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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
PREAMBLE
This manual (including any modifications) is prepared for informational and guideline purposes only and
does not constitute a contract in any respect between the City of Oak Point and its employees.
Employment with the City of Oak Point is at will, and either the employee or the employer may
terminate the relationship at any time for any or no reason except as otherwise provided by an
employment contract, City ordinance, or State law. With the exception of changes to employee
benefits, the City Manager may unilaterally amend, modify or delete these policies at any time without
notice. All statements in this manual regarding the at-will status of City employees or any
benefits provided herein shall control any contradictory statements by any other person, whether oral
or written.
The at-will status of any employee may not be modified or rescinded by any oral or written statements
by any person, including appointed or elected officials, any employee handbooks, employment
applications, City of Oak Point memoranda, or other materials provided to employees in
connection with their employment. Similarly, the City’s policies and practices with respect to any
matter or any benefits now offered may be terminated at any time and are not to be considered as
creating any contractual obligation on the City’s part.
Statements of specific grounds for termination set forth in this manual or in any other City documents
are examples only, are not all-inclusive lists, and are not intended to restrict the City’s right to
terminate at will.
Completion of an introductory or probationary period or “regular status” does not change an
employee’s status as an employee-at-will or in any way restrict the City’s right to terminate such an
employee or change the terms or conditions of employment.
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 100
INTRODUCTION

Initial Effective Date:
June 2012
Date Revised:
June 2015

SECTION 1 - PURPOSE
To provide all City of Oak Point employees with a fair and equitable human resource management
system.
A. OBJECTIVES
The human resource management system objectives, which include the City of Oak Point Human
Resources Policies and Procedures, are as follows:
• Promote and increase efficiency, responsiveness to the public, and economy in City service;
• Provide opportunity for qualified persons to enter and progress in City service based on
merit and fitness;
• Maintain recruitment, advancement, and tenure practices enhancing the attractiveness of a
City career and encouraging all employees to give their best efforts to the City and the
public;
• Maintain consistent, up-to-date position classification and compensation plans based on the
relative duties and responsibilities of jobs in City service; and
• Promote high morale among City employees by fostering good working relationships and
providing uniform human resources policies, opportunities for advancement, and
consideration of employee needs and desires.
B. RESPONSIBILITIES
1. The general and final authority for human resources management rests with the City
Manager, who may delegate it as necessary and proper, except for matters reserved to the
City Council.
2. The Human Resources Manager, City Secretary and Finance Manager shall advise and support
management in all areas, including employee-management relations; training and career
development; classification; compensation; benefits; retirement programs; and employee
health, safety and morale.
3. Department heads are responsible for enforcing these policies and for cooperating with the
City Manager and his/her designee(s) on all matters pertinent to their organization units. All
employees have a responsibility and role in the implementation of these policies and
procedures. Use of the term “Department Head” shall mean the department head or any
subordinate supervisor or manager designated by the department head.
SECTION 2 - POLICIES AND PROCEDURES

1. The Human Resources Policies and Procedures provide City service with a high degree of

understanding, cooperation, efficiency and unity. These are achieved through
systematic procedures and uniform application of modern human resource management
practices. The issuance of this manual does not constitute a contract between the City and
its employees.
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2. The City Manager may change or amend the provisions of these Policies as deemed

necessary for the proper administration of the affairs of the City.

3. The City Manager or Human Resources Manager possess the responsibility for developing,

administering, interpreting and maintaining the Human Resources Policies and
Procedures.

A. APPLICABILITY
1. These policies and procedures apply to all City employees except in the following
circumstances:
• When specific appointment and removal power is vested in the City Council.
• For elected officials, members of appointed boards or commissions, persons employed under
contract to supply professional and technical services, and personnel appointed to serve
without pay.
2. The City Manager will exercise administrative supervision and control over officials appointed by
the City Council, as specified in the contracts with such officials and persons where such supervision
is withheld by ordinance.
B. DISTRIBUTION AND ACCESS
Human Resources Policies and Procedures will be posted on the City’s website.
C. MANUAL REVISION AND MAINTENANCE
Any employee may recommend a revision to an existing personnel policy or procedure, or suggest
a new policy or procedure. This may be accomplished by submitting a request and draft of the
proposal or revision to the City Manager or his/her designee.
SECTION 3 - GENERAL PROVISIONS
The general provisions include equal employment opportunity and affirmative action, the code
of conduct and personnel files.
A. EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE ACTION
The City of Oak Point is committed to equal employment opportunity for all employees and
applicants for employment. Discrimination against any person in recruitment, examination,
appointment, training, promotion, discipline, pay or any other aspect of personnel administration
is prohibited. This includes discrimination because of race, color, religion, creed, national origin,
ancestry, marital status or other nonmerit factors. Discrimination on the basis of age, sex, or
physical disability is prohibited, except where specific age, sex, or physical requirements are a
bona fide occupational qualification necessary to the proper and efficient operation of
the City.
B. CODE OF CONDUCT
All persons employed by the City of Oak Point shall comply with the Code of Conduct
contained herein.
C. PERSONNEL FILES
The City Manager or his/her designee shall maintain the official “City” personnel files for all
employees. This section shall not apply to files which must be kept under law by a specific
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department in order to comply with a professional license issued by another government entity.
In this case, the City Manager or his/her designee shall maintain only documents which would be
required in order to comply with federal and state laws regarding employment and is not privileged
to other specific documents.

None referenced.

SECTION 4 - APPENDICES
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 101
CATEGORIES OF EMPLOYMENT

Initial Effective Date:
June 2012
Date Revised:

SECTION 1 - PURPOSE
This policy describes the City of Oak Point’s categories of employment.
SECTION 2 - DEFINITIONS
A. Regular Full-time Employees are employees budgeted to work at least forty (40) hours per week
on a continuing basis.
B. Regular Part-time Employees are employees budgeted to work less than forty (40) hours per
week on a continuing basis.
C. Temporary Employees are employees who work a specified number of hours per week for a
limited period of time. Such positions are deleted after expiration of the authorized period.
D. Seasonal Employees are employees who work a specified number of hours per week during
a specified work season. The need for such positions usually recurs on an annual basis.
These definitions are not intended to indicate whether or not overtime is an aspect of the job.

None referenced.

