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INTRODUCTION

This handbook is designed to acquaint you with Karnes County and provide you with information about
working conditions, employee benefits, and some of the policies affecting your employment. You should
read, understand, and comply with all provisions of the handbook. It describes many of your
responsibilities as an employee and outlines the programs developed by Karnes County to benefit
employees. One of our objectives is to provide a work environment that is conducive to both personal and
professional growth.

No employee handbook can anticipate every circumstance or question about guidance. As Karnes County
continues to grow, we may supplement or rescind any policy/guidance or portions of the handbook from
time to time, as appropriate, in its sole and absolute discretion. The only exception to any change is our
employment at-will status permitting you or Karnes County to end our relationship for any reason at any
time – this remains constant. As such, this handbook in no way creates any type of contract between the
County and the employee –it is for information and guidance purposes only. Employees will, of course,
be notified of such changes to the handbook as they occur.
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MEMORANDUM
TO:

Karnes County Employees

FROM:

Judge Walter R. Long, Jr.

SUBJECT:

Welcome

Welcome to Karnes County. We are excited to have you as part of our County family. You were hired
because we all believe you will contribute to the success of our County, and you share our commitment to
public service. Remember, we all serve the citizens of Karnes County, so in everything you do, put the
citizens first.

As part of our commitment to quality public service, we have adopted guidelines for employee conduct.
These guidelines help us treat all County employees consistently, and help you to know the policies,
expectations, and benefits you receive as an employee.

Your job is important to our mission of serving our County constituents. We achieve this through hard
work and commitment. Please familiarize yourself with this handbook and use it as a reference. If you
have any questions regarding this Employee Handbook, please contact your supervisor.

Sincerely,
Walter R. Long, Jr.
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County Judge
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ABOUT KARNES COUNTY GOVERNMENT
Karnes County’s government organization is established by the Constitution of the State of Texas and by
state statutes. The County’s operations are governed by state and federal law and by actions of the
Commissioners Court.
COMMISSIONERS’ COURT
Commissioners Court consists of four County commissioners; each elected by the voters of a
Commissioners precinct, and a County judge, elected by all of the voters of the County. Officials are
elected for a term of public service.

Commissioners Court is the chief policy, administrative or executive branch of the County government.
Among its many functions, the Court:


Sets the tax rate



Adopts the annual budget



Approves new programs or changes existing ones



Adopts regulations and policies



Approves and manages County facilities

The Court carries out these and other specific duties by meeting in regular sessions. Decisions of the
Court require a majority vote.

COUNTY OPERATIONS
County operations are conducted through departments; each administered by an elected public official or
an appointed department head.

INDEPENDENT ELECTED OFFICIALS
While Commissioners Court has the wider range of authority, in some areas, state law gives greater
authority to other elected officials. These elected officials—whether they are judges, the Tax AssessorCollector, the County Sheriff, etc., --are directly responsible to the voters for performing the duties
assigned to their offices.
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CODE OF PERSONAL CONDUCT:
(SERVICE TO THE PUBLIC & DEALINGS WITH FELLOW EMPLOYEES)

1. Remember that we are here to serve the people of Karnes County.
2. Our responsibility is to provide fair, efficient service in a courteous manner.
3. Strive to learn all they can and stay informed about the activities of the County.
4. Be a good and sincere listener; our visitors and callers want us to understand and care about their
problems.
5. Help others get their problems solved in the most efficient manner, even if the problem must be
referred to another employee or department.
6. Write down all of the information you will need to complete a task for a citizen, including the
date and time of a call or request and the telephone number or address where the person can be
contacted.
7. Fulfill all promises you make. If you cannot complete a promised task as anticipated, get back in
touch and explain the circumstances.
8. Respect the dignity of every individual (members of the public as well as fellow employees); try
honestly and sincerely to see the other person’s point of view; speak kindly to and about others;
avoid arguments; and be friendly. Employees will not engage in any activity that involves raising
their voices (in an aggressive manner) to members of the public, clients, or fellow employees, or
initiate/participate in gossip – they will behave in a professional manner at all times. Nor will
employees engage in any physical behavior that results in the unauthorized and unreasonable,
and/or aggressive touching of a fellow employee in any manner.
9. Be punctual in your work and for appointments.
10. Make suggestions to your supervisor about ways we can improve our services to the citizens of
Karnes County or can get our work done in a more efficient manner.
11. Dress and appearance must be appropriate to our job. Expensive clothes are not necessary, but a
neat, orderly appearance is important.
12. County employees are trustees of public funds. Please conserve County money, time, and
equipment as if it were your own.
Finally, public service not only requires that we obey the law, but it is also important we avoid even the
appearance of any improper action or of using our official position to gain any personal advantage.

Employee
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1.00 PERSONNEL POLICIES
1.01 IMPLEMENTATION
The Elected Official or Department Head of each Department in Karnes County shall be responsible for
the administration and implementation of these personnel policies.
1.02 DISSEMINATION
1. This Employee Handbook, as approved and amended by Commissioners Court, shall be
maintained by the Human Resources Designee, the County Treasurer. Questions regarding this
handbook should be referred to the County Treasurer or the department referenced in that section.
2. Copies of the complete Employee Handbook shall be made available to each employee and
his/her acknowledgement of receipt obtained. The Handbook will also be available on the
County website.
3. All employees shall have the right to review the Employee Handbook.
1.03 PURPOSE
1. These policies do not create a contract, nor are they to be construed to constitute contractual
obligations of any kind or a contract of employment between Karnes County and any of its
employees. These provisions have been adopted/developed by Commissioners Court and, except
for employment-at-will policy, may be amended or canceled at any time, at Commissioners Court
sole discretion. Any deletions, amendments, revisions, or additions to the policies must be
approved by Commissioners Court.
2. This handbook supersedes any and all personnel policies previously adopted by Commissioners
Court. In addition to these personnel guidelines, elected officials and department heads may
establish departmental rules and regulations that relate specifically to their departments, as long
as they do not conflict with or usurp these policies, to the extent allowed by law. Departmental
rules are important and employees must comply with them. If there is a conflict between a
departmental rule or guideline and these policies or any future amendments to these guidelines,
the terms of these guidelines, as amended, will prevail, to extent allowed by law.
3. This handbook applies equally to all employees of Karnes County, unless law or the terms of
these guidelines specifically exempt a class of employees. Any violation of these policies may
result in disciplinary action, up to and including termination.
4. All new full-time and part-time employees will be required to complete a 90-day introductory
period of employment.
1.04 EMPLOYMENT AT-WILL
All employment with Karnes County is considered “at-will” employment. No contract of employment
exists between any individual and Karnes County for any duration, either specified or unspecified. No
provision of this handbook will be construed as modifying your employment at will status. Karnes
County has the right to terminate the employment of any employee for any legal reason, or no reason, at
any time either with or without notice. Karnes County also has the right to change any condition, benefit,
policy, or privilege of employment at any time, with or without notice. Employees of Karnes County
have the right to leave their employment with the County at any time, with or without notice.
1.05 BUDGET AUTHORIZATION
If the office or department’s budget does not contain a line item or position for employee salaries, the
elected official or department head must first obtain authorization from the Commissioners Court prior to
hiring any employee(s).
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1.06 POSITION ANNOUNCEMENTS
1. Elected Officials and Department heads (management) must send a notice of any position
openings for which there will be competitive consideration (internally or externally) to the
County website, the local newspaper (The Countywide), the Courthouse designated location for
public posting and/or TWC website for posting. The County does not accept applications for
employment unless a specific vacancy exists (Note: applications for Reserve Officers will be
accepted at any time).
2. The normal (minimum) length of posting time during which applications will be accepted is five
(5) business days. Any position posted may be closed or extended at any particular time during
the advertisement period, at the discretion of the Elected Officials or Department Heads of
Karnes County.
1.07 EMPLOYEE MEDICAL EXAMINATIONS
1. Medical examinations may be required depending on the position being filled. Only after a
conditional offer is made to an applicant entering a position requiring a medical examination, will
it be completed at the County’s expense by a health professional of the County’s choice. These
positions are designated in the job description and in the job announcements.
2. Employees/applicants will not be placed on the County payroll until they have completed/passed
the physical exam. Back x-rays may be required for persons who will perform physical labor.
3. Prospective employees for law enforcement positions (Peace Officer, Corrections Officer or
Communications Officer) must satisfactorily complete a medical exam and will be tested by a
licensed physician and declared in writing by the physician to show no trace of drug dependency
or illegal drug usage. Additionally, they will also be examined by a licensed psychologist or
psychiatrist and be declared in writing by the psychologist or psychiatrist to be in satisfactory
psychological and emotional health.
4. The offer of employment is contingent upon satisfactory completion of a drug test and a medical
exam, if applicable. Personnel requiring a physical or psychological examination will not be
allowed to start work until their exams are received, showing that they have been cleared for duty
by competent medical authority. All information of an employee’s medical condition or history
will be kept separate from other employee information and maintained confidentially by the
Department Head. Access to this information will be limited to those who have a legitimate need
to know and as required by law.
1.08 PRIOR SERVICE WITH THE COUNTY
New hires with prior service with the County may be considered for hire above the customary entry salary
level. Employees rehired to fill regular full-time positions with the County may receive credit for their
prior length of service as regular full-time employees for longevity pay purposes, only if the break in
service is 365 days or less. Former County employees cannot be rehired until after 30 days from
resignation from County. The employee may be hired back to the same pay grade they held at the time of
their departure. This is at the discretion of the elected official or department head and may require a
budget amendment in the event the hiring results in insufficient funds in that department’s salary line
item.
Such amendment must be requested and approved by Commissioners Court prior to
commencement of employment. A break in continuous service with the County forfeits all vacation and
paid time off benefits accrued prior to the break.
1.09 SALARY ADJUSTMENTS/PAY INCREASES
1. Karnes County may award salary adjustments/pay increases. The decision to include salary
adjustments/pay increases in the annual budget is determined by Commissioners Court on a fiscal
year basis.
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2. A salary adjustment/pay increase cannot increase an employee’s salary beyond the maximum for
the pay grade of the position.
3. See “RECLASSIFICATION, PROMOTIONS, AND TRANSFER GUIDELINES” in paragraphs
1.11,1.13 and 1.14 for applicability if recently reclassified, promoted or transferred.

1.10 CLASSIFICATION PLAN
The County maintains a classification plan, which assigns each class of positions to a pay group based on
the principle of equity among positions requiring similar knowledge, skills, and abilities and having
similar levels of responsibility. Classification of jobs is done for the position and not for the person
currently filling or being considered for a job. A job description is a written description of the duties,
responsibilities, reporting relationships, and requirements for a position. A pay plan is a document that
assigns dollar values to each job class, groups classes into pay grades, and arrays pay grades on a pay
schedule showing salary and wage steps and ranges for each grade.
1.11 RECLASSIFICATIONS
Reclassifications are intended to correct pay group classifications that no longer accurately reflect the
value of a job which, over time, has undergone significant changes to responsibilities. Employees being
reclassified will be placed in the step of their new pay group that does not decrease their current pay.
(Note: Employees who move from a higher pay group in one job to a lower pay group in a different, but
previously held job, may at the elected official or department head discretion be placed in the step at the
lower pay group equal to the step they had once held in that job).
1.12 STARTING WAGE & CHANGE OF WAGE
1. A new employee will be hired at the entry level/minimum salary of the pay group to which the
position is assigned.
2. All pay increases/decreases for promotions, demotions, and transfers that occur during the middle
of a pay period will be effective on the first day of the following pay period.
1.13 PROMOTIONS
A promotion recognizes advancement to a higher position requiring higher qualifications and involving
greater responsibility. Promotions are recommended by the employee’s supervisor and approved by the
appropriate elected official or department head.
1.14 TRANSFERS
Transfers may be made within the same department or between departments at the elected official or
department head’s discretion. An employee who makes a transfer will retain the same effective
employment date and all accrued vacation. Compensatory time and Sheriff Department Accrued holidays
are paid out at the time of the transfer. The timing of release of internal transfers should be mutually
agreed upon by the elected official or department head. The at-will employment relationship is not
altered. The pay may remain the same, be at a higher rate, or a lower rate depending upon the salary range
of the new job.
1.15 DEMOTIONS
1. Demotions are the movement of an employee from one position to another with a decreased
responsibility or complexity of job duties or to a lower salary. Elected officials or department
heads may choose to demote or reassign any employees who are unable to meet performance
requirements, for disciplinary reasons or for any other reason as deemed necessary by the elected
official or department head.
2. Disciplinary and voluntary demotions must involve a decrease in pay.
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3. Prior coordination with County Judge and County Attorney is required before any demotion to
ascertain the correctness of the action, and to determine the pay impact on the employee.
1.16 ASSIGNED STAFF
Staff who are assigned to the County but are paid directly by another government or private organization
are not employees of the County. As a condition of their assignment, such staff are governed by all terms
of these policies not in conflict with their contract for services.
1.17 TELEPHONE & HOME ADDRESS INFORMATION
Each employee may choose whether the County discloses the employee’s home address/telephone
number to the public on request. If a new employee does not request confidentiality, the home address
and telephone number on file are considered public information (does not apply to public safety
personnel). However, employees may change their election for disclosure or confidentiality at any time by
contacting the County Treasurer.
1.18 EMPLOYMENT OF RELATIVES
1. Nepotism is the showing of favoritism toward a relative. The practice of nepotism in hiring
personnel or awarding contracts is forbidden by the County. No person may be hired who is
related within the second degree by affinity (marriage) or within the third degree by
consanguinity (blood) to the elected official or department head for whom he or she works. For
the purposes of this section, a relative is any person who is related by blood or marriage, or whose
relationship with the employee is similar to that of persons who are related by blood or marriage.
No person may continue in County employment who is related in one of the prohibited degrees
unless the employee has been employed continuously by the County for a period of:
 At least 30 days, if the officer or member is appointed;
 At least six months, if the officer is elected in an election other than the general election for
state and County officers; or
 At least one year, if officer is elected in the general election for state and County officers.
2. Relatives, as described in paragraph 1, may only be hired if they are not in the same operational
chain of command. The following categories apply:
 Spouses: May not work in the same operational chain of command (if one of the spouses is,
or can be through the delegation of supervisory control, in a supervisory position, the other
may not be hired in that department.
 Parents/Child(ren): May not be hired by the same department.
 Siblings: May only be hired provided they are separated by either (a) separate scheduled
shifts, (b) are on a separate crew, and (c) the other is not in a supervisory position, or can be
through the delegation of supervisory control, over the shift workers or crew members.
1.19 MEDICAL PRIVACY
1. Certain medical information is collected by Karnes County for reasons authorized by law
(FMLA, ADA, etc.,) or to prove eligibility for a County benefit program. Such information is
voluntary, but failure to do so can result in the benefit being denied or delayed, pending receipt.
2. County Treasurer is the only office authorized to maintain employee medical files mentioned
above (other than the Sheriff’s Office who maintain copies of Psychological Evaluations for Law
Enforcement/TCOLE certification).
3. Other medical information pertaining to active employee claims is reported to the County by the
Third-Party Administrator (TPA) on a weekly/ monthly basis. This information is provided to
assist the County Insurance Liaison in managing the claims process, and to develop
premium/rates for the next year, and for no other reason. The County (Auditor/Treasurer)
destroys this information annually once new rates are established.
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1.20 SEVERABILITY
If any provision or part of a provision of these guidelines is held invalid, illegal, or unenforceable, it will
not affect the validity of the remaining provisions or parts of provisions, which will remain in effect. In
cases where federal or state laws or regulations supersede local guidelines for specific groups of
employees, such laws or regulations will substitute for these personnel guidelines only insofar as
necessary for compliance.
2.00 SEPARATION
2.01 TYPES OF SEPARATION
All separations from employment with Karnes County shall be designated as one of the following types:
1. RESIGNATION: Any situation in which an employee voluntarily leaves his/her job with
Karnes County and the separation does not fall into one of the other categories. To resign in good
standing, the employee shall be required to notify his/her supervisor of the intent to resign, in
writing, at least ten (10) business days prior to the last day of work. NOTE: Failure to give the
required notice will also result in the forfeiture of any paid vacation leave. A supervisor shall be
responsible for notifying the County Treasurer as soon as an employee announces his/her intent to
resign.
2. RETIREMENT: The same requirements for resignation apply to retirement except that the
employee shall be required to notify his/her supervisor of the intent to retire, in writing, at least
thirty (30) days prior to the last day of work so that any retirement benefits due may be started
promptly. Employee must meet age, length of service, and other criteria for retirement from the
County (see County Treasurer for additional information).
3. DISMISSAL/DISCHARGE: An involuntary separation from employment which does not fall
into one of the other categories.
4. REDUCTION IN FORCE: A separation because of reduction in force when his/her position is
abolished or when there is lack of funds or work.
5. DEATH: If an employee dies while in the service of Karnes County, his/her designated
beneficiary or estate shall receive all earned pay and payable benefits.
3.00 EMPLOYMENT AND EMPLOYEE STANDARDS AND PRACTICES
3.01 EQUAL EMPLOYMENT OPPORTUNITY
Karnes County is an equal opportunity employer. The County will not discriminate on the basis of race,
color, religion, national origin, sex, age, genetic information, pregnancy, veteran status, and disability, or
any other condition or status protected by law in hiring, promotion, demotion, raises, termination,
training, discipline, use of employee facilities or programs, or any other benefit, condition, or privilege of
employment except where required by state or federal law or where a bona fide occupational qualification
exists. If an employee needs an accommodation as a result of a condition or status protected by law, that
employee is directed to advise his/her elected official or department head.
3.02 AMERICANS WITH DISABILITIES ACT
It is Karnes County’s policy not to discriminate against qualified individuals with a disability with regard
to any aspect of employment. Karnes County is committed to complying with the American with
Disabilities Act, as amended. Karnes County recognizes some individuals with disabilities may require
reasonable accommodations. If an employee is disabled or becomes disabled (a mental or physical
impairment substantially limiting one or more of the major life activities) and requires a reasonable
accommodation, the employee must contact the HR Benefits Coordinator to begin the interactive process,
which will include discussing the disability, limitations, and possible reasonable accommodations that
13

