to the single room rate unless two (2) or more County employees enrolled in the conference are sharing a room. An itemized lodging statement must be submitted with the Travel Expense Form, with receipts attached, when the employee returns to the County.
Authorized lodging expenses include:

1. Daily Room Charges;
2. Necessary Hotel Taxes; and,
3. Hotel or Parking Garage Fees.
Those items which will not be reimbursed are:

1. Personal Expense Items (such as cleaning or laundry);
2. Alcoholic Beverage Charges;
3. Hotel Club and Restaurant Charges;
4. Recreation Facilities Use Charges;
5. Lost or Stolen Cash or other personal property;

6. Repairs to personal vehicles used for County travel;

7. Spouse or family member expenditures;

8. Traffic fines for parking or moving violations;
9. Movies; and,
10. Valet Parking Services.
The County will reimburse employees for a maximum of one (1) day of lodging prior to the start of the conference or seminar accordingly:
	Miles of Travel
	Training Start Time

	60-120
	On or before 10:30 am

	121-240
	On or before Noon

	241-360
	On or before 3:00 pm

	361-480
	On or before 6:00 pm


If an employee travels more than 480 miles in one (1) day, the County will pay for the prior night regardless of the start time. The County will pay for a maximum of one (1) day of lodging at the end of the conference if you have traveled more than 360 miles and the conference ends after 12:00 p.m.
Any additional lodging will be at employees’ expense unless proof is presented that the additional lodging is a result of extended County business.
Meals - Employees or elected officials traveling outside the county may receive a per diem not to exceed $60.00 per day for meals providing they are traveling overnight on official business.

1. Breakfast will be paid for if you travel before 6:30 a.m. Rate: $15.00

2. Lunch will be paid for if you travel before 10:30 a.m. Rate: $20.00

3. Dinner will be paid for if you travel after 7:00 p.m. Rate: $25.00

The employee has the option of presenting receipts, not to exceed $60.00, for reimbursement.
Tips - Employees will be reimbursed for tips paid for meals that occurred while the employee is on official county business providing the amount of the tip given does not exceed a reasonable amount (not more than 18%). Tips given for other services occurring during the business trip will not be reimbursed.
Registration Fees - The County will pay registration fees for educational conferences and training. The registration form, receipt, or copy of conference programs must be submitted with the Travel Expense Form to the Treasurer’s Office for reimbursement of these expenses.
Travel Advance
Upon approval by the Commissioner Court and the Elected Official (Department Head) a travel advance may be made for a specific trip in an amount not to exceed the estimated expenses of the trip. A Travel Expense form must be submitted with a registration form and a conference agenda or training schedule. Travel advancements are limited to meals and mileage. Advancement for meals shall include travel to and from the event. A map to the destination depicting the shortest route and mileage shall be submitted when requesting an advance for mileage. These documents must be submitted to the Commissioners Court for approval prior to the trip. The Commissioners Court may waive any portion of the Travel Advance policy as conditions warrant.
Entertainment

Entertainment expenses incurred by employees will not be reimbursed.
Double Travel Expense Payments
Travel, lodging, and/or meal expenses which are eligible for reimbursement by another funding source or entity shall not be submitted by employees for payment by the County.
Travel To Receive Non-County Sponsored Honor Awards

Prior approval by the Borden County Commissioners’ Court is required for reimbursement of travel, lodging, and/or meals for an employee traveling to receive an award sponsored by a non-county organization. To be reimbursed for expenses, the award must be determined to be closely related to the employee’s employment with Borden County.
Travel Expense Forms are governmental documents and as such require accurate and truthful information and are subject to Texas Penal Code 37.10. Falsifying a Travel Expense Form, a governmental record, is a Class “A” Misdemeanor.
(Revision adopted: 8/9/2011) (Revision adopted: 10/9/2018) (Revision adopted: 10/13/2022)
December Salary Increment

1. Only full time employees will be eligible to receive the December Salary Increment (DSI). Employees must be employed by Borden County at the time the DSI is distributed. Elected Officials will not receive the DSI.

2. The employees’ supervisor will determine the amount of DSI paid to the employee. The DSI cannot exceed the amount budgeted for that year, per employee.