SECTION 3 - APPENDICES
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 102
VACANT POSITIONS

Initial Effective Date:
June 2012
Date Revised:
June 2015

SECTION 1 - PURPOSE
This policy describes procedures for filling vacant positions.
SECTION 2 – POLICIES AND PROCEDURES
The Department Head shall notify the City Manager of any anticipated vacancies as far in advance as
is reasonably possible to permit sufficient time for the selection of qualified candidates.
A.
VACANCY ANNOUNCEMENT
T h e Cit y Ma n a ge r o r h i s/h e r d e si gn e e sha l l pu b l i cl y announce, by appropriate means, all
City vacancies. Announcements will typically be posted on the City’s website and/or
websites of applicable professional organizations. This excludes vacancies to be filled by
administrative transfer, temporary promotion or reinstatement. Job opportunity announcements
will be prepared, posted and distributed only when there is or will soon be a vacancy. The
announcements will generally specify a deadline for application (normally five to ten days after
initial public posting). This period may be shortened or extended, depending upon the
circumstances. In high-turnover or critical-skill situations which make application deadlines
unrealistic, announcements can be posted as "open." The C i t y M a n a g e r o r Hu m a n R e so u r ce s
M a n a g e r sh a l l m a i n t a i n a l i s t o f announced vacancies for public inspection.
B.
VACANCY APPLICATION
A p p l i c a t i o n s f o r i n i t i a l e m p l o ym e n t , promotion, transfer or reinstatement shall be
submitted as specified in the job opportunity announcement or as prescribed by the City Manager or
his/her designee. Applicants should complete an Application for Employment Form (Appendix A). All
information submitted is subject to verification.
C.
PRE-EMPLOYMENT PROCESS
The Ci t y M a n a ge r o r h i s/ h er d e si gne e shall work through the application process to ensure
that applicants a re t rea t e d e qu a l l y. T h e de p a r tm e nt a l application processing steps are
explained below:
1.
Minimum Qualification Verification
After the application deadline, the Ci t y M a n a ge r or h i s/h e r d e si gn e e will review
the applications and eliminate those that do not meet the minimum qualifications specified in
the job description.
2.
Applicant Evaluation
The Ci t y M an a ge r or h i s/ he r d e si gn e e will review the applications and schedule
interviews. In addition to interviews, the evaluation process may include reference checks,
performance tests, written tests and other screening procedures, as appropriate. Applicants
may be required to provide additional information and undergo examinations necessary to
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demonstrate compliance with prescribed qualification requirements.
a. The Department Head shall restrict interviews and all other evaluation a cti viti es,
i n clud in g ref ere nce checks, to job-related information and/or activities. The City
Manager or Human Resources Manager will assist in this area and should be contacted for
guidance.
b . Inte rview er s sha ll comp let e an A p p l i c a n t E v a l u a t i o n F o r m ( A p p e n d i x B )
f o l l o w i n g e a c h interview.
3. Applicant Disqualification
Applicants may be disqualified from consideration for any of the following reasons:
a. They do not meet the necessary position-related qualifications.
b. They make false statements on the application form or supplements.
c. They commit or attempt to commit a fraudulent act at any stage of the selection process.
d. They are in violation of the City of Oak Point Substance Abuse Policy.
e. They are not legally permitted to work in the United States due to their immigration
status.
4. Nepotism
Employment may be restricted when an applicant or current employee is related by blood
(consanguinity) or marriage (affinity) to another City employee or official. A diagram is
appended for determining the degree of consanguinity and affinity (Appendix C).
a. Nepotism restrictions are as follows:
(1) An individual related within the third degree of consanguinity or second degree of
affinity to a member of the City Council or the City Manager shall not be
a p p o i n t e d t o s e r v e o r b e employed in any position in the City.
(2) An individual related within the third degree of consanguinity or second degree of
affinity to a Department Head shall not be appointed to a position within that
department.
(3) A n i n d i v i d u a l s h a l l n o t b e appointed to any position directly supervised by
someone to whom he/she is related within the third de gr e e of co n san gu i n it y or
second degree of affinity.
(4) A n i n d i v i d u a l s h a l l n o t b e appointed to any position if the appointment would
create a close working relationship within the department or functional area that
could affect the health, s a f e t y o r w e l f a r e o f t h e employees; the
efficient departmental operation; or the best interests of the organization.
b . Should a current employee become a relative of another employee and fall under the
provisions of this rule, one of the employees must transfer to another area, resign within
four (4) weeks of the violation, or face termination. If neither employee elects to
resign, the employee with the least seniority will be terminated. This rule applies to
full-time, part-t i m e , r e g u l a r a n d t e m p o r a r y positions.
d. The City Manager must approve the a p p o i n t m e n t o r c o n t i n u e d employment of
any person subject to the provisions of this rule.
e. The City Manager may apply the nepotism prohibition for other organizational and/or
personal relationships in the best interests of the City of Oak Point.
f. The City Manager may waive the provisions when it is in the best interests of the
department or the City.
5. Residence Information
All employees are required, as a condition of employment, to furnish to their Department
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6.

7.

8.

Head any change in address and telephone number, and to keep current a designation of
beneficiary form. This information shall be forwarded to the City Manager to be filed as a
part of the personnel records of the employee.
Screenings and Examinations
A l l p e r s o n s s e l e c t e d f o r i n i t i a l appointment or reinstatement shall undergo a
drug screening test. Persons selected for positions that require a commercial driver’s license
will also be required to undergo an alcohol screening test. Some job requirements will require
a thorough medical examination. Each of these tests will be conducted at the City’s expense
and in a manner prescribed by the City Manager. Employment shall b e c o n t i n g e n t u p o n
s u c c e s s f u l completion of the required screening(s) and medical examination(s).
Background Checks
The City of Oak Point will conduct criminal history records checks on all new
employees, including those in part-time, temporary and selected volunteer positions. Since
it may take several weeks to receive results, applicants selected for positions will be
offered provisional employment. If applicants have not provided accurate information
regarding their criminal history, they may be dismissed from employment. NOTE: A
criminal conviction will not necessarily disqualify an applicant for employment. The
conviction will be reviewed against the job requirements.
Waiver of Information (Appendix D) and Criminal History Records Check Information
(Appendix E) forms will be completed by each person selected for a position with the City of
Oak Point.
Signature/Approval Levels
Upon selecting an applicant for hire, the Department Head shall complete a Personnel
Action Form (Appendix F) and submit the Personnel Action Form to the City Manager for
approval. Following approval of the Personnel Action Form, the City Manager or his/her
designee will prepare an employment offer letter to document the salary, working hours,
benefits, and starting date of the new employee.