may enable the employee to perform the functions or his/her position, make the workplace readily
accessible to and usable by him/her, or otherwise allow him/her to enjoy equal benefits and privileges of
employment.

3.03 EMPLOYEE STATUS
Each County position has an employee status that identifies how the position is paid and how benefits are
granted by Commissioners Court. The status of an employee cannot be changed without the approval of
Commissioners Court.
1. REGULAR FULL-TIME: Full-time employees are those in a position which has a normal work
schedule of at least 30 hours per week. Full time employees are eligible for County benefits for
which they are qualified. Employees may be non-exempt, hourly employees or exempt
employees. Non-exempt employees are eligible for compensatory time. Exempt employees are
not eligible for overtime compensation.
2. REGULAR PART-TIME: Part-time employees are those in a position which has a normal work
schedule of 29 hours per week or less. Part-time employees receive all legally mandated benefits
such as social security, retirement and workers’ compensation insurance, they are also eligible for
vacation and holiday pay at the rate of number of hours per budgeted for position. They are not
eligible for other County benefits. (Note: Regular Part-time slots are budgeted positions).
3. TEMPORARY: Employees hired for a pre-established period are considered temporary
employees. The employment status of temporary employees will not be changed due to an
extension of employment in excess of the originally planned period. Temporary employees may
work a full-time or part-time schedule. While they do receive all legally mandated benefits (such
as social security and worker’s compensation insurance), they are not eligible for other Karnes
County benefits.
3.04 ATTENDANCE AND TIMELINESS
1. Excessive absenteeism and tardiness place a burden on other employees and on Karnes County.
Employees unable to work as scheduled, will notify their supervisor as soon as possible in
advance of the anticipated tardiness or absence, the reason, and when they can be expected to
report to work. Employees who are more than thirty minutes late and have not notified their
supervisor of their expected tardiness may lose the right to work the balance of the day.
Unless otherwise approved by the supervisor, employees are expected to personally call on
each day of absence.
2. Deductions from pay (as authorized by law) will be made for all unexcused absences and for
those excused absences not authorized as paid absences. Where the nature of the absence
necessitates an extended period of time off, longer reporting intervals may be approved only by
the elected official or department head.
3. Unauthorized and excessive absences or tardiness is disruptive, which will lead to disciplinary
action, up to and including termination of employment. Employees absent from work for three
consecutive days without giving proper notice to their supervisor, as instructed above, will be
considered as having voluntarily resigned.
3.05 OUTSIDE EMPLOYMENT AND ACTIVITIES
1. An employee of Karnes County shall not engage in any activity or other employment which will
adversely affect his/her ability to effectively carry out the duties and responsibilities of his/her
job.
An employee accepting other employment while still being employed by Karnes County must notify
his/her supervisor before beginning such work except in such cases where the work may be occasional or
casual. However, if it affects the job performance, regardless of the type of employment, the employee
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can be asked to terminate said outside employment. Additionally, due to periodic updates to job
descriptions/ requirements, an employee previously approved for outside employment may be asked to
quit said outside activity if it now impairs the ability to do said job. To ensure orderly operations and
provide the best possible work environment, Karnes County expects employees to follow rules of conduct
that will protect the interests and safety of all employees and the organization. It is not possible to list all
types of behavior that are considered unacceptable. In certain circumstances, this policy may apply
outside of the workplace and work hours. The following infractions of rules of conduct are examples and
are not limited to those listed that may result in disciplinary action, up to and including termination of
employment:
 Theft/inappropriate removal/possession of property or other crimes of moral turpitude
 Falsification of County records
 Working under the influence of alcohol/illegal drugs
 Fighting or threatening violence in the workplace
 Negligence or improper conduct leading to damage of employer-owned or customer-owned
property
 Insubordination, including but not limited to, refusal to do assigned work or to produce work in
the manner described by the employee’s supervisor, or other disrespectful conduct
 Violation of safety or health rules
 Sexual or other unlawful or unwelcome harassment
 Possession of dangerous/unauthorized materials, such as explosives/fire arms, in the workplace
 Excessive absenteeism, tardiness or absence without notice
 Violation of personnel guidelines
 Unsatisfactory performance or conduct
 Unprofessional behavior towards members of the public or fellow employees (includes verbal
abuse)
3.06 LEFT FOR FUTURE USE
3.07 PERSONAL APPEARANCE AND HYGEINE
Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect
the business image Karnes County presents to citizens and visitors. During business hours, employees are
expected to present a clean and neat appearance and to dress according to the requirements of their
positions. Each elected official or department head will make the determination of what is appropriate for
normal business attire for that department, to include authorizing appropriate casual wear on Fridays. An
elected official or department head may send an employee home for not complying with this section.
Employees religious beliefs will be considered when addressing proper attire.
3.08 RETURN OF PROPERTY
Employees must return all Karnes County property immediately upon request or upon termination of
employment. Karnes County may take all action authorized by law and deemed appropriate to recover or
protect its property. Employees are responsible for items issued to them by Karnes County or in their
possession or control, such as the following:
 Credit Cards
 Identification cards/badges/security passes
 Manuals/written materials
 Protective equipment/uniforms
 Keys
 Pagers/Phones
 Parking permits
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Vehicle insurance
Equipment/tools

3.09 SOLICITATION
Karnes County prohibits the solicitation and sale of goods and services, and the solicitation, distribution
and posting of materials on Karnes County property by any employee or non-employee, except as may be
permitted by this policy. The sole exceptions to this policy are charitable and community activities
approved by the elected official or department head.
3.10 CHAIN OF COMMAND
Elected officials are responsible to County voters. County employees are responsible to the appropriate
elected official or department head or a designated supervisor. Instructions regarding work to be done,
expected results, the adequacy of work performance, and grievances will normally follow the chain of
command within said department or as specifically authorized by other County policies.

3.11 ORIENTATION AND TRAINING
1. Human Resource provides a general orientation for new employees about employment with the
County including information about the structure, functions, and services of County government;
and information concerning medical benefits. All new employees shall receive training from the
County in regards to sexual harassment, drug and alcohol policy, and any other department related
training necessary to perform Employee’s job.
2. Information regarding medical benefits will be provided during new hire orientation. Eligible
employees will have 30 days from date of hire to enroll in medical benefits, which will be
effective 60 days from date of hire beginning the first of the month following the 60th day of
employment with the County.
3. Training an employee is the responsibility of the elected official or department head for whom he
or she works. The training is necessary to prepare the employee for a change in duties and to
obtain or maintain certifications required for the employee’s current position. Whenever possible,
employees should receive on-the-job training under close supervision. Elected officials or
department heads should develop a list of training needs prior to the beginning of each fiscal year
and include these anticipated expenses along with their proposed budget.
4. At the beginning of each fiscal year, all employees shall receive training from the County in
regards to sexual harassment, drug and alcohol policy, and any other department related training
necessary to perform Employee’s job.
3.12 GRIEVANCE PROCESS
1. INFORMAL GRIEVANCES:
The first step in the grievance procedure is for the employee to attempt to resolve the grievance
by informal conference with his or her supervisor. If this informal conference does not result in a
resolution of the problem(s) that is satisfactory to the employee, the employee should file a
formal, written grievance.
2. FORMAL GRIEVANCES:
 Formal grievances must be in writing, signed by the employee, and presented to the
employee’s elected official or department head within 10 business days after the alleged
grievance occurred. If, for any reason, the employee feels that reporting the grievance to
their elected official or department head may not be the best course of action, the report must
be made in writing to the Karnes County Human Resource within 10 business days after the
alleged grievance occurred.
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After being presented with a written and signed grievance, the elected official or department
head, or HR, will (1) meet with the employee and such other persons as may be necessary to
gather the facts; (2) attempt to resolve the grievance with the employee; and (3) communicate
the decision in writing within 10 business days after the receipt of the grievance.
 The decision of the Elected official or Department head is final.
3. Retaliation against an employee who reports a grievance or who cooperates in the investigation is
prohibited by law as well as this policy. Employees who feel they have been subjected to illegal
retaliation should immediately report the situation to Human Resource.
4. Implementation of the grievance procedure by an employee does not limit the right of Karnes
County to proceed with any disciplinary action, which is not in retaliation for the use of the
grievance procedure.
3.13 CONFLICT OF INTEREST
1. COUNTY ELECTED OFFICIALS: A member of the Commissioners Court and certain other
County officials will not participate in a vote or decision affecting a business or real estate in
which the member or official has a substantial interest. The details of this prohibition are set out
in the County’s “Conflict of Interest Policy for Members of the Commissioners Court and certain
other County Officials,” as well as those set forth by Texas State Statutes.
2. COUNTY EMPLOYEES: An employee may not: (1) solicit or accept or agree to accept a
financial benefit, other than from the County, that might reasonably tend to influence his or her
performance of duties for the County or that he or she knows or should know is offered with
intent to influence the employee’s performance; (2) accept employment or compensation that
might reasonably induce him or her to disclose confidential information acquired in the
performance of official duties; (3) accept outside employment or compensation that might
reasonably tend to impair independence of judgment in performance of duties for the County; (4)
make any personal investment that might reasonably be expected to create a substantial conflict
between the employee’s private interest and duties for the County; (5) solicit or accept or agree to
accept a financial benefit from another person in exchange for having performed duties as a
County employee in favor of that person; or (6) engage in outside activities incompatible with the
full and proper discharge of County duties or which might impair independent judgment in the
performance of County duties.
3.14 POLITICAL ACTIVITY
1. Employees of Karnes County shall have the right to support candidates of their choice and to
engage in political activity during their personal time.
2. County employees shall not: 1) Use their official authority or influence to interfere with or affect
the result of any election or nomination for office; 2) Directly or indirectly coerce, attempt to
coerce, command, or advise another person to pay, lend, or contribute anything of value to a
party, committee, organization, agency, or person for a political reason; or 3) Use any equipment,
property or material owned by the County for political activity or engage in political activity
while on duty for the County.
3. An employee’s political activity which is not in violation of this section will not be considered in
determining his or her compensation, eligibility for promotion or demotion, work assignment,
leave or travel request, or in applying any other employment practices to the employee.