3. Employees must be employed by Borden County for two (2) years prior to December 1st to be eligible to receive the DSI.

IRS Fringe Benefit

Borden County will comply with the IRS rules and regulations in regards to fringe benefits such as County cell phones, County uniforms, County owned vehicle usage and day-trip meals. You may be responsible for paying taxes when you receive such fringe benefits.

Maternity Leave Policy
Employees who give birth to or adopt a child under one-year old and have been employed by the County for more than one (1) year are eligible for paid maternity leave.

Paid maternity leave will consist of six(6) weeks paid leave.  The employee must first exhaust all Paid Time Off (Vacation, Sick and/or Business Days).  Once all PTO has been exhausted, the remainder of the six(6) weeks will be Paid Administrative Leave. Anytime taken after six(6) weeks will not be paid and must have prior approval by immediate supervisor.

Any employees not meeting the one (1) year eligibility requirement will take leave pursuant to the vacation and sick leave policies.

(Adopted 08/14/2024)
Nursing Mothers

The Patient Protection and Affordable Care Act amended the Fair Labor Standards Act to require reasonable breaks for nursing mothers to express breast milk during the first year following the birth of a child.
Nursing mothers will be provided reasonable breaks, as frequent as required by the mother, to express breast milk. The mother will be given a private location, other than a restroom. The location will be shielded from view and free from intrusion and appropriate for expressing breast milk. The specific location will be determined on a case by case basis. Nursing mothers are entitled to this break for one (1) year following the birth of their child. The County does not allow retaliation against nursing mothers for asking for the break.
Family Medical Leave Act
All Counties are covered under CFR 825.108 (d), which states “all public agencies are covered by FMLA regardless of the number of employees; they are not subject to the coverage threshold of fifty (50) employees carried on the payroll each day for twenty (20) or more weeks in one year”.

Borden County will meet all requirements under the FMLA. Borden County employees to be eligible for FMLA must meet all of the requirements of eligibility, including the requirement that the employer employ fifty (50) employees at the worksite or within seventy-five (75) miles. 

Borden County will follow the regulation as a county with less than fifty (50) employees by providing the following, as required under the regulation:

Counting

To Count employees in the county we will include all full time employees, all part-time employees currently getting paid and all temporary employees currently getting paid. This will not include a count of elected officials, CSCD employees, TEEX - County Agents or any employees paid by the state. The county will not count people on the payroll register that are NOT getting paid. When the county payroll hits fifty (50) eligible employees, Borden County will comply fully with the entire regulation and will notify employees of the change to the FMLA policy for over fifty (50) employees.

Responsibilities

Borden County will post the current FMLA poster as provided by the department of labor.

If an employee asks for FMLA leave for any reason, Borden County will respond in writing and will use the FMLA forms (WH-381) Notice of Eligibility and Rights and Responsibility and form (WH-382) Designation Notice to notify the employee of their eligibility rights. 
(Revision adopted: 2/27/2018)
Judge’s Office
Dress Code

The County Judge’s office is a public office and to maintain the professionalism of this office, the following Dress Code is policy for this office.

Employees are expected to dress neatly and to exercise common sense in selecting clothing and footwear appropriate for a business environment. The clothing and footwear you select need not be expensive or designer, only neat and clean, not torn, ripped, or stained. Hair should be neatly groomed and worn in a businesslike style.

In determining your dress, consider the individuals you will be associated with, that is: attorneys, court staff, the public, business men and women, etc.

Generally, if the employee is doubtful about some clothing, it is not appropriate. The attire that is appropriate for work include:

· Slacks & pants;
· Dresses or skirts of an appropriate length for women;
· Blouses; and
· Dress shoes to include heels, pumps, flats, sandals, dress boots, and lace shoes.
Some attire is unacceptable for work at any time. The following list provides some examples, although it is not a complete list:

· Any clothing, jewelry, or tattoos that contain an offensive word, message, or slogan or picture directed at a race, sexual orientation, gender, age, religion, disability, or is otherwise considered to be offensive or harassing in some way, is not permitted;
· Cutoff or shorts;
· Gym wear or beach wear;
· Clothing that reveals the employee’s underwear;
· Spandex or Lycra;
· Tank tops, tube tops, halter tops, mesh tops, or shirts with spaghetti straps;
· Off the shoulder tops;
· Evening wear;
· Sweatshirts or sweatpants;
· Miniskirts;
· Lack of underwear; and
· Any clothing that reveals the employee’s stomach, full back, cleavage or chest, or otherwise revealing attire.
On game days, T-shirts with school logos, jeans and athletic shoes will be allowed in support of school activities. This attire should be neat, clean and free of holes. The exception to this provision would be events that are scheduled at the courthouse where businesslike attire would be required.
(Revision adopted 10/25/2016)
County/District Clerk’s Office
Dress Code

This office is a public, court personnel office. To maintain the professionalism of the Clerk’s office, the following dress code is policy in this office. Apparel need not be expensive or designer, only neat and clean. In determining your dress, consider and compare the dress of the professionals we work with, i.e.; attorneys, other court staff, the public, etc.
Satisfactory Dress
· DRESSES: fit properly, no more than 4 inches above the knee and modest neck line.

· SKIRTS: same as above.
· PANTS & SLACKS: not tight fitting, colored jeans are acceptable, denim is acceptable if it is dark. Denim is not considered daily wear. NO holes in jeans.
· T-SHIRTS: no logos (except on Friday game days – if no court scheduled) Modest neck line.

· SHOES: Professional shoes, heels, pumps, flats, sandals, dress boots, lace shoes (tennis shoes if job requires – preferably no flip flops).

Unsatisfactory Dress
· STRETCH PANTS (SPANDEX)
· CAPRI PANTS

· SHORTS
· CROP TOPS

· SPANDEX TIGHTS OR LEGGINGS

· SEE THROUGH OR OTHER REVEALING APPAREL

(Revision adopted 10/25/2016)
Phone and Internet Use

Office Calls
A. When answering the phone, respond in a polite manner – Borden County Clerk’s office this is________.

B. Don’t volunteer information as to where someone is or how long they have been gone.

C. Always remember that you work for the citizens of Borden County and you are here to help them. Make sure you give them the courtesy they deserve. Be careful not to be “too helpful” or volunteer “too much” information, including your personal life stories.
D. Remember, we are not attorneys and cannot practice law.
Internet Use
A. Internet access is offered by the county as a tool to aid in the performance of our duties.
1. To eliminate unnecessary phone calls.

2. To save postage fees.

3. To communicate with each other and other county personnel.

B. Limited personal use is allowed under the following guidelines:

1. Your use of the Internet will not result in surcharges to the county.

2. Absolutely NO sexually explicit, offensive or illegal sites may be accessed.

3. NO creation of personal websites for any purpose.

4. E-Mail users should follow the same guidelines as phone calls.

5. Please limit internet use to break time, lunch or after hours.

C. Do not download ANY software, programs or screen savers for personal use that are not work related and that use valuable space necessary to run required programs.

D. REMEMBER all online access, (internet and e-mail) including but not limited to personal transmissions ARE subject to the “Public Information Act” and upon written request by any person, may be retrieved even after deletion.

(Revision adopted: 10/25/2016)
Electronic Device Use

Customer service is our number one priority.
Understanding all employees have family to keep in touch with, please keep phones on silent as not to disrupt the office.
If you get a personal phone call on your cell phone please step down the hall or outside to conduct your business.

(Revisions adopted: 10/25/2016)
Leave (Sick, Funeral, Vacation)

Vacation
Request for leave time must be made on “Request for Leave Form”, except in an emergency.
Funeral Leave
On a need by need basis, not to excess.
Sick Leave
Notification by employee of an absence or tardiness due to an illness or any other reason must be given directly to the clerk. Sick leave may be granted for illness or doctor’s appointments for yourself, spouse, minor children or parents.
Flexibility
Within this policy, at the discretion of the clerk, flexibility may be allowed for employees with a proven record of responsibility in regard to leave time.
Unauthorized absences or absences without prior approval WILL result in disciplinary action and leave without pay.
(Revision adopted: 10/25/2016)