D.
PROMOTIONS
Promotions are position changes to classes with higher maximum salaries. Qualified employees
may apply for promotion to vacant positions when positions are advertised or posted.
Probationary employees generally are not eligible for promotion during the probationary
period. Exceptions may be granted by the City Manager when such promotion is in the best
interest of the City. The following process shall be utilized for promotions:
1. Application
An employee applying for a position outside the employee's department must complete a new
employment application. If the position is within the employee's department, a Consideration for
Promotion/Transfer Request Form (Appendix G) may be completed in lieu o f t h e r e g u l a r
A p p l i c a t i o n f o r Employment Form (Appendix A).
2. Contacts
Qualified employees referred to the Hiring Department may be contacted by the Hiring
Department for interview arrangements.
3. Transfer Dates
If an employee is selected to fill the vacancy, the Hiring Department shall c o n t a c t t h e
e m p l o y e e ' s c u r r e n t department to establish a mutually agreed-upon transfer date. The
department may require the employee to give two weeks’ notice. Promotions must be
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effective the first day of a payroll period.
4. Promotion Initiation
The gaining department will initiate a Personnel Action Form (Appendix F) to promote the
employee.
5. Temporary Positions
Temporary promotions may be authorized to ensure the proper
performance of City functions if a p o s i t i o n i s v a c a n t o r t h e r e g u l a r i n c u m b e n t
i s a b s e n t . T e m p o r a r y promotions are intended to be temporary and shall not be used to
circumvent the normal selection process. Temporary promotion rules are as follows:
a. The employees involved shall not acquire any status or rights to the p o s i t i o n s t o w h i c h
t h e y a r e temporarily promoted.
b. Employees may receive additional c o m p e n s a t i o n f o r t e m p o r a r y promotions. In
those cases where additional compensation is provided, Department Heads must
designate the temporary assignment time p e r i o d . E m p l o y e e s m a y b e
compensated at the base range for the temporary assignment position.
6. Approval Levels
T h e s i g n a t u r e / a p p r o v a l l e v e l f o r promotions and temporary promotions is the
Department Head if the position is budgeted and has been advertised.
The City Manager should be contacted if there are any questions.
E.
LATERAL TRANSFERS
A lateral transfer is the assignment of an employee from one position to another position in
the same salary range. Qualified employees may apply for transfers to vacant positions when the
positions are advertised or posted.
Probationary employees generally are not eligible for lateral transfer during the
probationary period. Exceptions may be granted by the City Manager when such lateral
transfer is in the best interest of the City.
The transfer process is described below:
1. Application
Employees applying for positions outside their departments must complete a new
employment application. If the p o s i t i o n i s w i t h i n a n e m p l o ye e ' s department, a
Consideration for Promotion/Transfer Request Form (Appendix G) may be completed in lieu o f
t h e r e g u l a r A p p l i c a t i o n f o r Employment Form (Appendix A).
2. Contacts
Qualified employees referred to the Hiring Department may be contacted by the Hiring
Department for interview arrangements.
3. Transfer Dates
If an employee is selected to fill the vacancy, the Hiring Department shall c o n t a c t t h e
e m p l o y e e ' s c u r r e n t department to establish a mutually a g r e e d u p o n t r a n s f e r
d a t e . T h e department may require the employee to give two weeks’ notice. Transfers must
be effective the first day of a payroll period.
4. Transfer Initiation
The gaining department will initiate a Personnel Action Form (Appendix F) transferring the
employee.
5. Lateral Transfers
Lateral transfers may be implemented at any time for administrative convenience. A qualified
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6.

employee may request a lateral transfer subject to the approval of the Hiring Department
Head.
Approval Levels
The signature/approval level for lateral transfers is the Department Head level if the position is
budgeted and has been a d v e r t i s e d . A p p r o v a l s w i l l b e documented on a Personnel
Action Form (Appendix F). The City Manager should be contacted if there are any questions.

F. DEMOTIONS
A demotion is the assignment of an employee from a position in one class to a position in another
class having a lower maximum salary. Employees qualified to perform lower-level p o s i t i o n
d u t i e s m a y b e a p p r o v e d f o r administrative demotion at their own request. Administrative
demotions may be alternatives to layoffs or terminations resulting from unsuccessful
Performance Improvement Program (PIP) accomplishment. Demotions (other than those
resulting from an unsuccessful PIP) shall not be considered disciplinary actions nor disqualify
employees i n vo l ve d f r o m co n si d e r a t i o n f o r l a t e r advancement. Demotions implemented as
alternatives to layoffs may be fully or partially rescinded at any time. Probationary employees
generally are not eligible for voluntary demotion during the probationary period. Exceptions
may be granted by the City Manager when such voluntary demotion is in the best interest
of the City. The signature/approval level for authorized n o n - d i s c i p l i n a r y d e m o t i o n s i s a t
t h e Department Head level. Approvals will be documented on a Personnel Action Form (Appendix
E). The City Manager should be contacted if there are any questions.
SECTION 3 - APPENDICES
A.
B.
C.
D.
E.
F.
G.

City of Oak Point Application for Employment Form
Applicant Evaluation Form
Degree of Consanguinity Chart
Waiver of Information Form
Criminal History Records Check/ Fingerprinting Form
Personnel Action Form
Consideration for Promotion/Transfer Request Form
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 103
REFERENCE
CHECKS/RECOMMENDATIONS

Initial Effective Date:
June 2012
Date Revised:
June 2015

SECTION 1 - PURPOSE
This policy describes the City of Oak Point’s policies concerning reference checks and
recommendations.
SECTION 2 - POLICIES AND PROCEDURES
A. PROCEDURES FOR REFERENCE CHECKS
1. All requests for information, written or ver b a l , f ro m p er so n s o u t sid e th e Ci ty
concerning job applicants and/or current, retired, or terminated employees
must be referred to the City Manager or Human Resources Manager. Such request
shall include, but not be limited to:
a. Verification of employment for loan and/or credit application.
b. Verification of employment status.
c. Salary verification or information.
d. Verification of work and/or attendance records.
e. Prior work history.
2. W i t h o u t a s i g n e d r e l e a s e , t h e C i t y Manager will release only the dates
of employment, position held and final salary. No one else is authorized to release
such information.
B. PROCEDURES FOR RECOMMENDATIONS
Letters of Recommendation written for a current, retired or terminated employee must be
approved by the City Manager. A copy of t h e l e t t e r s h a l l b e c o m e a p a r t o f t h e
employee’s file.
SECTION 3 - APPENDICES
None referenced.
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 104
PROBATION

Initial Effective Date:
June 2012
Date Revised:
June 2015

SECTION 1 - PURPOSE
To ensure that all newly hired and promoted employees have a fair and equitable probationary
period.
SECTION 2 – POLICIES AND PROCEDURES
This policy establishes probationary period requirements for all City departments. It is the purpose
of the probationary period to provide a time by which both employee and the City can decide
as to the desire to continue regular employment. Probationary employees and City supervisors
should therefore utilize this time to examine all aspects of the job and the respective conduct
of the employee and the City, as well as actual performance of duties and/or choice of action.
A. PROBATIONARY PERIOD
Every person initially appointed to or promoted in City service under a regular appointment
shall successfully complete a probationary period.
1. Term of Probation
Employees shall serve a six-month probationary period. Department Heads have the
option of extending the probation by an additional six months.
2. Unsatisfactory Performance
Unsatisfactory probation-period performance can occur at any time within the probation
period. Unsatisfactory probation-period performance is not part of the disciplinary
process.
a. Prior to dismissal of a probationary employee, a department head shall consult with the
City Manager or Human Resources Manager. The department head, however, has the
final decision. If the decision is made to dismiss the probationary employee, such
dismissal should be initiated with a notice of proposed d i sm i s sa l a n d i n c l u d e t h e
e m ployee’s right to respond to the department head within two (2) work days. The
department head will make the final decision. Employees in their initial
probationary period do not have appeal rights.
b. A promoted employee with unsuccessful probation-period performance may return
to his/her former job type, provided a position is available. If the decision is made to
dismiss him/her, the process should be initiated with a notice of proposed dismissal,
which should include the employee’s right to respond and to appeal (if the promoted employee had passed the initial probationary period with the City).
3. Performance Evaluations
One performance evaluation shall be completed on all probationary employees. The
evaluation shall be given approximately two weeks prior to the end of the six-month
probationary period.
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a. The performance evaluation conducted approximately two weeks prior to the end of the
six-month period is a merit related evaluation. At this time the employee’s status may
be changed from probationary to regular.
b. If the probation is extended an additional six months by the department head, another
evaluation should be completed approximately two weeks prior to the end of the
second sixth month period. This is a merit-related evaluation and the employee’s
status may be changed from probationary to regular.
c. Upon becoming a regular employee, the employee shall be evaluated in accordance with
regular employee evaluation procedures.
4. Personnel Transactions
Newly hired and newly promoted employees generally are not eligible for promotion, lateral
transfer or voluntary demotion during the probationary period. Exceptions may be
granted by the City Manager when such promotion, lateral transfer or voluntary demotion is
in the best interest of the City.
SECTION 3 – APPENDICES
A. Employee Orientation Check Sheet
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 105
ATTENDANCE