3.15 GIFTS AND GRATUITIES
1. A County officer or employee may not accept any gift or free service that might tend to influence
his or her official actions or impair his or her independence of judgment in performance of duties
for the County.
17

2. Employees must not solicit or accept money, loans, gifts, favors, or anything of value, from
present or potential vendors which might influence or appear to influence any purchasing
decision. Generally, goods with a value of $50.00 or less are acceptable as long as the acceptance
will not offend this prohibition and does not appear to influence a purchasing decision. If anyone
is in doubt whether a transaction complies with this policy, the individual should disclose the
transaction to the Purchasing Director/legal representative for interpretation.
3.16 PROGRESSIVE DISCIPLINE
1. Karnes County’s progressive discipline policy and procedures are designed to provide a
structured corrective action process to improve and prevent a recurrence of undesirable employee
behavior and performance issues.
2. Outlined below are the steps of Karnes County’s progressive discipline policy and procedure.
Karnes County reserves the right to combine or skip steps depending on the facts of each situation
and the nature of the offense. The level of disciplinary intervention may also vary. Some of the
factors that will be considered are whether the offense is repeated despite coaching, counseling,
or training, the employee’s work record, and the impact the conduct and performance issues have
on the organization.
 Step 1: Counseling and verbal warning
 Step 2: Written warning
 Step 3: Final written warning and/or suspension
 Step 4: Recommendation for termination of employment
3. Performance and Conduct Issues Not Subject to Progressive Discipline: Behavior that is illegal is
not subject to progressive discipline and may be grounds for termination. Such behavior may
also be reported to local law enforcement.
4. Nothing in this policy provides any contractual rights regarding employee discipline or
counseling, nor should anything in this policy be read or construed as modifying or altering the
employment-at-will relationship between Karnes County and its employees.
3.17 VALID DRIVER’S LICENSE
Operators of County vehicles are required to have a valid Texas driver’s license necessary for legal
operation of the vehicle and to keep the elected official or department head informed of any changes in
status of their licenses. Elected officials and department heads will periodically check through the
Auditor’s Office the driving records of all employees who operate County vehicles or are required to use
their personal vehicle to conduct County business. Failure to maintain a safe driving record can result in
disciplinary action (see paragraph 3.20(3)). An employee may be required to participate in a defensive
driving course if the employee is cited for a moving violation while operating a County vehicle. Course
attendance is mandatory if the incident results in a reportable accident in which the County employee is
considered at fault (and shall be at the employee’s own expense). Suspension or revocation of the driver’s
license of an employee who is assigned as a vehicle or equipment operator may result in a demotion or
discharge.
3.18 ACCIDENT REPORTING
Any employee or official involved in an accident while driving or riding in a County vehicle, or a
privately-owned vehicle (POV) in pursuit of County business, no matter how minor, must report it to the
appropriate (if applicable) supervisor and law enforcement authorities so that an official accident report
can be filed. In no instance should the driver leave the scene of an accident before the police have made
their investigation and cleared the driver to leave. The elected official or department head must notify the
County Auditor of the accident on the same day of the accident it occurred, or on the first business day
following the accident if it occurred after hours or on a non-workday. A copy of any accident report

18

involving County equipment or vehicles must be forwarded to County Auditor by the elected official or
department head as soon as the law enforcement investigation is completed.
3.19 USE OF PHONE AND MAIL
1. It is understood that occasionally personal calls, texts, and emails are necessary; however, use of
phones for personal business is permitted only if the use is kept to a minimum. If employee use
of phones for personal business causes disruptions or loss in productivity, the employee may
become subject to disciplinary action. A call to notify family of County requirements to work
unscheduled overtime is an acceptable County business call.
2. The use of Karnes County-paid postage for personal correspondence is strictly prohibited.
3.20 TOBACCO-FREE COUNTY FACILITIES
The following is prohibited in all County owned/leased facilities, including all enclosed property and
garages, County owned/leased vehicles/equipment as directed by each elected official or department head,
and within twenty-five feet of any entrance to County facilities:
1. Use of any type of tobacco products;
2. The use of any electronic cigarette, nicotine vaporizer, or electronic nicotine delivery system.
3.21 USE OF EQUIPMENT AND VEHICLES
1. County property, materials, supplies, tools, vehicles, and equipment are only to be used for public
purposes. Uses that provide private benefit to employees or officials are prohibited. If an
employee is in doubt about a circumstance, he or she must check with the appropriate elected
official or department head before proceeding. Violations of this provision may result in
discharge and possible prosecution.
2. Employees are expected to exercise care, perform required maintenance, and follow all operating
instructions, safety standards and guidelines. In addition, possession of a valid driver’s license is
required by all employees who operate a vehicle in the conduct of County business. Please notify
your supervisor if any equipment, machines, tools, or vehicles appear to be damaged, defective,
or in need of repair.
3. Failure to maintain a safe driving record and remain insurable through the County insurance
carrier, may result in disciplinary action, up to and including termination. New hires must also
have a safe driving record and be insurable as well.
3.22 LEFT BLANK FOR FUTURE POLICIES

3.23 ACCESS TO PERSONNEL FILES
Generally, only supervisors and management personnel who have a legitimate reason to review
information in a personnel file are allowed to do so. Employees who wish to review their file may contact
County Treasurer. With reasonable notice, employees may review or request a copy of their personnel
files in County Treasurer’s Office. However, an employee may not remove documents from the file.
3.24 ACCESS TO MEDICAL FILES
Only authorized personnel with a need to know are allowed access to employee medical files. Access to
employee medical files is normally restricted to HR personnel, Insurance Adjusters, employee, law
enforcement via appropriate court orders, etc. Line supervisors are not authorized to maintain or request
any medical information from an employee other than that authorized to ensure compliance with
applicable laws or to enforce County policy with regards to return to work (Fitness for Duty), Paid time
off Pool Requests, FMLA, ADA, etc. Any information collected will be forwarded to HR for inclusion in
the employee’s medical file. Submit complaints of inappropriate disclosure to the County Treasurer
(HIPAA Privacy Officer).
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4.00 BENEFITS AND LEAVE
4.01 EMPLOYEE BENEFITS
Eligible employees at Karnes County are provided a wide range of benefits. A number of the programs
(Social Security, workers’ compensation, disability, and unemployment insurance) cover all employees in
the manner prescribed by law. Benefits eligibility depends upon a number of factors, including employee
classification.
4.02 VACATION
ELIGIBILITY
All full-time and part-time employees shall be eligible for vacation. Employees will be eligible to use
vacation at the end of the three-month introductory period.
Temporary employees are not eligible for vacation.
ACCRUAL RATE
Full-time employees who have worked for less than ten (10) years in a position eligible to receive
vacation shall earn five days’ vacation the first year and the second year earn vacation at the rate of .833
working days per month, which is equivalent to ten (10) working days per year. Part-time employees will
earn the number of hours budgeted per week.
Full-time employees who have worked for nine (9) or more years in a position eligible to receive
vacation, shall accrue vacation at the rate of 1.25 working days per month, which is equivalent to 15
working days per year. Part-time employees who have worked for nine (9) or more years will earn the
number of hours budgeted per week.
For purposes of this policy, a working day shall be defined as the regular number of hours that an
employee would be expected to work on a day that he/she is scheduled to work.
Vacation shall not be accrued while an employee is on leave without pay.
INITIAL ACCRUAL AND WAITING PERIOD
Full-time/Part-time employees: Accrual of vacation shall begin at the time an employee begins work in a
position eligible to accrue vacation, but an employee must work for a minimum of 90 days in such a
position before being eligible to take any vacation.

4.03 MAXIMUM ACCURAL
The maximum amount of unused vacation an employee shall be allowed to have at one time is the
amount the employee would normally earn in one (1) year at his or her current accrual rate plus
five (5) additional workdays. (This would be 15 working days for full-time or part time employees
with less than nine [9] years’ work in a position eligible to accrue vacation and 20 working days for
employees with nine [9] or more years in such position.)
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When an employee reaches the maximum accrual, he/she shall not be allowed to accrue additional
vacation time until sufficient time has been used to bring the balance below the maximum allowed under
this policy.
Accrual over the maximum may be allowed if an employee is unable to take vacation because of the
needs of the county and:
the employee’s supervisor prepares a request for accrual above the maximum, explaining why the
employee was unable to take vacation; and,
the request is approved by the Commissioners’ Court.
time over the maximum must be taken within 90 days of Commissioners Court approval.
SCHEDULING
Scheduling of vacations shall be at the discretion of the individual department heads.
MINIMUM USAGE
There is no minimum amount of vacation that must be taken at any time.
BORROWING
Employees shall only be able to use vacation that has already been accrued and shall not be allowed to
borrow vacation against possible future accruals.
PAY IN LIEU OF VACATION
Employees shall not be allowed to receive pay for vacation in lieu of taking time off.
HOLIDAY DURING VACATION
If a holiday falls during an employee’s vacation, the holiday shall be charged in accordance with the
“POLICY ON HOLIDAYS” and shall not be charged against the employee’s vacation balance.
PAID ADMINISTRATIVE LEAVE
Paid administrative leave may be used for the following incidents:
 County Judge may deem it necessary to close non- essential offices or have late opening due to
inclement weather. Additional closing may be deemed necessary at the discretion of the
department head. Administrative leave will be granted upon proper documentation on why the
closing was necessary.
 Building repair or maintenance that may not be suitable or safe conditions to the employees or to
the general public who have access to the building.
 Closing early of non-essential County offices on non-designated holidays by the County Judge.

4.04 PAID TIME OFF BENEFITS
1. Karnes County provides paid time off leave benefits to all eligible employees for periods of
temporary absence. Regular full-time and part time employees are eligible.
2. ACCRUAL RATE: Eligible regular employees shall accrue personal time off at a rate of: FULL
TIME: at a rate of 4 hours per pay period at a maximum of 8 hours per month; PART-TIME, at a
rate of 2 hours per pay period at a maximum of 4 hours per month. Third pay periods of the
month do not accrue personal time off.
3. MAXIMUM ACCRUAL: The maximum amount of unused personal time off a regular employee
shall be allowed to carry-over at the beginning of the new calendar year is: FULL-TIME at 240
hours, PART-TIME at 120 hours. The timekeeping system will reflect the correct number of
21

4.

5.

6.

7.
8.

9.

hours up to the maximum. Once an employee with a maximum bank uses personal time off
leave, the system will start reflecting the hours earned each month until the maximum amount is
reached.
USE OF PERSONAL TIME OFF: Personal time off may be used for the following purposes (a)
illness or injury of the employees; (b) appointments with physicians, optometrists, dentists, and
other qualified medical professionals; and (c) to attend to the illness or injury of a member of the
employee’s immediate family (d) personal time if needed and no other time (comp/vacation,
earned Sheriff Department holiday) is available. Immediate family shall be defined as spouse,
child, parent, or other relative living in the employee’s home who is dependent on the employee
for care.
Where personal time off is to be used for medical appointments, an employee shall be required to
notify his/her supervisor of the intent to use personal time off as soon as the employee knows of
the appointment.
Where use of personal time off is not known in advance, an employee shall notify his/her
supervisor of the intent to use personal time off within 15 minutes of the employee’s normal time
to begin work, when practicable.
Where it is not practicable to notify the supervisor within 15 minutes of the normal starting time,
the employee should notify his/her supervisor as soon as is reasonably practicable.
If the employee feels that the situation will cause the employee to miss more than one day of
work, the employee should notify his/her supervisor of the anticipated length of absence. The
employee will be placed on FMLA if event and employee is eligible.
No Personal Time Off will be paid after 2-week notice is given of resignation unless
accompanied by a doctor note.

4.05 WORKERS COMPENSATION
Karnes County provides workers’ compensation insurance program at no cost to employees. This
program covers injuries or illness sustained in the course of employment requiring medical, surgical, or
hospital treatment. Subject to applicable legal requirements, workers’ compensation insurance provides
benefits after a 7-day waiting period, or if the employee is hospitalized, immediately (exception: no 7-day
waiting period for law enforcement officers). Workers’ compensation runs concurrently with FMLA.
Employees with a work-related incident, with or without sustaining a work-related injury or illness, must
inform their supervisor immediately. They will complete a First Report of Incident/Injury form indicating
the details of incident/injury. It is mandatory that it is reported to County Auditor’s Office within 24
hours via fax, scanned into an email or by hand delivery (note: if an injury occurs on a Friday between the
close of business (5 p.m.) and the start of business (8 a.m.) on the following Monday, the injury will be
reported within 24 hours from the start of business on Monday).

4.06 MEDICAL BENEFITS
NOTE: The County reserves the right to change the medical benefit(s) plan at any time.
1. All regular employees working at least 30 hours per week will receive medical benefits at the
expense of the County (if they so choose them). Medical coverage begins for regular employees
on the first day of the month following the employee reaching 60 days employment from the date
of hire.
2. The County's medical plan or County Silver Choice plan (for retirees 65 or older), may be
continued by employees or elected officials who have at least eight (8) years of continuous
accredited service with the County and meet the TCDRS retirement rules (i.e., Rule 60, 75 or 30
years any age). Spouses, and children who are under the age of 26, may also be covered by the
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group hospitalization insurance. Continuation of insurance election must be made within 30 days
of employee's separation. Premiums (less any County approved supplement for retirees) are due
from the former employee by the 5th day of the month; payments not received by the 5th day of
the month will result in cancellation of the medical plan. Employees enrolled in County benefits
who separate, rather than retire, are eligible for COBRA to continue those benefits (See paragraph
4.19 or HR for more information).

4.09 PAID TIME OFF POOL (PTOP)
1. The County operates a paid time off pool (PTOP) for catastrophic injury or illness which is
defined as: a severe condition or combination of conditions affecting the mental or physical
health of the employee, or the employee’s immediate family member as defined in section 4.04,
that requires prolonged hospitalization or recovery. The PTOP Administrator will review all
applications for paid time off pool use. Eligible employees are regular full-time employees who
have 12 months of service with the County. Employees must contribute at least one day or no
more than five days of accrued paid time off each year during the month of December. New
employees are eligible to join within 30 days of their anniversary hire date of the first year of
employment and then annually (i.e., each January) thereafter. Employees on an approved Paid
Time Off Pool Grant at time of annual PTOP enrollment will be automatically reenrolled by the
Paid time off Pool.
2. The County Treasurer is hereby designated as the PTOP Administrator. The administrative
committee will consist of: Chairperson, County Sheriff, District Clerk, Tax Office, County
Librarian, Road and Bridge, County Clerk, County Judge or their representative. The committee
will review and approve or disapprove requests for withdrawal of PTOP. Each member shall
serve a three (3) year term.
3. Employees must exhaust all accrued paid leave and compensatory time. Employees using the
pool continue to accrue paid leave at the regular rate but shall be required to exhaust all paid
leave during the approved period of time while utilizing the PTOP. Employees receiving paid
time off pool benefits are not required to pay back the amount of leave granted by the PTOP
Administrator.
4. Employees cannot stipulate who receives the contribution, nor can they get contributed paid time
off back unless they are eligible to use it. Employees are encouraged to donate not more than 80
hours of accrued paid time off time upon termination of employment.
5. Pool usage is on a first come basis. The PTOP Administrator and committee will normally review
requests within 5 days and determine the exact amount of leave, if any, based upon requested
circumstances, amount of leave in pool, and medical certification/recommendation. Employee
unused balances must be returned to the pool. An employee may request to use the pool once per
fiscal year, per catastrophic illness, unless the employee did not use the maximum amount on the
first request. The maximum amount granted at one time is 180 days or one third of sick pool
balance, whichever is less. Employees must annotate sick pool usage on their time sheets.
4.10 HOLIDAYS
1. Paid holidays are established each year by Commissioners Court.
2. ELIGIBILITY
Karnes County will grant paid holiday time off to eligible regular full-time and part-time
employees. Holiday pay is based on the employee’s straight-time pay rate (as of the date of the
holiday). All eligible employees shall be paid their normal work hours if the holiday falls on
their regularly scheduled work days. An employee is eligible for holiday pay after the 90-day
introductory period.
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3. WORK ON A HOLIDAY
 Elected officials and department heads may find it necessary to deny holidays at the
scheduled time (i.e., around-the-clock operations), and may direct some or all employees of
the department to report for work on any holiday.
 When a regular full-time nonexempt employee is required to work on a holiday, he/she will
be compensated in one of the following ways:
o Granted same number of hours off on specified alternate workday that must be used
within one year from the end of the work cycle in which the time was accrued or it will
expire; or
o Paid at regular straight-time rate for the holiday (or portion thereof) worked and credited
with an equal number of compensatory hours; or
o If specifically authorized by the Commissioners Court, paid, in lieu of time off, at twice
the regular straight-time rate for the holiday (or portion thereof) worked.
 This policy applies regardless of whether the employee worked the maximum number of
hours allowable under FLSA (40 hours per week) during the period the holiday work
occurred.

4. HOLIDAY ON A DAY OFF
If a legal holiday on the current year’s list of approved holidays falls on a regular employee’s
regular day off, and the employee does not work that day, he/she will not be paid. For most
employees, recognized holidays falling on a Saturday or Sunday, the holiday will be observed on
the preceding/following Friday or Monday.
5. HOLIDAYS DURING LEAVE OF ABSENCE
 On a recognized holiday falling during an eligible employee's approved paid absence (i.e.
vacation, paid FMLA), holiday pay is provided instead of the paid time off benefit that would
otherwise have been applied.
 Employees on an unpaid status will not be paid for the holiday.
 Employees using a sick day (paid or unpaid) on the workday immediately
preceding/following a holiday will not be paid for the holiday unless a physician statement is
required by the supervisor upon return to work
 Employees who do not call in or show up for work on the workday immediately
preceding/following a holiday will not be paid for the holiday, no exceptions.
 During a pre-approved leave time(vacation) PTO may be used before/after holiday
4.11 LEAVE WITHOUT PAY
1. Regular full-time and part-time employees may request leave without pay only after completing
365 calendar days of paid service and exhausting all paid leave (i.e. vacation and sick). As soon
as eligible employees become aware of the need for leave without pay, they must request a leave
from their elected official or department head.
2. Requests for leave without pay will be evaluated based on a number of factors, including
anticipated workload requirements and staffing considerations during the proposed absence. All
requests for leave without pay must be approved in advance by the employee’s elected official or
department head. If approved, leave without pay may be granted for a period of up to 12 weeks
per calendar year.
3. Approval of the leave must be documented with a copy of the documentation to be placed in the
employee’s personnel or medical (if FMLA) file maintained in the County Treasurer’s Office.
Employees on leave without pay receive no compensation and accrue no benefits. Previous
medical insurance can be continued if the employee pays the premiums (including the County’s
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portion) in full in a timely manner. The County’s insurance company may limit the length of time
the medical benefits may be continued.
4. Employees on leave without pay must contact the appropriate supervisor at least once a week to
report on his/her status unless another schedule is agreed to in writing. Failure to provide required
medical status reports or to contact the office on the schedule required by the County may result
in revoking the leave and taking disciplinary action up to and including dismissal.
5. Every reasonable effort will be made to return the employee to the same position, if it is
available, or to a similar available position for which the employee is qualified at the end of the
leave. Upon returning to work after an authorized leave without pay, an employee receives an
adjusted employment date and adjusted anniversary date which reflect the period of time that the
employee used for leave of absence. This adjusted date will be used for the purpose of calculating
vacation leave accrual and any other benefits that may be based on longevity. There is no
guarantee of reinstatement.
6. Failing to report to work promptly at the expiration of the approved leave period will result in
Karnes County applying a voluntary resignation.

4.12 MILITARY LEAVE
1. All Karnes County employees who are members or the National Guard or active reserve
components of the United States Armed Forces shall be allowed up to fifteen (15) days off per
federal fiscal year with pay to attend authorized training sessions and exercises. The fifteen (15)
day paid military leave shall apply to the federal fiscal year and any unused balance at the end of
the year shall not be carried forward in the next federal fiscal year. Pay for attendance at Reserve
or National Guard training sessions or exercises shall be authorized only for periods which fall
within the employee’s normal work schedule. Vacation and paid time off will continue to accrue.
An employee may use annual leave, earned compensatory time, or leave without pay if he/she
must attend Reserve or National Guard training sessions or exercises in excess of the fifteen (15)
day maximum.
2. An employee going on military leave shall provide his/her supervisor with a set of orders within
two (2) business days after receiving them.
3. Karnes County employees who leave their positions as the result of being called on active
military service or who voluntarily enter the Armed Forces or the United States shall be eligible
for reemployment in accordance with state and federal laws in effect at the time of their release
from duty.
4.13 BEREAVEMENT LEAVE
1. An employee wishing to take time off due to the death of an immediate family member, should
notify his/her supervisor immediately. Based upon circumstances, the elected official or
department head may grant up to five days of paid bereavement leave per death to regular fulltime employees.
2. Bereavement pay is calculated based on the base pay at the time of absence and will not include
any special forms of compensation. Any employee may, with the supervisor’s approval, use any
available paid leave for additional time off as necessary. Karnes County defines “immediate
family” as the employee’s spouse, parent, child, sibling, grandparents or grandchildren; the
employee’s spouse’s parent, child or sibling; the employee’s child’s spouse.
3. Employees may be allowed time off with pay, up to maximum of four hours, to attend the funeral
of a relative who is not a member of the immediate family OR at the discretion of the department
head/official.
4. If leave is needed beyond the limits set in this policy, it may be charged to available personal time
off, vacation or compensatory time or to leave without pay.
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5. Employees may be granted up to 4 additional administrative leave hours to attend the funeral of a
co-worker or the co-worker’s family member at the discretion of the supervisor.
4.14 APPROVAL OF LEAVE
All leave taken by County employees must be approved by the employee’s supervisor and the elected
official or department head, if appropriate. Payroll records are verified against employee leave records.
Elected officials and department heads are responsible for determining that leave has been accrued and is
available for use in the amounts requested by an employee. Employees are required to schedule vacations
and request leave in advance. Vacation schedules must accommodate the County’s work schedule. If
there is a conflict in vacation schedules due to workload or involving two or more employees, the elected
official or department head resolves the conflict at his or her discretion.
4.15 NEUTRAL ABSENCE POLICY
All KARNES COUNTY employees are covered by this policy, subject to any applicable legal
restrictions. The purpose of this policy is to allow the County to replace employees who are unable to
come to work so that the County is able to continue the work of the County without undue hardship to
individual departments, the County and the citizens we serve. This policy will be applied for all leave
reasons including, but not limited to, Personal Leave of Absence, work related injury, employee’s
own illness, FMLA leave, employee’s absence due to family illness, or any other reason that keeps
the employee from returning to work for six consecutive months. Employees on unpaid leave
scheduled to extend beyond the calendar month in which leave begins will be eligible to continue
coverage in the county’s group insurance plan at their own expense through their rights under
COBRA. Employees on leave under FMLA will have their insurance continued by the county under
the conditions set forth in the FMLA. If an employee is unable to return to work after three (3)
months from the last full day the employee was at work, or compensated for (whichever occurs later),
the employee will be terminated. This would only occur after the employee has exhausted all paid
leave (personal time off, vacation) accumulated and all compensatory time that the employee may
have accumulated.
However, the County will engage in reasonable accommodations in order to comply with ADA
regulations.
4.16 CIVIL LEAVE
1. JURY DUTY: Karnes County encourages employees to serve on jury duty when required.
Employees must show the jury duty summons to their supervisor as soon as possible so that the
supervisor may make arrangements to accommodate the absence. Employees are expected to
report for work whenever the court schedule permits. Either Karnes County or the employee may
request an excuse from jury duty if, in Karnes County’s judgment, the employee’s absence would
create serious operational difficulties. Karnes County will continue to provide health insurance
benefits, vacation, paid time off, and holiday benefits for eligible employees. County employees
are also eligible for juror checks and may keep such remuneration in addition to their County pay.
Time off to serve on a jury is paid at the employee’s base pay rate at the time of the leave. It does
not include overtime or any special forms of compensation. Paid time off to serve on a jury will
not be counted as hours worked for the purposes of determining overtime. Employees must show
all leave taken for jury duty on their timesheet as jury duty. Part-time employees will be paid the
maximum allowable hours for their part-time position (not to exceed 28 hours per week).
2. WITNESS DUTY: Karnes County encourages employees to appear in court for witness duty
when subpoenaed. If an employee has been subpoenaed or requested to testify as a witness for
Karnes County, they will receive paid time off for the entire period of witness duty. Employees
will be granted a maximum of 36 hours of paid time off to appear in court as a witness at the
request of a party other than Karnes County or the State of Texas. Employees will be paid at their
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base rate and are free to use any remaining paid leave benefits (vacation leave) to receive
compensation for any period of witness duty absence that would otherwise be unpaid. The
subpoena should be shown to the employee’s supervisor immediately after it is received so that
operating requirements can be adjusted, when necessary, to accommodate the employee’s
absence. The employee is expected to report for work whenever the court schedule permits.
3. PRIVATE LITIGATION: If an employee is absent from work to appear in private litigation in
which he/she is a principal party, the time off will be charged to vacation or leave without pay.
4.17 VEHICLE INSURANCE
The County maintains up-to-date insurance coverage on all vehicles owned by the County. Elected or
appointed officials or employees who drive a personal vehicle on County business are required to
maintain up-to-date personal insurance coverage. Failure to do so may be grounds for disciplinary action
up to and including termination.

4.19 BENEFITS CONTINUATION (COBRA)
The Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their
qualified beneficiaries/dependents the opportunity to continue health insurance coverage under Karnes
County’s health plan when a qualifying event would normally result in the loss of eligibility. Some
common qualifying events are resignation/ termination of employment/death of an employee; a reduction
in an employee’s hours or a leave of absence; an employee’s divorce or legal separation; and a dependent
child no longer meeting eligibility requirements. Under COBRA, the employee or beneficiary pays the
full cost of coverage at Karnes County’s group rates plus an administrative fee. Karnes County provides
each eligible employee with written notice containing important information about the employee’s rights
and obligations granted under COBRA. Continued coverage or COBRA payments should be sent directly
by the affected person to the insurance company unless other arrangements are made with the County
Treasurer’s Office. See the County Treasurer for detailed information.
4.20 EMPLOYEE RECOGNITION
All regular full-time and part-time employees are eligible for recognition for their years of service with
the County. The following applies:
 Certificates: Certificates will be issued as longevity awards to recognize employees after 5 years
of service and in increments of five (5) years thereafter;
 Service Awards: Service Awards indicating the number of years’ service will be issued as
longevity awards to recognize employees after 5 years of service, and in increments of five (5)
years thereafter;
 Retirees from the County retirement system will be recognized for their faithful and honorable
service in Commissioners Court.
 Recognition period will be in April at the Employee Appreciation Luncheon for employee’s
service thru April. Recognition period for remainder of calendar year will be at Christmas
Appreciation Dinner.
5.00 WAGES AND SALARY ADMINISTRATION
5.01 FAIR LABOR STANDARDS ACT
The Fair Labor Standards Act (FLSA) is administered by the Department of Labor to prescribe standards
for the basic minimum wage and overtime pay. It is the policy and practice of Karnes County to comply
fully with the Fair Labor Standards Act (FLSA). All employment practices will be conducted in
accordance with this policy.
5.02 WORK HOURS
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1. Normal work hours for most County employees are Monday - Friday, 8:00 a.m. to 5:00 p.m. with
one hour for lunch (equals a 40-hour workweek). Supervisors will advise employees of the times
their schedules will begin and end. Staffing needs and operational demands may necessitate
variations in starting and ending times, as well as variations in the total hours that may be
scheduled each day of the week. Sheriff’s Office personnel work varying shifts in order to
provide services 24 hours each day. Employees are expected to report punctually for duty at the
beginning of each assigned workday and to work the full work schedule. Elected officials and
department heads may, within the limits of state/federal law, make adjustments to these
schedules.
2. The official work week is a seven-day workweek beginning at 12:01 a.m. on Sunday and ending
at 12:00 a.m. on the following Saturday (exception: law enforcement personnel working shifts).
5.03 REST AND MEAL PERIODS
1. Morning/afternoon breaks of 15 minutes each may be authorized at the discretion by each
department, but, if authorized, does not accumulate if not taken. To the extent possible, rest
periods will be provided in the middle of work periods. Since rest time is counted and paid as
time worked, employees must not be absent from their work stations beyond the allocated time.
Additionally, employees may be requested to curtail the rest period if it is necessary to provide
adequate customer service in high customer service areas. All full-time regular employees are
provided one unpaid meal period of 60 minutes in length each workday. Supervisors will
schedule meal periods to accommodate operating requirements. Some employees may stagger
their lunch hours in order for the department to remain open during the lunch hour.
2. Rest and meal periods for the Sheriff’s Office and the Road Department are determined
separately at the discretion of the supervisor or department head.

5.04 OVERTIME
When operating needs or other requirements cannot be met during regular working hours, employees may
be scheduled to work overtime hours. When possible, advance notification of these mandatory
assignments will be provided. All overtime work must receive the supervisor’s prior authorization.
Overtime compensation is paid to all nonexempt employees in accordance with federal and state wage
and hour restrictions. Overtime pay is based upon actual hours worked. For the purposes of overtime
compensation, only hours worked in excess of forty during a work week will be counted. Failure to work
scheduled overtime or overtime worked without prior authorization from the supervisor may result in
disciplinary action, up to and including termination of employment.

OVERTIME ACCRUAL
POLICY ON HOURS WORKED AND OVERTIME

HOURS WORKED
Hours worked shall include all time actually spent in the service of the County as defined in the Fair Labor
Standards Act (FLSA) and its regulations.
OVERTIME APPLICATION
Overtime, as defined by this policy, shall apply to all employees eligible for overtime compensation under the
FLSA, except for law enforcement employees.
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Overtime for law enforcement employees is defined in the policy addressing law enforcement overtime in the
Sheriff’s Department.
OVERTIME DEFINITION
Overtime shall include all time actually worked for the County in excess of 40 hours in any workweek.
Paid leave shall not be counted in determining if overtime has been worked in any workweek.
Except in emergency situations, an employee shall be required to have authorization from his/her supervisor before
working overtime.

POLICY APPLICATION
This policy shall apply to all County employees eligible for overtime compensation under the Fair Labor Standards
Act (FLSA) except for law enforcement employees.
Overtime for EMS employees shall be handled in accordance with the policy for overtime compensation established
by the EMS Department and approved by Commissioners’ Court.
OVERTIME COMPENSATION
Overtime compensation shall be paid in the form of compensatory time off in accordance with the provisions of the
FLSA.
Covered employees shall receive compensatory time off, with pay, at a rate of one and one-half (1 ½) times the
amount of overtime worked.

MAXIMUM COMPENSATORY TIME
The maximum amount of unused compensatory time an employee shall be allowed to have at any one time is 40
hours.

USE OF COMPENSATORY TIME
Employees shall use earned compensatory time within a reasonable period after it is requested, provided that the
employee’s absence will not place an undue hardship on the operations of the department in which the employee
works.
Compensatory time may be used for any purpose desired by the employee.