Initial Effective Date:
June 2012
Date Revised:
June 2015

SECTION 1 - PURPOSE
This policy describes the City of Oak Point’s policies concerning absenteeism and tardiness.
SECTION 2 – POLICIES AND PROCEDURES
Employees shall be required to be at their places of work in accordance with these
policies and procedures. All departments shall maintain attendance records of employees.
Absenteeism and tardiness on the part of employees increases the workload of fellow employees,
interferes with productivity, and reduces the quality of service.
The absence from work of any employee usually involves the rearrangement of work schedules
and the temporary reassignment of other employees. To accomplish these tasks, sufficient
advance notice of absence is necessary.
Unauthorized absence, failure to return at the expiration of a leave of absence, or being absent
without leave for a period of at least one working day or shift of duty shall be deemed an
automatic resignation. Such a r e s i g n a t i o n m a y b e r e s c i n d e d b y t h e department head if the
employee presents satisfactory reasons for failure to report the absence within three (3) working
days of the effective date of the automatic resignation.
A. PROCEDURES FOR REPORTING ABSENCES
1. To be eligible for paid sick leave, an employee must report his or her absence to the
department head no later than 30 minutes before the employee’s regularly scheduled work
day begins.
2. Proof of Absence. In the case of absenteeism, if the supervisor has reason to suspect
abuse, he or she may require the employee to present satisfactory proof of the need for
the employee’s absence.

None referenced.

SECTION 3 – APPENDICES
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 106
CODE OF CONDUCT

Initial Effective Date:
June 2012
Date Revised:

SECTION 1 - PURPOSE
It is the intent of this policy is to establish guidelines for appropriate work performance and conduct
for City employees.
SECTION 2 – POLICIES AND PROCEDURES
All City employees must conduct themselves in a manner that will build the public trust and
confidence. Every City employee shall comply with the provisions of the City ordinances and all
instructions, rules, and regulations adopted by the City Council or by any person in whom authority
has been vested by the City Council.
A. STANDARDS OF CONDUCT
Below are examples of expectations for appropriate work performance and conduct. It is the
employee’s responsibility to meet all work-related expectations. If he/she does not, disciplinary
action may be appropriate. Some of the specific examples listed below may fit under more
than one of the broader categories. This section provides guidelines only and is not intended to
be an exhaustive or all-inclusive list.
1. Each employee is responsible for performing his/her job in an efficient and safe
manner. Each employee is expected to:
a. Observe all safety laws, rules, procedures and regulations;
b. Use City-provided equipment in a careful manner, in accordance with City and
departmental safety procedures;
c. Safeguard the City’s property and interests;
d. Abide by the City’s Substance Abuse procedure, Human Resources Procedure 124;
e. Obtain and/or maintain all required licenses and certificates necessary to perform his/her
job;
f. Notify supervisor of work-related accidents in accordance with City procedures.
2. Each employee is responsible for conducting himself/herself in a manner that is
respectful of others and worthy of respect from his/her coworkers. Each employee is
expected to:
a. Refrain from harassing or discriminating against another employee or citizen based upon
sex, race, color, religion, creed, age, disability or national origin;
b. Be courteous and respectful to other employees, supervisors and citizens: employees
shall not engage in rude, abusive, insolent, or offensive behavior, speech or
argumentative discussions, even if provoked, and shall not publicly criticize or ridicule the
City, its policies or other employees with disregard for the truth;
c. Maintain a neat, well-groomed appearance and wear his/her uniform or work attire in
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accordance with established departmental procedures;
d. Be truthful in all aspects of the working relationship, including:
1) Procuring employment through honest representation of his/her personal history,
qualifications and physical condition;
2) Providing truthful reports, claims and testimony; when required
3) Not soliciting or accepting favors, gifts, items or services for personal gain;
4) No t sol i cit in g o r a ccep tin g bribes;
5) Use of leave;
e. Conduct himself/herself, both on and off duty, in a manner that is a credit to his/her
department and the city.
3. Each employee is responsible for complying with the laws, regulations and policies of
the United States, State of Texas, City of Oak Point and his/her department. Each employee
is expected to:
a. Respect the property of the City of Oak Point, its citizens and fellow employees (i.e.,
not stealing or vandalizing);
b. Not possess or use firearms, weapons or hazardous materials on city time or
property unless authorized to do so;
c. Make lawful and ethical decisions;
d. Treat privileged and/or sensitive information confidentially unless otherwise authorized.
4. Each employee is responsible for utilizing City time, tools, equipment and vehicles in
accordance with city and/or department guidelines. An employee may not use his/her
official position for personal or financial gain or special privileges, except in the
performance of his/her assigned duties. Each employee is expected to:
a. Report any unsafe working condition, equipment, practice, or accident that he/she
encounters or has at work;
b. Inform his/her supervisor in writing of any pending charges or convictions for
Driving While Intoxicated (DWI), Driving Under the Influence of Drugs (DUID), and/or a
suspension of a driver’s license for traffic violations if the employee drives a City
vehicle, receives a car allowance from the City, or drives a personal vehicle on City
business;
c. Report knowledge of another employee operating a City vehicle/equipment while
under suspension of a driver’s license or working under the influence of alcohol or
drugs;
d. Properly safeguard, maintain and account for city property in accordance with city
procedure;
e. Utilize computer systems and software only in a lawful manner and as authorized;
f. Shall not wear a city uniform and carry and/or display a city identification card or
identify himself/herself in any manner as a City employee while under disciplinary
suspension or while under Administrative Leave with Pay while a disciplinary or dismissal
appeal is pending;
g. Use city time, equipment and personnel for city business unless authorized to do
otherwise: shall not, unless otherwise permitted, read unauthorized material, play
games, watch television or movies, or engage in entertainment while on the job,
except as may be required in the performance of assigned duties, or engage in any other
activity or personal business which would cause the employee to neglect or be inattentive to his/her assigned duties;
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h. Shall not attempt to violate or conspire with another person to violate City, Human
Resources, or departmental policies or procedures.
5. Each employee is responsible for complying with the attendance guidelines and work
hours of his/her position. Each employee is expected to report to work unless
authorized to be absent since absenteeism, regardless of the reason, creates situations
where the workload can become excessive for the remaining employees and can result in a
reduction of service to the public. Each employee is expected to:
a. Report to work at the appointed time and place and be physically and mentally fit to
perform his/her job duties;
b. Work his/her full shift, unless otherwise authorized;
c. Use city time for city business and not engage in personal business while on duty
without authorization of his/her manager/Department Head;
d. Work any shift and location as assigned;
e. Take leave only with proper approval and notice;
f. Be available for working overtime with proper notice and/or responding to emergencies
as required.
g. Remain awake and alert during the work day, except during authorized breaks and lunch
periods or for public safety employees authorized otherwise;
h. Not be absent without authorization, including leaving the workplace or assignment
without authorization: Job abandonment is defined as an unauthorized, unscheduled
absence of three (3) consecutive scheduled working days;
i. Not perform any outside work or engage in extra duty employment on the same
day(s) an employee fails to report for work due to illness or injury.
6. Each employee is responsible for maintaining acceptable work performance. Each
employee is expected to:
a. Use care and caution when performing work duties;
b. Understand the performance criteria for his/her position;
c. Maintain open, two-way communication;
d. Clarify directions with his/her supervisor if unclear;
e. Not engage in horseplay, practical jokes or other disorderly conduct which could
endanger other persons or property, loafing or sleeping on the job unless otherwise
authorized to do so, such as with fire fighters working 24 hour shifts;
f. Not fight, throw things, or engage in any type of violent behavior which could endanger
any person, City equipment, or other property;
g. Comply with all lawful orders of a supervisor;
h. Answer truthfully all questions and provide documents and/or materials related to the
efficiency of the department;
i. Meet all work-related expectations, whether as an individual contributor or team
member, and maintain sufficient levels of competency to perform his/her job duties;
j. Observe all the policies, rules and regulations of the department and/or City and not
commit any act contrary to the good order and discipline of the department and/or
City.
7. Except as provided by law, the following restrictions on political activity shall apply:
a. Employees shall refrain from publicly using their position or influence for or against
any candidate for public office in any jurisdiction;
b. Working hours or City property shall not be used in any way to solicit or receive any
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contribution or political service or to circulate petitions or campaign literature on behalf
of candidates for public office in any jurisdiction;
c. Employees may not seek or hold any appointed or elected office in any situation where
such service would constitute a conflict of interest with City employment. In cases where
a conflict of interest exists, the employee shall resign or be dismissed for cause
upon failure to do so.
8. Employees are prohibited from providing contractual or other services to the City, even if
those services are unrelated to an employee’s regular job duties. Failure to abide by these
restrictions may be severe and may include termination from City employment.
B. NEPOTISM
1. No person related within the second degree by affinity or within the third degree by
consanguinity to any elected officer or the City Manager shall be appointed to serve or
employed in any office, position or other service of the City.
2. No person related within the second degree by affinity or within the third degree by
consanguinity to any other City employee may work in the same department or in any
department where there is a close working relationship within the same or similar functional
area that could affect the health, safety, or welfare of the employee(s) concerned or
the efficient operation of the department(s).
3. This prohibition shall not apply to relatives who are employed as of the effective date of
this Procedure.
4. Should a current employee become a relative of another employee, council member, mayor,
or other elected or appointed official and fall under the provisions of this policy after its
implementation, one of the employees must transfer to another area, resign within four (4)
weeks of the violation, or face termination. If neither employee elects to resign, the
employee with the least seniority will be terminated. This rule applies to full-time, part-time,
regular and temporary positions.
5. All other provisions of Procedure 101 related to Nepotism shall apply.
C. CONFLICT OF INTEREST
City employees are subject to the conflict of interest provisions found in Chapter 171 of the
Texas Local Government Code, as amended. Additionally, the City has adopted the following
provisions regarding conflicts of interest. No current employee of the City or relative shall:
1. Recommend, participate in the decision, including voting or discussion, or participate in the
monitoring or fulfilling obligations of any contract (whether oral or written) for materials,
supplies, or service with the City nor in any sale of any rights or interest in land, if the
employee or relative has a financial interest in such contract rights or interest in land. In such
event, an affidavit specifying the financial interest shall be filed with the record keeper prior
to any discussion on the item and the affected member shall thereafter refrain from
participation on that item.
a. The “financial interest” contemplated under this Subsection requires that the employee
receive an actual financial benefit from the transaction with the City. An “actual
financial benefit from the transaction” shall not include:
1) An ownership in the entity transacting with the City where the ownership interest is
less than one percent (1%).
2) Compensation as an employee, officer, or director of the entity transacting with the
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City where such compensation is not affected by the entity’s transaction with the
City.
3) An investment or ownership in a publicly-held company in an amount less
than ten thousand dollars ($10,000.00).
Represent or appear in behalf of private interests of others before any agency of the City
or any City board, commission or committee, nor shall he represent any private interest of
others in any action or proceeding involving the City nor voluntarily participate on behalf of
others in any litigation to which the City might be party.
Represent or appear in behalf of the private interests of others before the board,
commission, or committee of which he is a member, or before the City Council or other
board on an appeal from such board, commission, or committee concerning such
matter.
Accept any gift or favor from any person that might reasonably tend to influence him
in the discharge of his official duties, or grant in the discharge of his official duties any
improper favor, service or thing of value.
Use his official position to secure special privileges or exemptions for himself or others.
Grant any special consideration, treatment, or advantage to any citizen, individual, business
organization or group beyond that which is normally available to every other citizen,
individual, business organization or group. This shall not prevent the granting of fringe
benefits to city employees as a part of their contract of employment or as an added
incentive to the securing or retaining of employees.
Engage in any outside activities that will conflict with or will be incompatible with his
position as an officer of the City, the duties assigned to him in his employment with the City,
or in which his employment with the City will give him an advantage over others engaged in
a similar business, vocation or activity.
Accept other employment incompatible with the full and proper discharge of his duties
and responsibilities with the City or which might impair his independent judgment in the
performance of his public duty.
Receive any fee or compensation for his services as an officer or employee of the City from
any source other than the City, except as may otherwise be provided by law. This shall not
prohibit his performing the same or other services for a private organization that he
performs for the City if there is no conflict with this duties and responsibilities.