OTHER TIME – EXEMPTIONS FROM F.L.S.A. (OVERTIME COMPENSATION) Certain
department heads and other employees are exempt from overtime provisions of the Fair Labor Standards Act and are
expected to render necessary and reasonable overtime services with no additional compensation. The salaries of
these positions are established with this assumption in mind. Some additional county positions are exempt from
F.L.S.A because of the administrative relationship of the position to the elected official for whom the employee
works.
Exempt employees do not receive compensatory hours off, however extra hours worked by exempt employees,
when properly recorded, may be used as a factor in granting or denying paid leave other than vacation or sick leave
provided that the employee has exhausted all other types of leave, and then may be authorized by the employee’s
direct supervisor or elected official. Any unused extra hours worked will be eliminated without compensation to the
employee upon termination.
TERMINATION
If an employee terminates employment, for any reason, prior to using all earned FLSA compensatory time, he/she
shall be paid for all unused compensatory time in accordance with the requirements of the FSLA.
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TIME OFF IN LIEU OF PAYMENT
The County shall have the right to require employees to use earned compensatory time at the convenience of the
County.
BUY BACK OF COMPENSATORY TIME
The County shall retain the right to “buy back” all or part of an employee’s unused compensatory time, (if time off
cannot be scheduled for the employee), by paying the employee for that time at the employee’s current regular rate.
CASH PAYMENT FOR OVERTIME
The County shall retain the right to pay all or part of the overtime worked in any workweek by paying for that
overtime at one and one-half (1 ½) the employee’s regular rate of pay.
RECORDKEEPING
The department head shall be responsible for the operation of the timekeeping system that maintains the records of
all compensatory time earned and used by each eligible County employee in his/her department. Accruals for
balances can be viewed by employees in the timekeeping system or can be requested from the supervisor.
OTHER ISSUES
Any issues on overtime compensation not addressed in this policy shall at least meet the minimum requirements of
the Fair Labor Standards Act and the regulations issued by the Department of Labor to administer that Act.

SPECIAL CIRCUMSTANCES – Upon Commissioners Court approval of special circumstances grants,
declared disasters, and other designated event, employees who volunteer for the Special Circumstances in addition
to their regular position may be paid at a higher rate without reaching the overtime regulations state above for
special circumstances only. This will not affect the employees time for their regular assigned position. The higher
paid rate designated by Commissioners Court, may apply to both non-exempt and exempt employees as determined
by Court. This provision applies to special circumstances that are specifically approved and designated as such by
the Commissioners Court under this paragraph.

5.05 TIME KEEPING
1. Accurately recording time worked is the responsibility of every employee. Federal and state laws
require Karnes County to keep accurate records of time worked in order to calculate employee
pay and benefits. Time worked is all the time actually spent on the job performing assigned
duties. Overtime work must always be approved before it is performed. Altering, falsifying or
tampering with time records or another employee’s time record may result in disciplinary action
up to and including termination of employment. All nonelected employees eligible for benefits
must fill out time sheets (exempt & nonexempt).
2. The County uses TimeClock Plus as its official timekeeping program. Timesheets are to be
reviewed by the Supervisor in his/her department for completeness and accuracy and make any
corrections, with the knowledge of the employee, that are necessary before they are submitted to
the County Treasurer’s office. Time sheets are due the Monday after the pay period ends unless
otherwise requested by County Treasurer’s office due to holidays.
3. It is the employee’s responsibility to digitally sign his/her time record to certify the accuracy of
all time recorded. The supervisor will review and then digitally sign the time record before
submitting it for payroll processing. In addition, if corrections or modifications are made to the
time record, both the employee and supervisor must verify the accuracy of changes by initialing
time records.
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4.

If for some reason the employee cannot digitally or manually sign his or her timesheet, the
Treasurer’s office will process payroll as long as the supervisor has approved the timesheet. The
department head will have the employee sign the timesheet as soon as reasonably possible.

5.06 PAY
1. Pay for County elected and appointed officials and employees who are paid from County funds
are set each year by Commissioners Court in the adopted County operating budget. Rules
governing salary administration and pay increases are also established by the Commissioners
Court.
2. PAYDAYS: Employees are paid on a bi-weekly schedule through mandatory direct deposit via
ACH into the employee’s pre-designated bank account or reloadable debit card. Pay will include
earnings for all work performed through the end of the previous payroll period. In the event a
regularly scheduled payday falls on a bank holiday or County Holiday, employees will receive
pay on the last day of work before the bank holiday or County Holiday. Employees will receive
an itemized statement of wages on each pay day.
3. Documentation must be provided by bank or reloadable debit card company for direct deposit
information.
5.07 PAY ADVANCES
Pay advances are not authorized under any circumstances.
5.08 ADMINISTRATIVE PAY CORRECTIONS. FAIR LABOR STANDARDS ACT SAFE
HARBOR

Karnes County makes every effort to pay its employees correctly. Occasionally, however, inadvertent
mistakes can happen. When mistakes do happen, and are called to the County Treasurer’s attention,
Karnes County will promptly make any corrections necessary. Please review your pay stub when you
receive it to make sure it is correct. If you believe a mistake has occurred or if you have any questions,
please use the reporting procedure outlined below. If you are overpaid the county will make the necessary
corrections at the next payroll.
Employees who are classified as non-exempt employees must maintain an accurate record of the total
hours you work each day. It is the responsibility of each employee to verify that their time sheets are
correct. Your time card must accurately reflect all regular and overtime hours worked; any absences, late
arrivals, early departures, and meal breaks. Do not sign your time card if it is not accurate. When you
receive each pay check, please verify immediately that you were paid correctly for all regular and
overtime hours worked each work week.
Non-exempt employees, unless authorized by your supervisor, 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. That time worked is to be 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 Karnes 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 to alter another
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employee’s time card to under- or over-report hours worked. If anyone instructs your 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 Karnes
County Attorney at 210 W Calvert Karnes City TX 830-780-3736.
If you are classified as an exempt salaried employee, you will receive a salary which is intended to
compensate you for all hours worked 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, 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 you perform.
For exempt employees, your salary may also be reduced for certain types of deductions such as your
portion of health, dental or life premiums; state, federal or local taxes, social security, retirement; or
voluntary contributions to a deferred compensation plan.

5.09 PAY DEDUCTIONS
The law requires that Karnes County make certain deductions from every employee’s compensation.
Among these are applicable federal income taxes and Texas County and District Retirement System
contributions. Karnes County must also deduct Social Security taxes up to a specified limit that is called
the Social Security wage base. Karnes County matches the amount of Social Security taxes paid by each
employee. Karnes County offers programs and benefits beyond those required by law. Eligible employees
may voluntarily authorize deductions from their paychecks to cover the costs of participation in these
programs such as County group medical premiums for the employee or dependents, supplemental
insurances or deferred compensation. Pay setoffs are pay deductions taken by Karnes County, usually to
help pay off a debt or obligation to Karnes County or others.
5.10 INDEBTEDNESS
1. Texas law limits the County’s right to make deductions from an employee’s pay. The County
may make deductions that are:
 Ordered by a court of competent jurisdiction; or
 Authorized by state or federal law.
2. A garnishment begins the next pay period after notification by a court order and continues for as
long as the employee to employed, or until further notice from the court. Payments are sent to the
payee designated on the court order.
5.11 TERMINATION PAY
The County will pay for all hours worked for which payment has not been received.
1. UNUSED VACATION PAY: Upon termination, regular employees who have worked one year
or more will be paid for unused vacation time that has been earned through the last day of work
up to the cap. The rate of pay will be determined by the salary rate in effect at the time. Any
employee who fails to give at least 10 business days’ notice will not be paid vacation time,
subject to the discretion of the elected official or department head.
2. UNUSED PAID TIME OFF: Unused paid time off benefits will not be paid at the time of
termination.
3. UNUSED COMPENSATORY TIME: Upon termination, employees will be paid for unused
compensatory time will that has been earned through the last day of work.
4. Pay Outs: Any vacation, compensatory time or Sheriff Holiday pay will be paid out the
following payday if employees resign or terminates during payroll week.
5.12 ACROSS-THE-BOARD PAY INCREASES
32

During budget deliberations each fiscal year, Commissioners Court may authorize an across-the-board
pay increase. If an across-the-board or cost of living pay increase is approved, the increase will be in the
form of a percentage or a flat dollar amount.

5.13 CATEGORIES OF EMPLOYEES
1. The County has clarified the definitions of employment classifications so employees understand
their employment status and benefit eligibility. These classifications do not guarantee
employment for any specified period of time. Accordingly, the right to terminate the employment
relationship at will at any time is retained by both the employee and Karnes County. There are
four categories of employment with the County:
 Elected Officials: Duties and responsibilities defined by state law. They shall be governed by
state law when it is in conflict with the provisions stated within this manual.
 Appointed Officials: Department heads who are appointed (not elected) in accordance with
state law.
 Exempt: Salaried Employees whose positions meet specific tests established by the Fair
Labor Standards Act (FLSA) and are normally exempt from the overtime pay requirement or
compensation time (TIME SHEETS ARE REQUIRED TO VERIFY HOURS FOR
VACATION, OR PAID TIME OFF TAKEN).
 Non-exempt: Hourly employees whose positions do not meet FLSA exemption test and who
are given compensation time for hours worked in excess of 40 hours per week (TIME
SHEETS REQUIRED).
 Essential Employees – Department/Employees who are necessary for the health and safety
of the citizens of the County.
 Nonessential Employees – Department/Employees who are not necessary for the health and
safety of the citizens of the County.
5.14 EMERGENCY CLOSINGS
1. At times, emergencies such as severe weather or power failures can disrupt County operations. In
extreme cases these circumstances may require the closing of County facilities. During nonworking hours, all efforts will be made to notify employees of closings on the Karnes County
website. Additionally, employees are encouraged to call the non-emergency number for the
Karnes County Sheriff’s Office 830-780-3931. When operations are specifically closed due to
emergency conditions, the time off from scheduled work will be paid. Certain offices such as the
County Sheriff, Roads and Bridges, and Emergency Management are expected to remain open
during emergency situations. Department personnel should contact their supervisor for specific
guidance.
2. When a regular full-time employee is required to work during an emergency closing, he/she will
be compensated in one of the following ways:
 Granted same number of hours off on specified alternate workday; or
 Paid at regular straight-time rate for the emergency closing (or portion thereof) worked and
credited with an equal number of compensatory hours; or
 If specifically authorized by the Commissioners Court, paid, in lieu of time off, at twice the
regular straight-time rate for the emergency closing (or portion thereof) worked.
This policy applies regardless of whether the employee worked the maximum number of hours
allowable under FLSA (40 hours per week) during the period the holiday work occurred.
3. Employees generally are expected to report for work during inclement weather conditions if the
County does not declare an emergency closing. Nonessential employees who are unable to report
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because of weather conditions will be granted an authorized unpaid absence, or, if they have
accrued vacation time, may take a day of paid leave. Nonessential employees who are late
because of weather conditions will be given a chance to make up their missed time if work
schedules and conditions permit.

5.15 BUSINESS TRAVEL EXPENSES

PURPOSE
The purpose of this policy is to establish and standardize authority for use of
County resources to pay for travel related expenses for Karnes County.
GENERAL POLICY STATEMENT
All reasonable and necessary travel by County employees for which a department
budget has been established, for which a county official or department head has
approved, and for which the department has funds remaining in the budget, and for
which travel is required in order for the employee to conduct County business is
authorized in accordance with this policy. All County reimbursed travel must be for
official County business only. This is meant to be a fiscally conservative policy,
protecting the taxpayer dollars. The purpose of this travel policy is to ensure that the
traveling county employee is reimbursed for actual travel related expenses. It is not
intended that the employee “profit” from travel. All requests for reimbursements
shall be submitted to the Auditor within two business weeks following the event.
RESPONSIBILITY OF OFFICIALS/DEPARTMENT HEADS AND EMPLOYEES
County officials/department heads are expected to plan the out-of-county travel for
themselves and their employees to achieve maximum economy and efficiency. All
county reimbursed travel must be for official county business ONLY. Travel must be
approved by the official/department head.
It is the responsibility of the county official/department head to see that all applicable
travel expense forms are properly completed and signed before submission to the
County Auditor. Incomplete forms will be returned to the official/department head,
thus, delaying reimbursement.
It is the responsibility of the person traveling on official county business to submit all
receipts related to the eligible reimbursable expenses. Eligible reimbursable
expenses include registration fees for conferences/training, mileage, lodging, and
meals for required out of county overnight travel.
In the event an official or employee of the county receives an overpayment for travel
expenses, that overpayment will be reimbursed within two weeks to the county.
CONFERENCE/TRAINING REGISTRATION FEES – direct payment by the County
is the preferred method of payment to vendors. Completed registration forms shall
be submitted to the County Auditor 3-4 weeks prior to the conference/training to
allow sufficient time to meet the registration deadlines and possibly allow the County
the opportunity to take advantage of early registration discounts. The registration form must accompany
the request for payment; if the conference/training agenda is available it should also be submitted at that
time. The registration request must be approved by the official/department head. IF extraordinary
circumstances occur, and the registrant must register on site, a receipt with the registrant’s name, date,
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registration amount and official printed/stamped information of the organization sponsoring event (ex:
Texas Association of Counties, P. O. Box XXX, Austin, TX XXXXX) shall be provided along with the
proof of attendance for reimbursement of registration fees.
PROOF OF ATTENDANCE/PARTICIPATION – a certificate of completion or
conference schedule/agenda and official sign-in sheet are required to document
attendance by official/department head/employee.
REIMBURSABLE EXPENSES – RECEIPTS REQUIRED
Detailed receipts are required for reimbursement; not credit card summary copy or
credit card statements. Eligible expenses incurred while traveling will be reimbursed
provided the official/employee submits the invoices, receipts, and all necessary
documentation supporting the actual expenditure and this documentation is
submitted to the County Auditor on the standardized Travel Reimbursement
Request Form (attached). IF THE REQUEST FOR REIMBURSEMENT ON THE
STANDARDIZED TRAVEL EXPENSE FORM IS NOT SUPPORTED BY
ADEQUATE DOCUMENTATION, THE COUNTY AUDITOR WILL NOT HONOR
THE REQUEST FOR REIMBURSEMENT AND SUCH DOCUMENTATION WILL
BE RETURNED TO THE OFFICIAL/DEPARTMENT HEAD. All requests for travel
reimbursement must be made within 30 days following the approved travel.
MEALS – The traveling county official/employee is eligible for meal reimbursements
for required overnight travel if required documentation is submitted. The
documentation must include the name of the establishment, the date of service and
the meal ticket provided. The county does not reimburse for alcoholic beverages,
snacks between meals or gratuities. Actual expenses, properly documented, will be
reimbursed with $50 (fifty dollars) as the maximum amount reimbursable for meals
for full days away from duty station. Total amounts reimbursable for meals for first
and last day of travel is $25.
LODGING – The County will process the hotel check in advance with proper
documentation. Proper documentation is the confirmation form from the hotel that
includes the attendee’s name, dates of stay and the confirmation number. If the
hotel is paid in advance, a paid receipt/statement with a zero balance must be
turned in subsequent to the travel. Items that will not be reimbursed from the accommodations statement
include: alcoholic beverages, hotel club charges, meal charges and snacks (meals policy requirements
apply), room service charges, movies, video games or other entertainment, personal phone calls, personal
expense items including but not limited to laundry, etc. and recreation facilities fees.
PARKING – receipts are required for parking garages/parking lots. The County will
reimburse for self-parking only, not valet parking.
TRANSPORTATION EXPENSE REIMBURSEMENT -- When a county
official/employee uses a personal vehicle for out of county business travel, the
official/employee is eligible to receive mileage reimbursement at the current rate
approved by the Internal Revenue Service. The County will not reimburse for
personal mileage or for travel between an employee’s residence and their normal
duty station. Reimbursement requests shall include a MapQuest or Google printout reflecting the actual
mileage traveled to and from the location of the meeting/conference/training. The starting location for all
reimbursable travel is the lesser of the office address of the official/employee or the home address of the
official/employee. The entire trip (to/from) must be included on the MapQuest or Google printout –
doubling of one-way mileage is not acceptable.
IN-COUNTY REIMBURSABLE MILEAGE – In-county mileage reimbursement is
only available to officials/department heads/employees whose departmental budget
contains funds for such mileage. Round trip reimbursement will be based on the
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shortest distance (office to location to office OR home to location to home) at the
current Internal Revenue Service rate. Reimbursement requests shall include a
MapQuest or Google printout reflecting the actual mileage travel to and from the
location as well as the date and purpose of the travel. The entire trip (to/from) must
be included on the MapQuest or Google printout – doubling of one-way mileage is
not acceptable. A standardized IN-COUNTY REIMBURSABLE MILEAGE request
form will be utilized for all requests for reimbursement. All in-county mileage reimbursement requests
will be submitted to the County Auditor on a monthly basis -- by the 15th of the month following travel.
The official/department head shall authorize all in-county mileage reimbursement requests.