D. DISCLOSURE OF INTEREST
Any officer or employee, whether elected, appointed or hired, who has a prohibited financial
interest in any matter pending before the City shall disclose such interest to other members of
the City Council, committee, commission, or board of which he is a member or, in the case of an
employee, to his supervisor and shall refrain from further discussion of the matter; shall not
be physically present when the subject is discussed in executive session; and shall not vote on
or participate further therein in any manner.
E. CONFLICT OF INTEREST – PAST EMPLOYEE
1. No past employee shall appear before any board or commission or shall represent any
interest on any matter which was considered or pending before said employee or the
department in which he worked for period of one (1) year after the date of termination of
such relationship with the City.
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None referenced.
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 107
OUTSIDE EMPLOYMENT

Initial Effective Date:
June 2012
Date Revised:

SECTION 1 - PURPOSE
This policy describes the City of Oak Point’s policies concerning outside employment.
SECTION 2 – POLICIES AND PROCEDURES
The City of Oak Point shall be the primary employer for all employees for whom benefits are being
supplied. An employee may be employed in any capacity in any other business, trade,
occupation or profession while employed by the City of Oak Point, so long as it is determined that
such employment does not tend to bring the City into disrepute, reflect discredit upon the
employee or conflict with his or her employment or performance as a City employee.
The City recognizes the prerogative of its employees to pursue other employment to occupy their
off-duty hours. However, this must be balanced with the City’s need for full productivity during
working hours and with loyalty from its employees.
Employees may pursue other employment only when it is not in conflict with the
operations and business of the City of Oak P o i n t a n d d o e s n o t i n t e r f e r e w i t h t h e
performance of their work.
Outside employment shall not impair the employee’s availability upon emergency recall by the City.
Outside employment will not be considered an excuse for poor job performance, absenteeism,
tardiness, or refusal to work overtime. Should the outside employment cause or contribute to any of
these situations, it must be discontinued or the employee will be subject to termination from City
employment.
As the primary employer, the employee must recognize the City’s need for flexibility and changing
schedules based upon the demand for services or departmental needs.

None referenced.
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 108
ACCRUAL OF BENEFITS

Initial Effective Date:
June 2012
Date Revised:

SECTION 1 - PURPOSE
This policy describes the City of Oak Point’s policies concerning accrual of benefits.
SECTION 2 – POLICIES AND PROCEDURES
To be eligible for the benefits included within this Manual, an employee must be a Regular Fulltime Employee. Unless otherwise stated within this Manual, Regular Part-time Employees,
Temporary Employees, and Seasonal Employees do not accrue benefits.

None referenced.
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 109
EMPLOYEE BENEFITS PROGRAM