5.16 SUSPENSION WITH PAY
This is an ordered absence from duty while in full pay status for a prescribed period of time (maximum of
five work days) that is coordinated with the County Treasurer. It allows for immediate response to a
suspected but not fully substantiated offense as well as a period of time in which an investigation by the
department or County Treasurer can be thoroughly pursued.
6.00 COMMUNICATIONS
6.01 COMMUNICATIONS
1. From time to time, an employee may be given directions from persons other than his or her
immediate supervisor or department head. In such cases, it is the employee’s responsibility to
notify his/her immediate supervisor about the directions, their purpose, and the relevant facts of
the situation.
2. Communication with the public about County issues or problems is the responsibility of the
appropriate elected official or department head or their designee. Employees are to refer the
public to the appropriate elected official or department head if a question is non-routine,
controversial, or outside of the scope of the employee’s normal duties. Failure to do so in a timely
manner may result in disciplinary action.

6.02 LEFT BLANK FOR FUTURE POLICIES
7.00 DRUG AND ALCOHOL
7.01 DRUG AND ALCOHOL USE - ALL EMPLOYEES
1. Karnes County is a drug-and-alcohol free workplace. A drug-and-alcohol-free workplace helps
ensure a healthy, safe and secure work environment.
2. An employee shall not unlawfully manufacture, distribute, dispense, possess, sell, purchase, or use
a controlled substance or drug paraphernalia on County property or while conducting County
business not on County property.
3. An employee shall not be under the influence of alcohol or illegal drugs while on County property
or while on duty for the County.
4. An employee who engages in off-the-job or off-premises illegal drug activity that impairs his/her
work performance, causes damage to county property, jeopardizes his/her own safety or that of coworkers, general public, or undermines the public’s confidence in Karnes County will be subject to
disciplinary action up to and including termination of employment.
5. An employee may use prescription and over-the-counter drugs in standard dosage or according to
a physician’s prescription if the use will not impair the employee’s ability to perform his/her job
safely and effectively. An employee must keep prescription medications used at work in their
original container. An employee taking prescribed or over-the-counter medications is responsible
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for consulting the prescribing physician or a pharmacist to determine if the medication could
interfere with the safe and effective performance of his/her job duties.
6. If the use of a medication could compromise an employee’s ability to perform his/her job or the
safety of the employee, fellow employees, or the public, the employee must report the condition to
his/her supervisor at the start of the workday or use appropriate procedures (e.g. call in sick,
request change of duty).
7. An employee with drug or alcohol problems is encouraged to seek treatment from a qualified
professional. Information on benefits provided for treatment of alcohol and drug abuse problems
provided by the County is available in the Human Resource office. An employee with drug or
alcohol problems that have not resulted in and are not the immediate subject of disciplinary action
may request approval to take paid or unpaid time off to participate in a rehabilitation or treatment
program through Karnes County’s health insurance benefit coverage, if the employee is eligible
for benefits. Leave may be granted if the employee agrees to abstain from use of the problems
substances, abides by all Karnes County policies, rules, and prohibitions relating to conduct in the
workplace.
8. An employee who violates this policy will be subject to disciplinary measures to include
suspension and up to and including termination.
7.02 DRUG TESTING – ALL EMPLOYEES (Applies when not operating a commercial vehicle)
1. To help ensure a safe and healthy working environment all employees are subject to drug testing
in the following circumstances:
 Pre-Employment: All applicants are required to take a drug test as part of the conditional offer
of employment. Applicants who refuse to cooperate in a drug test or who test positive will not
be hired.
 Reasonable Suspicion: All employees are subject to reasonable suspicion testing. Reasonable
suspicion testing is conducted when supervisors document observable signs and symptoms
that lead them to suspect drug use or a drug-free workplace policy violation. Employee may
be suspended with pay pending results of drug and/or alcohol test.
 Post-Accident: All employees who operate a County vehicle, or their privately-owned vehicle
while conducting County business, are required to take a post-accident drug test as soon as
reasonably possible after accidents involving bodily injury or death, for accidents involving a
citation issued to the employee for a moving traffic violation arising from the accident, or
when any vehicle requires towing from the accident scene. A supervisor or department head
must take the employee for the testing if reasonably possible.
2. Employees who refuse to cooperate in required tests or who test positive for alcohol or illegal
drugs will be terminated immediately.
3. Employees who receive an inconclusive drug test may be required to provide additional testing
and job duties may be adjusted or reassigned at the discretion of the Elected Official/Department
Head until final results of the drug test are received. If additional testing is required, the testing
procedures will adhere to DOT standards.
4. Employees will be paid for time spent submitting to required alcohol or drug testing and then
suspended with pay pending the results of the drug or alcohol test.
7.03 DRUG AND ALCOHOL – CDL EMPLOYEES (While operating a commercial vehicle)
1. All County employees operating commercial vehicles using a Commercial Driver’s License
(CDL) shall be regulated by 49 CFR Part 382, Controlled Substances and Alcohol Use and
Testing.
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2. Any County employee operating commercial vehicles using a CDL that violates 49 CFR Part 382
shall be terminated.
3. Any County employee operating commercial vehicles using a CDL is subject to pre-employment
drug testing, post-accident drug testing, random drug testing, and reasonable suspicion drug
testing in accordance with 49 CFR Part 382.

8.00 SAFETY

8.01 SAFETY
1. Each elected official and department head has responsibility for implementing, monitoring, and
evaluating safety. A safe work environment depends on the alertness and personal commitment
of all. Karnes County provides information to employees about workplace safety and health
issues through supervisor-employee meetings, bulletin board postings, or other written
communications.
2. Employees with ideas, concerns, or suggestions for improved safety in the workplace are
encouraged to share them with their supervisor. Reports and concerns about workplace safety
issues may be made without fear of retaliation.
3. Each employee is expected to obey safety rules and to exercise caution in all work activities.
Employees must immediately report any unsafe condition to an immediate supervisor.
4. An employee must report every on-the-job incident or accident, no matter how minor, to his/her
supervisor within 24 hours. The elected official or department head in charge is responsible for
filing a written accident report within 24 hours with County Auditor. A separate workers
compensation file will contain a detailed record of injury compensation/medical data (See
Supervisor or County Auditor for copies of Injury Report Forms).
5. Employees must immediately seek proper first aid treatment for all on-the-job accidents or
injuries, including minor injuries.
6. Any damage to a citizen’s property caused by a County employee in the course of his/her work
must be promptly reported to the immediate supervisor, who will notify the property owner, the
elected official or department head, and County Auditor.
7. The following rules are designed to promote the safety and well-being of County employees and
are to be observed by employees at all times:
 No employee may engage in horseplay, wrestling, or practical joking while on duty or
operating County equipment.
 Employees should maintain awareness of potential dangerous situations that may cause injury
to themselves, other employees, or the public.
 Employees must report immediately to their supervisors any conditions that, in their
judgment, threaten the health or safety of employees or the public.
 An employee who is unable to perform his or her duties safely due to illness or injury must
promptly notify his or her supervisor.
 Accidents shall be investigated by the Sheriff Department if deemed necessary by the
Department Head.
8.02 HAZARD COMMUNICATION POLICY
This program was prepared to comply with the regulation requirements of the Texas Department of
Health. Karnes County’s goal is to ensure necessary information about safe usage, handling and storage
of hazardous chemicals guidelines on identification of chemical hazards and the preparation and proper
use of container labels, placards, and other warning signs and devices. Contact County Treasurer for
further information.
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8.03 ON-THE-JOB INJURIES
1. Employees who sustain an injury at work may be eligible to receive benefits prescribed by the
Texas Workers’ Compensation Act. These benefits include compensation payments; medical care
as reasonably required to cure and relieve the effects of the injury or occupational disease(s);
and/or death benefits. These are temporary benefits, which will continue until the doctor certifies
that the employee has received maximum medical improvement (MMI).
2. Compensation benefits are subject to a seven-calendar day waiting period. After 14 calendar days
of lost time, the seven-day waiting period will be paid by Workers’ Compensation. If Workers’
Compensation reimburses the employee for the initial seven day waiting period, the employee
must reimburse the County.
3. Injuries caused by willful intent and attempt to injure self or to unlawfully injure another,
intoxication, horseplay by the injured employee, an act of God in certain limited circumstances
(i.e., assigned to official duty during a hurricane, lightning storm, etc.), or act of a third party for
personal reasons are excluded specifically from coverage by injury leave with pay.
4. Injury and FMLA leave begins on the day after (first scheduled workday of absence) of an onthe-job injury and continues until the employee returns to work or his or her eligibility expires.
5. An employee receiving workers’ compensation payments does not accrue vacation or paid time
off and is not entitled to receive holiday pay.
6. To continue medical insurance for the employee and/or the employee’s dependent(s) when the
employee is on injury leave and no longer receiving a regular County paycheck, the County will
continue to pay the County’s portion of the employee’s medical insurance for a period of time not
to exceed 12 weeks/60 business days following the employee’s injury. Thereafter, the employee
must pay both the employee’s and the County’s portions of these insurance premiums to the
County on a schedule established by the insurance administrator in order to maintain coverage.
An employee on injury leave may petition the Commissioners Court to continue to pay the
County’s portion of his or her medical insurance beyond the three-month limit established above.
7. While on leave because of a bona fide, on the job, work-related injury, each time the employee
sees the physician for consultation or treatment, he or she must provide a progress report to
County Auditor. Any change in the employee’s condition which might affect his or her
entitlement to Workers’ Compensation payments must also be reported to the County Auditor’s
Office. In addition, the injured employee must contact his or her supervisor periodically to report
on his/her condition. Failure to provide the required medical status reports or to contact the
supervisor on the schedule required by the elected official or department head may result in
disciplinary action.
8. The maximum duration of occupational disability or injury leave is six months unless an
extension is expressly authorized by the Commissioners Court. Requests for extension may be
authorized after careful review by the Commissioners Court in no more than 30-day increments.
9. A written statement from the attending physician certifying that the employee has been released
to return to work and specifying the type(s) of work he or she is capable of performing as well as
any limitation(s) must be received by the County before an employee may return to work. All
employees on injury leave must report to work after approval of either the employee’s attending
physician or an independent physician paid by the County. Failure to return to work when
directed will result in appropriate disciplinary action up to and including termination.
10. The employee’s supervisor must notify the Treasurer’s office upon the
employee’s return to duty so that they may resume record-keeping for purposes of payroll,
benefits, and leave and length-of-service accruals.
11. Termination of Employment in Connection with Injury Leave. An employee may be terminated
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while on leave for an on-the-job injury for the following:
 Participating in activities that would delay recovery or failing to limit activities to those that
will aid in healing;
 Failing to follow prescribed treatment including medical appointments;
 Failure to furnish a certificate from the employee's physician stating that the employee is able
to perform the essential tasks of his/her job with or without reasonable accommodation; or
 Refusal to return to duty on the workday on which the employee has been released by the
treating physician.
8.04 MODIFIED DUTY
This policy covers employees who are on leave due to an occupational injury or illness. Because
employees are the County’s most valuable resource, the County attempts to help employees return to
work as soon as possible after their physician certifies their fitness to do so.
1. COORDINATION WITH ATTENDING PHYSICIAN: An employee on leave due to a workrelated disability can return to work only when the County receives the attending physician’s
written medical release authorizing such return. The County’s Workers’ Compensation Manager
is responsible for providing the physician with a copy of the employee’s job description, copies of
job descriptions for potential modified-duty assignments, and written information explaining the
County’s return-to-work program.
2. RETURN-TO-WORK OPTIONS: Arrangements to facilitate an employee’s early return to
work are made in consultation with the employee’s attending physician and/or other qualified
medical professional retained by the County (HR) or its insurance carrier. The following options
are available:
 Return to prior position. An employee is offered the opportunity to return to his/her prior
position if the attending physician certifies the employee can perform the essential functions
of the job with/without reasonable accommodations. The Workers’ Compensation Manager is
responsible for working with the employee’s supervisor and attending physician (and thirdparty consultants, as necessary) to provide any reasonable accommodations.
 Modified-duty. Any employees not yet able to return to their former duties are offered
(subject to the restrictions set out in the following paragraph) a temporary modified-duty
assignment approved by the employee’s attending physician. The Workers’ Compensation
Manager (HR) is responsible for working with the employee’s supervisor and the employee’s
attending physician to develop and implement the modified-duty assignment. The assignment
can consist of the employee’s regular job, with reduced working hours or reduced activities,
or an alternative modified-duty position.
3. RESTRICTIONS ON MODIFIED DUTY ASSIGNMENTS: The following restrictions apply
to modified-duty assignments:
 No guarantee of work. As provided in the above paragraph (Modified-duty), Karnes County
will endeavor to return employees to gainful employment as soon as possible by exploring
possible modified-duty assignments. However, the County does not guarantee the availability
of modified-duty work due to limited positions being available.
 Pay rates and workers’ compensation benefits. Employees on modified duty are not
guaranteed the rate of pay they received for the position they held at the time they sustained
their work-related injury or illness. The pay rate for a modified-duty assignment is based on
the knowledge, skills, and abilities required for the job as well as general market conditions.
Employees returning to work in modified-duty positions before they have reached maximum
medical improvement are eligible for temporary partial disability benefits under Texas
workers’ compensation program, if they earn less than they earned in the position held at the
time they sustained the work-related accident/illness. Employees in modified-duty positions
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4.

5.

6.

7.

are not permitted to supplement their workers’ compensation benefits by using their accrued
vacation, personal, or medical/paid time off.
 12-Week limit. Modified duty assignments are temporary arrangements intended to
complement and facilitate the healing process. Modified-duty assignments cannot exceed 12
weeks without approval from Human Resources.
EMPLOYEE REFUSAL OF WORK/TRAINING: In the event an employee refuses to return
to regular or modified-duties in response to a written, bona fide offer of employment by Karnes
County sent via certified mail, the employee is separated from the County and his/her position
will be filled permanently (An exception to this rule applies in the case of employees who have
not yet exhausted their FMLA leave entitlement. See the paragraph below on FMLA
Coordination) NOTE: See last paragraph of this section on Coordination with FMLA.
PERMANENT DISABILITIES: When reaching maximum medical improvement (MMI), an
employee can have a permanent disability that impairs the employee’s ability, with/without
reasonable accommodations, to return to his/her regular position. Karnes County, in consultation
with the employee’s attending physician and Texas Workers’ Compensation Department, must
evaluate the following options:
 Securing vocational rehabilitation services from Texas Employment Department or private
consultants, as appropriate. Services can include assessment and testing, counseling, and
training.
 Finding a position at Karnes County commensurate with the employee’s knowledge, skills,
and abilities (if available) in accordance with ADA.
 Employees with permanent disabilities are paid partial or total permanent disability benefits
as required under Texas Worker’s Compensation program.
MEDICAL INFORMATION: All employee’s medical information is held in strict confidence
in accordance with the Americans with Disabilities Act. Medical inquiries are limited to those
permitted under Texas workers’ compensation statute and applicable federal law.
COORDINATION WITH FMLA: Nothing in these guidelines should be construed as denying
employees their rights under the Family and Medical Leave Act or any other federal or state law.
 Karnes County may designate an employee’s leave due to a work-related injury or illness as
FMLA leave. To the extent permitted by the FMLA, the County counts the period of an
employee’s modified-duty assignment toward the employee’s FMLA entitlement.
 Employees entitled to FMLA leave can voluntarily accept modified-duty while they are
recuperating, but they cannot be required to do so. However, employees will lose their
workers’ compensation benefits as a result of declining a modified-duty assignment (applies
to work-related injuries) and will be required to substitute any available paid leave, such as
accrued vacation or paid time off, for remainder of any unpaid FMLA leave.
 Until employees have exhausted their 12-week FMLA entitlement, they have the right to be
reinstated to their original job or an equivalent job provided they are able to perform the job’s
essential functions.
9.00 HARASSMENT

9.01 HARASSMENT
1. Karnes County is committed to a workplace free of harassment. Harassment includes unlawful,
unwelcome words, acts or displays based on sex, race, color, religion, national origin, age,
genetic information, pregnancy, disability, family or military leave status or veteran’s status.
Such conduct becomes harassment when (1) the submission to the conduct is made a condition of
employment; (2) the submission to, or rejection of, the conduct is used as the basis for an
employment decision; or (3) the conduct creates an offensive, intimidating or hostile working
environment or interferes with work performance.
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2. Harassment is strictly prohibited by Karnes County whether committed by an elected official,
appointed official, department head, co-worker or non-employee with whom the County does
business.
3. When possible, Karnes County encourages individuals who believe that they are being subjected
to such conduct to promptly advise the offender that his or her behavior is unwelcome and request
that it be discontinued. Often this action alone will resolve the problem without a formal
investigation. Karnes County recognizes, however, that an individual may prefer to pursue the
matter through the formal complaint procedures.
4. Employees who feel they have been harassed and wish to use the formal complaint procedures
should immediately report the situation to their elected official or department head. If, for any
reason, the employee feels that reporting the harassment to their elected official or department
head may not be the best course of action, the report should be made to Human Resource.
5. Every reported complaint will be investigated promptly and thoroughly. The elected official,
department head, or Human Resource to which a claim has been reported shall be responsible for
seeing that prompt action is taken to investigate the claim. In the event an elected official request
or cannot hear the complaint, a committee of 3 elected officials (to include the County Attorney)
shall be organized and shall request the Karnes County Sheriff’s Office to investigate the
allegation and report back to the committee. In the event the complaint arises out of the sheriff’s
office and the elected official requests or cannot hear the complaint, the County Attorney shall
investigate along with the panel of elected officials.
6. 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.
7. Retaliation against an employee who reports harassment or who cooperates in the investigation is
prohibited by law as well as this policy. Employees who feel they have been subjected to illegal
retaliation should immediately report the situation to Human Resource.
8. Implementation of the harassment complaint procedure by an employee does not limit the right of
Karnes County to proceed with any disciplinary action, which is not in retaliation for the use of
the harassment complaint procedure.
9.02 SEXUAL HARASSMENT
1. Sexual harassment is strictly prohibited by Karnes County, whether committed by an elected
official, appointed official, department head, co-worker or non-employee that the County does
business with. It is the policy of Karnes 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.
2. Sexual harassment shall include, but not be limited to, unwanted sexual advances, requests for
sexual favors, and other verbal, non-verbal or physical conduct of a sexual nature, which includes
slurs, jokes, statements, gestures, touching, pictures, emails or cartoons where: (1) the
submission to such conduct is either an expressed or implied condition of employment; or (2) the
submission to or rejection of such conduct is used as a basis for an employment decision affecting
the harassed person; or (3) the conduct has the purpose or effect of substantially interfering with
an affected person’s work performance or creating an intimidating, hostile, or offensive work
environment.
3. When possible, Karnes County encourages individuals who believe that they are being subjected
to such conduct to promptly advise the offender that his or her behavior is unwelcome and request
that it be discontinued. Often this action alone will resolve the problem without a formal
investigation. Karnes County recognizes, however, that an individual may prefer to pursue the
matter through the formal complaint procedures.
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4. All claims of sexual harassment shall be taken seriously and investigated promptly and
thoroughly. While all claims of sexual harassment shall be handled with discretion, there can be
no complete assurance of full confidentiality.
5. Employees who feel they have been sexually harassed and wish to use the formal complaint
procedures should immediately report the situation to their elected official or department head.
If, for any reason, the employee feels that reporting the harassment to their elected official or
department head may not be the best course of action, the report should be made to the Karnes
County Treasurer.
6. Every reported complaint will be investigated promptly and thoroughly. The elected official,
department head, or Human Resource to which a claim has been reported shall be responsible for
seeing that prompt action is taken to investigate the claim. In the event an elected official request
or cannot hear the complaint, a committee of 3 elected officials (to include the County Attorney)
shall be organized and shall request the Karnes County Sheriff’s Office to investigate the
allegation and report back to the committee. In the event the complaint arises out of the sheriff’s
office and the elected official requests or cannot hear the complaint, the County Attorney shall
investigate along with the panel of elected officials.
7. 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.
8. Retaliation against an employee who reports sexual harassment or who cooperates as a witness in
the investigation is prohibited by law as well as this policy. Employees who feel they have been
subjected to illegal retaliation should immediately report the situation to Human Resource.
9. Implementation of the sexual harassment complaint procedure by an employee does not limit the
right of Karnes County to proceed with any disciplinary action, which is not in retaliation for the
use of the sexual harassment complaint procedure.
10.00 FAMILY MEDICAL LEAVE ACT (FMLA)
10.01 MEDICAL LEAVE (Family and Medical Leave Act – FMLA)
Karnes County Offices/Departments will comply and post the FMLA implementing Regulations as
revised. The County Treasurer will also post the mandatory FMLA Notice on the County website, and
ensure all new hires are provided with notices required by the U.S. Department of Labor (DOL) on
Employee Rights and Responsibilities under the FMLA and are advised as to where they are posted (i.e.,
bulletin boards). The function of this policy is to provide employees with a general description of their
FMLA rights. In the event of any conflict between this policy and the applicable law, employees will be
afforded all rights required by law. For questions, concerns, or disputes with this policy, please contact
the Karnes County Treasurer.
A. General Provisions
Under this policy, Karnes County will grant up to 12 weeks of unpaid leave for the birth,
adoption, placement of a foster child, or serious illness of a child, parent, spouse or the employee
(or up to 26 weeks of military caregiver leave to care for a covered service member with a serious
injury or illness) during a 12-month period to eligible employees. Additionally, health insurance
benefits will be continued under the same terms and conditions as if the employee were not on
leave and the employee will be permitted to return to the same or an equivalent position upon
returning from leave (if eligible). The leave may be paid, unpaid, or a combination of paid and
unpaid leave, depending on the circumstances of the leave and as specified in this policy.
B. Eligibility
To qualify to take family or medical leave under this policy, the employee must meet all of the
following conditions:
1. The employee must have worked for the County for 12 months, or 52 weeks. The twelve
months, or 52 weeks, need not have been consecutive. Separate periods of employment will
be counted, provided that the break in service does not exceed seven years. Separate periods
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of employment will be counted if the break in service exceeds seven years due to National
Guard or Reserve military service obligations or when there is a written agreement, including
a collective bargaining agreement (if applicable), stating the employer’s intention to rehire
the employee after the service break. For eligibility purposes, an employee will be considered
to have been employed for an entire week even if the employee was on the payroll for part of
a week or if the employee is on leave during the week.
2. The employee must have worked at least 1250 hours during the twelve-month period
immediately before the date when the leave is requested to commence. The principles
established under the Fair Labor Standards Act (FLSA) determine the number of hours
worked by an employee. The FLSA does not include time spent on paid or unpaid leave as
hours worked. Consequently, these hours of leave should not be counted in determining the
1,250 hours eligibility test for an employee under FMLA.