Initial Effective Date:
June 2012
Date Revised:
June 2015

SECTION 1 – PURPOSE
These programs describe the City of Oak P o i nt ’s p o l i ci e s d e si gn ed t o a ssi st a l l
probationary and regular full-time employees and eligible dependents in meeting the
financial burdens that can result from illness, disability, and death, and to assist in planning for
retirement, dealing with job-related or personal problems, and enhance job-related skills. Seasonal,
temporary and any employee other than those identified above are not eligible to receive
benefits under this policy.
SECTION 2 – POLICIES AND PROCEDURES
A. MEDICAL/DENTAL/LIFE INSURANCE
All full-time regular employees are eligible to participate in the City’s medical/dental/life insurance
plan. The cost to provide these benefits to the employee is currently paid by the City, but the
City’s cost participation will be determined on an annual basis. Dependent coverage is available
at the employee’s expense. Benefits under this plan terminate on the date employment with the
City terminates.
B. LONG-TERM DISABILITY INSURANCE
All full-time regular employees are covered by long-term disability insurance. The details of this
coverage are available from the City Manager.
C. UNEMPLOYMENT INSURANCE
All employees are covered under the Texas Unemployment Insurance Program, to which the City
contributes. This Program provides payments for unemployed workers should they be qualified.
D. WORKERS’ COMPENSATION INSURANCE
Workers’ Compensation Insurance is carried for employees of the City through the Texas Municipal
League Intergovernmental Risk Pool to provide payment of medical expenses and for partial
salary continuation in the event of a work-related accident or illness. The cost of such coverage is
paid by the City.
If an employee becomes ill or is injured on the job, the incident must be immediately reported to a
Supervisor to ensure proper medical treatment is obtained. Failure to follow this procedure may
result in the appropriate workers’ compensation report not being filed in accordance with the
law, which may consequently jeopardize the employee’s right to benefits in connection with the
injury or illness.
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E. EMPLOYEE ASSISTANCE PROGRAM
The City of Oak Point’s Employee Assistance Program (EAP) is available to provide assistance to
employees who may be experiencing personal or family problems with alcohol or drug abuse,
financial burdens, marital or other family problems. All employees who feel they may have an
alcohol or drug problem are encouraged to utilize the program’s resources before the problem
adversely affects their job performance or employment status. Participation in the program is
typically voluntary and confidential. However, a supervisor may make a mandatory or formal
referral when some aspect of an employee’s personal life negatively affects his or her performance
on the job.
Participation: Employees may use EAP at their own initiation and without contact with supervisors
or Human Resources.
Mandatory or Formal Referral: A supervisor may make a mandatory or formal referral when
some aspect of an employee’s personal life appears to be negatively affecting his or her
performance on the job. In such cases, the supervisor will contact Human Resources to
determine the need for a referral. If Human Resources agrees with the request, they will
contact the EAP to start the referral process.
Confidentiality: employees and/or dependents seeking assistance through the Employee
Assistance Program are assured that reasonable efforts will be made to provide the services
within the strict principles of confidentiality.
F. CONTINUING INSURANCE COVERAGE
If an employee resigns or is terminated from the City’s employment or if work hours are
reduced, and if this event makes the employee or his/her dependents no longer eligible to
participate in the group health insurance plan, the employee and his/her dependents generally
may have the right to continue to participate for up to 18 months at the employee’s expense,
provided the employee had been covered under the plan for at least 90 days.
E l i g i b l e d e p e n d e n t s m a y a l s o e x t e n d coverage, at their expense, for up to 36
months in the health insurance plan in the event of the employee’s death, divorce, legal
separation, or when a child ceases to be eligible for coverage as a dependent under the terms
of the plan, if the dependent has been covered for 12 or more months. The 18-month continuation
coverage period provided in the event of the employee’s termination or reduction in
working hours may be extended to 36 months for the employee’s spouse and dependent children
if, within that 18-month period, the employee dies, or becomes divorced or legally
separated, or if a child ceases to have dependent status.
If the employee or his/her dependents elect to continue as members of the City’s plan, the
employee will be charged the applicable premium charged the City by the carriers plus an
additional 2 percent. The premium is subject to change if the rates being charged the City
increase or decrease.
Continuation coverage may end, however, if any of the following events occur: (1) failure to make
timely payments of all premiums; (2) assumption of coverage under another group
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health plan which does not exclude or limit coverage provided to the employee on account of a
preexisting medical condition; or (3) the City’s termination of its group health plan. If the employee
enrolls for Medicare, he/she will no longer be eligible for continued coverage.
The City’s plan administrator will contact the employee concerning these options at the time
termination occurs or work hours are reduced. The plan administrator will contact the
employee’s qualified beneficiaries in the event of death or enrollment for Medicare benefits.
However, in the event of divorce or legal separation, or if a dependent ceases to be eligible for
coverage under the group health plan, the employee and/or dependent is r e s p o n s i b l e
f o r c o n t a c t i n g t h e p l a n administrator to discuss continuation rights. The employee and
qualified beneficiaries are also responsible for notifying the plan administrator within sixty days of
qualifying for social security disability benefits. For further information, please contact the plan
administrator.
G. RETIREMENT PLAN
The City is a member of the Texas Municipal Retirement System (TMRS) Five Year Vesting
Plan. Participation in TMRS is mandatory for all full-time regular employees. All employees
are encouraged to begin planning for retirement early so that the City retirement benefits,
benefits from the federal government’s social security program, and income from personal
investments can grow together to provide future financial security.
The City’s retirement plan is designed to provide monthly benefits when employees retire.
The amount of benefits received d e p e n d s o n , a m o n g o t h e r t h i n g s , t h e employee’s
income and years of credited service with the City.
H. WORKERS’ COMPENSATION SALARY SUPPLEMENT
Any employee (excluding temporary, part-time, seasonal or other irregular employee) who is
unable to work due to an occupational injury will be eligible to receive supplemental pay.
Supplemental pay shall be the difference between the amount paid by Worker's Compensation and
the employee's net pay.
1. Procedure
a. All injuries, incidents or accidents must be reported to the employee's supervisor
immediately. Supervisors, in turn, must complete a TWCC-1 F o r m (A p p e n d i x A )
a n d h a ve i t delivered to the City Manager or Human Resources Manager within 24 hours
of the time and date of the incident.
b. Any employee involved in an on-the-job injury (OJI) which results in absence from the job for
one or more days will be placed on injury leave.
c. Employees absent from the job for l e ss t h a n e i gh t (8 ) d a y s w i l l b e provided his/her
regular pay for that period. However, should an employee miss eight (8) or more calendar
days due to an OJI, Worker's Compensation will pay his/her salary for the first seven (7)
calendar days. Any check received from Worker's Compensation must be presented to the
City Manager for verification of supplemental pay benefits.
d. The injured employee must notify t h e A d m i n i s t r a t i v e S e r v i c e s Coordinator and
his/her supervisor of a l l t r e a t m e n t r e c e i v e d a n d requirements imposed by the
attending physician. (Signed medical statements shall account for all time missed or to be
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missed from work.)
If an OJI results in an employee being absent from work (as specified b y th e atte ndin g
ph ysi cian ), th e e m p l o y e e m u s t c o n t a c t h i s / h e r supervisor immediately and,
thereafter, report to his/her supervisor on a weekly basis, or as otherwise directed by
the City Manager.
Salary supplement may be provided when the attending physician certifies in writing that an
employee is unable to return to work because of the OJI.
Salary supplement benefit shall automatically terminate at the end of six (6) months from
the first day the employee is unable to work.
OJI shall be defined as an injury to the physical structure of the body, and any subsequent
aggravation that occurs while the employee is performing w i t h i n t h e s c o p e o f
h i s / h e r employment.
Injuries which occur while engaging in HORSEPLAY, while I N T O X I C A T E D , d u r i n g
a n employee’s voluntary participation in any off-duty recreational, social, or athletic activity
sponsored by the City, or while attending to PERSONAL matters shall not be deemed as
OJI and are therefore not qualified for the benefit. However, such injuries may be
covered under the employee’s personal medical insurance plan.
If for any reason a repeated injury is denied by the City Manager, any lost time will be
charged against sick leave, vacation leave, compensatory time or leave without pay. In
no case will the City pay medical bills for a claim which is denied.
Salary supplement shall not be charged against sick leave, vacation leave, or compensatory
leave time.
While on injury leave, which is the six (6) month period of time in which the employee is
eligible for salary supplement, the employee shall not earn vacation and sick leave.
Upon appr oval of the Cit y Manager, an employee who has been d i s q u a l i f i e d
f r o m r e c e i v i n g supplemental benefit pay may use his/her accrued sick or
vacation leave or compensatory leave time to make up the difference between
his/her regular net pay.
Failure to report an OJI to the immediate supervisor by the end of the work shift on the day
of the injury will result in the employee being ineligible for receipt of salary supplement. A n
e m p l o ye e w h o r e t i r e s, r e si gn s, is laid off, or discharged will not be eligible to receive
salary supplement beyond the effective date.
In accordance with applicable law, the City Manager may require an
injured employee (in addition to medical treatment secured under Worker's
Compensation) to submit to examination and treatment at the City's expense by a physician
or psychologist selected or approved by the City Manager as a condition to continue
to r e c e i v e s u p p l e m e n t a l p a y . A n y employee who refuses to submit to such
examination or diagnostic testing, x-rays, surgical procedures or other treatment as
prescribed and/or recommended by the provider of services to identify, diagnose,
treat or cure the injury shall forfeit all rights to any further treatment.
An employee who fails to keep medical appointments will be
considered to have refused treatment or examination and shall forfeit any further
supplemental payments. The City Manager may reinstate such payments, although all
suspended payments will remain forfeited.
E m p l o ye e s r e ce i vi n g su p p l e m e n t a l pay shall be encouraged to work light duty
assignments, provided that m e a n i n g f u l l i g h t d u t y w o r k i s available and the
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attending physician c e r t i f i e s t h a t t h e e m p l o y e e i s p h y s i c a l l y a b l e t o
p e r f o r m t h e proposed assignment. Following the termination of supplemental pay,
employees shall not be eligible for further light duty assignments.
2. Termination of Salary Supplement
Supplemental benefits may be terminated for the following reasons:
a. Failure to report the OJI, incident or accident as specified by this policy.
b . F a i l u r e t o k e e p m e d i c a l appointments (payments may be reinstated if the
employee later s u b m i t s t o e x a m i n a t i o n a n d treatment; however, employee will n o t
b e e n t i t l e d t o r e c o v e r suspended payments).
c . Working for pay at any job not approved by the City Manager and specifically recommended
by the attending physician.
d . Resignation or discharge for any reason, retires or dies while on injury leave with pay
status.
e . Failure or refusal to comply with or follow the instructions of the attending physician
regarding the injury, or disregard or violation of same.
f . Refusal to perform limited, partial, or part-time duty in the same or comparable pay
classification to that which employee is regularly assigned, when such has been
a u t h o r i z e d b y t h e a t t e n d i n g physician and offered by his/her Department Head
or the City Manager.