C. Type of Leave Covered
To qualify as FMLA leave under this policy, the employee must be taking leave for one of the
reasons listed below:
1. The birth of a child and to care for that child.
2. The placement of a child for adoption or foster care, and to care for the newly placed child.
3. To care for a spouse, child, or parent with a serious health condition (described below).
4. The serious health condition (described below) of the employee that makes the employee
unable to perform the functions of the employee's position.
 A serious health condition is defined as a condition which requires inpatient care at a
hospital, hospice, or residential medical care facility, including any period of incapacity
or any subsequent treatment in connection with such inpatient care or a condition which
requires continuing care by a licensed health care provider.
 This policy covers illnesses of a serious and long-term nature, resulting in recurring or
lengthy absences. Generally, a chronic or long-term health condition that would result in
a period of three consecutive days of incapacity with the first visit to the health care
provider within seven days of the onset of the incapacity and a second visit (directed by
the treating physician) within 30 days would be considered a serious health condition. For
chronic conditions requiring periodic health care visits for treatment, such visits must
take place at least twice a year. Employees with questions about what illnesses are
covered under this FMLA policy or under the County's paid time off policy should
consult with the County Treasurer.
5. Qualifying exigency leave for eligible employees whose spouse, son, daughter, or parent
(“covered military member”) is on active duty in the National Guard and Reserves or called
to active duty in support of a contingency operation.
 An employee whose “covered military member” either has been notified of an impending
call or order to active military duty or who is already on active duty may take up to 12
weeks of leave for reasons related to or affected by the family member’s call-up or
service. The qualifying exigency must be one of the following: 1) short-notice
deployment, 2) military events and activities, 3) child care and school activities, 4)
financial and legal arrangements, 5) counseling, 6) rest and recuperation, 7) postdeployment activities and 8) additional activities that arise out of active duty, provided
that the County and employee agree that such leave shall qualify as an exigency, and
agree to both the timing and duration of the leave (in writing).
 The leave may commence as soon as the individual receives the call-up notice. Son or
daughter for this type of FMLA leave is defined the same as for child or other types of
FMLA leave except that the person does not have to be a minor.
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This type of leave would be counted toward the employee’s 12-week maximum of
FMLA leave in a 12-month period.
6. Military caregiver leave (also known as “covered service-member” leave) to care for an ill or
injured service-member. This leave may extend to up to 26 weeks in a single 12-month
period for an employee to care for a spouse, son, daughter, parent or next of kin “covered
service-member” with a serious illness or injury incurred in the line of duty on active duty
that may render the service member medically unfit to perform his/her office, grade, rank or
rating). Next of kin is defined as the closest blood relative of the injured or recovering
service-member.
D. Amount of Leave
1. An eligible employee can take up to 12 weeks for the FMLA circumstances (1) through (5)
above under this policy during any 12-month period. The County will measure the twelvemonth period on a rolling basis measured backward from the date the employee uses any
FMLA leave. Under the rolling 12-month period, each time an employee takes FMLA leave,
the remaining leave entitlement would be the balance of the 12 weeks which has not been
used during the immediately preceding 12 months. Any combination of FMLA leave may
not exceed the limit of 12 weeks during the rolling 12-month period. Employees will be
required to use any accrued compensatory time first, then vacation and paid time off during
the FMLA 12-week period. Once accrued paid leave is extinguished, the remainder of the
time granted under FMLA will be unpaid. Time off for any leave while out on FMLA will
not be counted as hours worked for the purposes of determining overtime. Employees must
show all leave taken on their timesheet. Paid leave should be specified as the type of leave
and all leave taken paid or unpaid should be noted as FMLA leave.
2. An eligible employee can take up to 26 weeks for the FMLA circumstance (6) above
(military caregiver leave) during a single 12-month period. For this military caregiver leave,
the County will measure the 12- month period as a rolling 12-month period measured
forward. FMLA leave already taken for other FMLA circumstances will be deducted from the
total of 26 weeks available.
3. If a husband and wife both work for the County, and each wish to take leave for the birth of a
child, adoption or placement of a child, or to care for a parent (but not a parent "in-law") with
a serious health condition, the husband and wife may only take a combined total of 12 weeks
of leave (i.e., if each spouse took 6 weeks of leave for the birth of a child, each could later use
an additional 6 weeks due to a personal illness or to care for a sick child or spouse). If a
husband and wife both work for the County and each wish to take leave to care for a covered
injured or ill service-member, the husband and wife may only take a combined total of 26
weeks of leave.
E. Employee Status & Benefits During Leave
1. While an employee is on leave, the County will continue the employee's health benefits
during the leave period at the same level and under the same conditions as if the employee
had continued to work. If the employee chooses not to return to work for reasons other than a
continued serious health condition of the employee or the employee's family member or a
circumstance beyond the employee's control, the County will require the employee to
reimburse the County the amount it paid for the employee's health insurance premium during
the leave period. (Note: If the employee does not return at the end of the leave period, the
employee’s notification of his/her intent not to return will be the COBRA qualifying event.
The employee should consult the County’s COBRA policy. Circumstances considered as
beyond the employee’s control could include, but are not limited to, situations such as when a
parent chooses to stay home with a seriously ill newborn; the employee is laid off while on
leave; or when an employee’s spouse is unexpectedly transferred while the employee is on
leave.)
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2. Under current County policy, the employee pays 100% of the health care premium for their
dependents. While on paid leave, the County will continue to make payroll deductions to
collect the employee's elected premium(s) for their dependents. While on unpaid leave, the
employee must continue to make this payment, either in person or by mail. The payment must
be received in the Treasurer’s Office by the 1st day of each month. If the payment is more
than 30 days late, the employee's dependents health care coverage may be dropped for the
duration of the leave. The County will provide 15 days' notification prior to the employee's
loss of coverage.
3. If the employee contributes to a life insurance or disability plan, the County will continue
making payroll deductions while the employee is on paid leave. While the employee is on
unpaid leave, the employee may request continuation of such benefits, and pay their portion
of the premiums. If the employee does not continue these payments, the County may
discontinue coverage during the leave. The County will not pay any portion of the
employee’s obligation for premium coverage for dependents.
NOTE: The County prohibits outside employment while an employee is on a paid or unpaid
leave of absence where benefits are maintained due to an illness or injury of the employee or
family member (applies to normal Paid time off and all FMLA leave).
F. Employee Status After Leave
An employee who takes leave under this policy is required to have a fitness for duty (FFD)
clearance from the health care provider and turned into County Treasurer three (3) days prior to
returning for work. This requirement will be included in the County’s response to the FMLA
request. Generally, an employee who takes FMLA leave will be able to return to the same
position or a position with equivalent status, pay, benefits and other employment terms. The
position will be the same or one, which is virtually identical in terms of pay, benefits, and
working conditions. The County may choose to exempt certain highly compensated employees
(normally the top 10% paid) from this requirement and not return them to the same or similar
position.
G. Use of Paid and Unpaid Leave
1. FMLA leave runs concurrently with all paid leave. An employee taking leave because of their
own serious health condition, or the serious health condition of an eligible family member
shall be required to first use all earned compensatory time, then paid time off, vacation, and
any other paid leave, with the remainder of the 12-week period being unpaid leave. The
County will notify the employee within five business days in writing or orally (to be
confirmed in writing by no later than the employee's next regular payday), whether the leave
will be designated as FMLA leave.
2. An employee taking leave for the birth of a child shall be required to use paid time off first,
then earned compensatory time, vacation and holiday leave for the recovery period after the
birth of the child, with the remainder of the 12 weeks leave period being unpaid leave.
3. An employee who is taking leave for the placement of a child in the employee’s home for
adoption or foster care shall be required to use first earned compensatory time, then vacation,
and other available paid leave, except for paid time off, with the remainder of the 12 weeks
leave period being unpaid leave.
4. An employee taking leave for a qualifying exigency for a covered military member shall be
required to use first earned compensatory time, then vacation and other available paid leave,
except for paid time off, with the remainder of the 12 weeks leave period being unpaid leave.
5. An employee taking leave for the care of service member or covered veteran shall be required
to first use all earned compensatory time, then paid time off, vacation, and any other paid
leave, with the remainder of the 26 weeks leave period being unpaid leave.
H. Intermittent Leave or a Reduced Work Schedule
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1. The employee may take FMLA leave in 12 consecutive weeks, may use the leave
intermittently (take a day periodically when needed over the year), or under certain
circumstances may use the leave to reduce the workweek or workday, resulting in a reduced
hour schedule. In all cases, the leave may not exceed a total of 12 workweeks (or 26
workweeks to care for an injured or ill service-member over a 12-month period).
2. The County may temporarily transfer an employee to an available alternative position with
equivalent pay and benefits if the alternative position would better accommodate the
intermittent or reduced schedule, for leave for the employee or employee's family member
that is foreseeable and for planned medical treatment, including recovery from a serious
health condition or to care for a child after birth, or placement by adoption or foster care.
3. For the birth, adoption or foster care of a child, the County and the employee must mutually
agree to the schedule before the employee may take the leave intermittently or work a
reduced hour schedule. Leave for birth, adoption, or foster care of a child must be taken
within one year of the birth or placement of the child. If the employee is taking leave for a
serious health condition or because of the serious health condition of a family member, the
employee should try to reach agreement with the County before taking intermittent leave or
working a reduced hour schedule. If this is not possible, then the employee must prove that
the use of the leave is medically necessary. The County may require certification of the
medical necessity as discussed in Section I below.
I. Certification of the Employee’s Serious Health Condition
1. The County will require certification for the employee’s serious health condition. The
employee must respond to such a request within 15 days of the request or provide a
reasonable explanation for the delay. Failure to provide certification may result in a denial of
continuation of leave. Medical certification will be provided by using the DOL Certification
of Health Care Provider for Employee’s Serious Health Condition (WH-380-E).
2. The County may directly contact the employee’s health care provider for verification or
clarification purposes using a health care professional, an HR professional, leave
administrator or management official. The County will not use the employee’s direct
supervisor for this contact. Before the County makes this direct contact with the health care
provider, the employee will be given an opportunity to resolve any deficiencies in the medical
certification. In compliance with HIPAA Medical Privacy Rules, the County will obtain the
employee’s permission for clarification of individually identifiable health information. The
County has the right to ask for a second opinion if it has reason to doubt the certification. The
County will pay for the employee to get a certification from a second doctor, which the
County will select. The County may deny FMLA leave to an employee who refuses to release
relevant medical records to the health care provider designated to provide the second or third
opinion. (Note: Under the FMLA, this doctor cannot be employed or regularly used by the
County). If necessary to resolve a conflict between the original certification and the second
opinion, the County will require the opinion of a third doctor. The County and the employee
will mutually select the third doctor, and the County will pay for the opinion. This third
opinion will be considered final. The employee will be provisionally entitled to leave and
benefits under the FMLA pending the second and/or third opinion.
J. Certification for the Family Member’s Serious Health Condition
1. The County will require certification for the family member’s serious health condition. The
employee must respond to such a request within 15 days of the request or provide a
reasonable explanation for the delay. Failure to provide certification may result in a denial of
continuation of leave. Medical certification will be provided by using the DOL Certification
of Health Care Provider for Family Member’s Serious Health Condition (WH-380-F).
2. The County may directly contact the employee’s family member’s health care provider for
verification or clarification purposes using a health care professional, an HR professional,
leave administrator or management official. The County will not use the employee’s direct
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supervisor for this contact. Before the County makes this direct contact with the health care
provider, the employee will be given an opportunity to resolve any deficiencies in the medical
certification. In compliance with HIPAA Medical Privacy Rules, the County will obtain the
employee’s family member’s permission for clarification of individually identifiable health
information.
3. The County has the right to ask for a second opinion if it has reason to doubt the certification.
The County will pay for the employee’s family member to get a certification from a second
doctor, which the County will select. The County may deny FMLA leave to an employee
whose family member refuses to release relevant medical records to the health care provider
designated to provide the second or third opinion. (Note: Under the FMLA, this doctor cannot
be employed or regularly used by the County). If necessary to resolve a conflict between the
original certification and the second opinion, the County will require the opinion of a third
doctor. The County and the employee will mutually select the third doctor, and the County
will pay for the opinion. This third opinion will be considered final. The employee will be
provisionally entitled to leave and benefits under the FMLA pending the second and/or third
opinion.

K. Certification of Qualifying Exigency for Military Family Leave
The County will require certification of the qualifying exigency for military family leave. The
employee must respond to such a request within 15 days of the request or provide a reasonable
explanation for the delay. Failure to provide certification may result in a denial of continuation of
leave. This certification will be provided using the DOL Certification of Qualifying Exigency for
Military Family Leave (WH-384).
L. Certification for Serious Injury or Illness of Covered Service-member for Military Family
Leave
The County will require certification for the serious injury or illness of the covered servicemember. The employee must respond to such a request within 15 days of the request or provide a
reasonable explanation for the delay. Failure to provide certification may result in a denial of
continuation of leave. This certification will be provided using the DOL Certification for Serious
Injury or Illness of Covered Service-member (WH-385).
M. Recertification
The County may request recertification for the serious health condition of the employee or the
employee’s family no more frequently than every 30 days and only when circumstances have
changed significantly, or if the County receives information casting doubt on the reason given for
the absence, or if the employee seeks an extension of his or her leave. Otherwise, the County may
request recertification for the serious health condition of the employee or the employee’s family
member every six months in connection with FMLA absence. The County may provide the
employee’s health care provider with the employee’s attendance records and ask whether the
need for leave is consistent with the employee’s serious health condition.
N. Procedure for Requesting Leave
1. All employees requesting leave under this policy must provide verbal notice with an
explanation of the reason(s) for the needed leave to the County Treasurer. Within five
business days after the employee has provided this notice, the County Treasurer will
complete and provide the employee with the DOL Notice of Eligibility and Rights (WH-381).
2. When the leave is foreseeable, the employee must provide the County with at least 30 days’
notice. When an employee becomes aware of a need for FMLA leave less than 30 days in
advance, the employee must provide notice of the need for the leave either the same day or
the next business day. When the need for FMLA leave is not foreseeable, the employee must
comply with the County’s usual and customary notice and procedural requirements for
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requesting leave, absent unusual circumstances. If an employee fails to provide 30 days’
notice for foreseeable leave with no reasonable excuse for the delay, the leave request may be
denied until at least 30 days from the date the County receives notice.
O. Designation of FMLA Leave
Within five business days after the employee has submitted the appropriate certification form, the
County Treasurer will complete and provide the employee with a written response to the
employee’s request for FMLA leave using the DOL Designation Notice (WH-382).

P. Intent to Return to Work from FMLA Leave
1. On a basis that does not discriminate against employees on FMLA leave, the County may
require an employee on FMLA leave to report periodically on the employee’s status and
intent to return to work (RTW).
2. As such, while on leave, employees are required to report periodically (every 15 calendar
days) to the County regarding the status of the medical condition, and their intent to RTW. If
an employee fails to promptly return to work at the completion of the scheduled leave, and/or
has failed to provide notice to return as required, the County will assume the employee has
voluntarily resigned and the necessary paperwork to complete such action will be taken.
10.02 ACCOMODATION FOR LACTATING MOTHERS
1. Any employee who is breastfeeding her child will be provided reasonable break times to
express breast milk for her baby for as long as the child is nursing. The County will provide
appropriate private areas, other than bathrooms, for this purpose. The area provided, if not
dedicated to the nursing mother’s use, will be made available when needed by the employee.
The area provided will be shielded from view, and free from any intrusion from coworkers
and the public.
2. Any breast milk stored in a County refrigerator must be labeled with the name of the
employee and the date of expressing the breast milk. Any nonconforming products stored in
the refrigerator may be disposed of. Employees storing milk in the refrigerator assume all
responsibility for the safety of the milk and the risk of harm for any reason, including
improper storage, refrigeration and tampering.
11.00 MISCELLANEOUS
11.01 LIFE THREATENING ILLNESS IN THE WORKPLACE
1. Employees with life-threatening illnesses, such as cancer, heart disease, and AIDS, often wish to
continue their normal pursuits, including work, to the extent allowed by their condition.
2. Karnes County supports these endeavors as long as employees are able to meet acceptable
performance standards. Karnes County will make reasonable accommodations in accordance with
all legal requirements to allow qualified employees with life threatening illnesses to perform the
essential functions of their jobs, unless the request imposes an undue hardship on the County.
Employees with life threatening illnesses are entitled to eligible benefits.
3. The County reserves the right to require an employee to undergo medical examination by another
doctor chosen by the County whenever there is a question regarding whether a worker might pose
a threat to the safety or health of the employee or the public. Refusal to work with an employee or
to provide services to anyone who has been diagnosed as having a life-threatening illness, unless
of a direct threat to health or safety, may result in disciplinary action.
4. Medical information on individual employees is treated confidentially. Karnes County will take
every precaution to protect such information from inappropriate disclosure. Managers and other
employees have a responsibility to respect and maintain the confidentiality of employee medical
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information. Anyone inappropriately disclosing such information is subject to disciplinary action,
up to and including termination of employment.
11.02 GENETIC INFORMATION DISCRIMINATION STATEMENT
The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits employers and other entities
covered by GINA Title II from requesting or requiring genetic information of employees or their family
members except as specifically allowed by law. In order to comply with this law, we are asking that you
not provide any genetic information when responding to this request for medical information. “Genetic
information,” as defined by GINA, includes an individual’s family medical history, the results of an
individual’s or family member’s genetic tests, the fact that an individual or an individual’s family member
sought or received genetic services, and genetic information of a fetus carried by an individual or an
individual’s family member or an embryo lawfully held by an individual or family member receiving
assistive reproductive services.
11.03 PARKING
Karnes County intends to provide parking facilities, when practical, for the benefit and convenience of
employees, customers, and visitors. Parking areas are considered part of the County premises. All Karnes
County policies and rules apply to employees and their vehicles while in the parking area.

11.04 WORKPLACE VIOLENCE
Karnes County is committed to providing a workplace free of violence. Karnes County will not tolerate
or condone violence of any kind in the workplace. The County will also not tolerate or condone any
threats of violence, direct or indirect, this included jokes. All threats will be taken seriously and will be
investigated. Employees must refrain from any conduct or comments that might make another employee
suspicious or in fear for their safety. Employees are required to report all suspicious conduct or
comments to their immediate supervisor. Employees should be aware of their surroundings at all times
and report any suspicious behavior from the public, former employees or current employees to their
immediate supervisor and the Sheriff’s Office. Employees found in violation of this policy may be
subject to discipline up to and including termination.
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EMPLOYEE ACKNOWLEDGEMENT OF EMPLOYEE HANDBOOK
This is to acknowledge receipt of a copy of the Karnes County Employee Handbook. I understand it is my
responsibility as an employee, to read and comply with these policies. I understand that additional
explanation and/or information is available through the Human Resource. I further understand that failure
to sign this acknowledgement in no way diminishes the terms of these procedures applying to me. I also
clearly understand that this handbook does not create a contract for employment with Karnes County, and
that Karnes County may change or modify this handbook at any time. I further understand that Karnes
County is an at-will employer and either party can terminate the employment relationship at any
time with or without notice.
______________________________________________________________
(Employee Signature)

ACKNOWLEDGEMENT OF MEDICAL PRIVACY
I hereby consent to the collection of medical information as allowed by law and as described within this
handbook, specifically paragraphs 1.19 and 3.23. I also understand the County may obtain necessary
medical information to ensure compliance with the Family and Medical Leave Act (FMLA), as described
in Chapter 10, and any other lawful reason for collection/retention of said information (Americans With
Disability Act, (ADA), Short-term Disability (STD), Long-term Disability (LTD), County Paid time off
Pool (PTOP) Request, etc.). If I have any questions concerning information pertaining to myself, I can
contact Human Resource for assistance in resolving questions relating to FMLA, ADA, STD, LTD, or the
PTOP. If I have a complaint regarding inappropriate release of protected health information (PHI), or I
desire to review the disclosure log of any release of my PHI, I can contact the HIPAA Privacy Officer
(Human Resource).

______________________________________________________________
(Employee Signature)

______________________________________________________________
(Printed Name & Employee Payroll Number)

_____________________
(Date)

This receipt will become a part of your Employee’s Personnel File.

Received by Karnes County Treasurer, date: ______________________________.
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