A. TWCC-1 Form

SECTION 3 – APPENDICES
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 110
HOLIDAYS

Initial Effective Date:
June 2012
Date Revised:
November 2020
Resolution #2020-11-026R

SECTION 1 – PURPOSE
This policy describes the City of Oak Point’s policies concerning holidays.
SECTION 2 – POLICIES AND PROCEDURES

A. POLICIES
The following holidays are declared official holidays for regular full-time and regular part-time
employees:
New Year’s Day
Martin Luther King Day
Presidents Day
Good Friday
Memorial Day
Independence Day
Labor Day
Veterans Day
Thanksgiving
Friday after Thanksgiving
Christmas Eve (or other Winter Holiday designated by the City Manager)
Christmas Day
One Personal Holiday
A holiday shall be defined as a period of (8) hours at straight rates. Holidays occurring on Saturday
will be observed on the preceding Friday, and holidays occurring on Sunday will be observed on the
following Monday.
All regular employees are eligible for holidays after completion of one day of work.
Regular part-time employees who work twenty (20) hours per week or more shall be entitled
to holiday pay at a rate equivalent to the budgeted pay classification of one-half (½).
Seasonal and temporary employees will be paid their regular rates on a holiday only if required
to work.
B. ADMINISTRATIVE PROCEDURES
1. Working on Holidays
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(A) All non-exempt employees who are required to work a designated holiday shall be paid a
rate that is equal to one and a half times their normal hourly rate for every hour
worked up to eight (8) hours. For any hours worked in excess of eight (8) hours on a
designated holiday, a non-exempt employee shall be paid at their normal hourly rate.
(B) When the holiday and regular day off occur on the same day, those non-exempt
employees who are scheduled off duty on that day will be entitled to additional pay for
eight (8) hours at regular rates.
Personal Holiday
(A) The one personal holiday may be taken after completion of the probation period. All nonexempt employees shall be paid for (8) hours at regular rates for the personal holiday.
Unpaid Leave of Absence – Holidays
(A) An employee who has an unauthorized absence on the day immediately preceding or
following a holiday will lose pay for the holiday as well as for the
unauthorized absence.
(B) A n e m p l o y e e a b s e n t w i t h o u t permission when scheduled to work a holiday will
not receive holiday pay and is subject to disciplinary action.
(C) Employees on an extended unpaid leave status (authorized or unauthorized) will not
receive holiday pay.
Termination – Holidays
If the last day of employment falls on the holiday, the employee will not be paid for that
holiday.
Holiday Pay for Worker’s Compensation and Short-Term Disability
An employee on worker’s compensation or on an approved short-term disability leave will
receive holiday pay only when the employee would have normally been authorized to be
paid for that holiday.
R e l i g i o u s o r O t h e r N a t i o n a l Holidays
With leave approved by the department head, a n e m p l o y e e m a y r e q u e s t o n e o f
t h e following:
(A) Request authorized leave with pay,
(B) Request charged to compensation time off, or
(C) Vacation time off.
Misuse of Holidays
Holiday benefits will not be paid for the same time an employee receives sick leave pay,
vacation/bonus time pay, death in the family leave pay, or any other paid leave benefit.
NOTE: If a holiday puts the total number of hours over the normal payroll period amount, the
overtime policy may apply.

None referenced.
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 111
VACATION TIME

Initial Effective Date:
June 2012
Date Revised:
October 2021
Resolution #2021-10-031R

SECTION 1 – PURPOSE
This policy describes the City of Oak Point’s policies concerning vacation time for all city employees
unless specifically superseded by an employment agreement.
SECTION 2 – POLICIES AND PROCEDURES

A. VACATION
1. It is the policy of the City of Oak Point to provide vacation pay and hours to all regular
full - time employees. Vacation hours for eligible employees are accrued each bi-weekly pay
period. Pay in lieu of taking vacation is not permitted except by council approval in special
circumstances and upon termination, if requirements referred to regarding separation
in this manual are met, and only those employees who have successfully completed twelve
(12) full months of consecutive employment are eligible.
2. An employee is not eligible to use vacation hours until he or she has completed six (6) full
months of consecutive, regular full-time employment. Vacation hours may not be
used in advance of the hours being accrued. The amount of vacation time that an employee
accrues is based on the number of years an employee has been employed with the City. The
chart included in Section 3(A) of this Chapter shows the amount of vacation time that
employees accrue each bi-weekly pay period.
3. Vacation is paid at the employee’s base pay rate at the time of the vacation. Vacation
leave is not considered time worked for purposes of performing overtime calculations.
4. The intent of this vacation benefit is to provide time away from the work environment to
pursue activities that will promote the well-being of the individual and good physical, mental,
and emotional health. In accordance with this provision, employees are encouraged to
use a substantial portion of their vacation leave each year.
B. MAXIMUM CARRY-OVER (as of 12/31 of each calendar year)
Vacation leave shall not accrue beyond the maximum limits. The maximum accrual limits are
180 hours for non-exempt employees, 240 hours for Public Safety employees and 270 hours for
exempt employees as of 12/31 each calendar year. Any vacation hours accrued above the
maximum limits shall be forfeited.
NOTE: Because vacation time is currently awarded on an employee’s anniversary date, any vacation
accrued for the past year will be prorated and awarded to employees upon the adoption of this
policy. If the prorated leave causes an employees’ vacation balance to exceed the maximum limits,
the employee will have one calendar year to reduce their leave balance below the maximum limits.
Any vacation leave that is above the maximum limits and not used during the calendar
year shall be forfeited.
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C. PART-TIME SEASONAL AND TEMPORARY EMPLOYEES
P a r t - t i m e , s e a s o n a l a n d t e m p o r a r y employees shall not accrue vacation time or be
entitled to vacation time pay upon separation.
SECTION 3 – ADMINISTRATIVE PROCEDURES

A. ACCRUAL
1 . On each bi-weekly pay period, employees will accrue vacation time based on the number
of years an employee has been employed with the City and as shown in the following table:
Time of Service
Up to 5 Years
5-10 Years
10-15 Years
Over 15 Years

Total Annual Leave
12 Days
15 Days
20 Days
25 Days

Bi-Weekly Accrual Rate
3.7 hours
4.6 hours
6.1 Hours
7.6 Hours

After having completed six (6) full months of consecutive, regular full-time
employment, a n e m p l o y e e w h o t e r m i n a t e s employment with the City of Oak Point in
c o m p l i a n c e w i t h t h e C i t y ’ s H u m a n Resources Policies may be paid for any
accrued but unused vacation hours up to one hundred eighty (180) hours for non-exempt
employees, two hundred forty (240) for Public Safety employees and two hundred seventy (270)
for exempt employees, provided the employee complies with the Non-Disciplinary Separation
Policy.
2. An employee terminated for cause (as determined in the City’s sole discretion), who resigns in
lieu of termination, or who terminates their employment without following the Human
Resources Policies forfeits any right to be paid for accrued vacation leave.
3. Vacation/bonus time will not accrue during an employee’s extended unpaid leave of
absence.
25 SCHEDULING
1. The designated supervisor of the employee must approve all vacation and bonus time,
giving due consideration to the needs of the City and the ability of the remaining staff to
perform the work of the department. It is requested that each em p l o y e e g i ve h i s o r
h e r su p e r vi s o r t h e maximum notice possible. If taking more than one day of
approved time, an employee must make the request at least three (3) working days in
advance. The circumstances of individual departments may require that more advance
notice be necessary in order to arrange such leave. Vacation time is not to be used in lieu
of sick time when the employee has accrued sick time.
2. A supervisor may approve one (1) day or less of vacation:
(a) The employee makes his request prior to the start of the affected work shift (unless
the emergency arises during the shift); and
(b) The reason for the request is reasonable and of an emergency nature and does not c r e a t e
a n u n d u e h a r d s h i p o n t h e department.
3. Official holidays observed by the City while an employee is on approved paid vacation
leave may be treated as a holiday under the City’s Holiday Policy. Additionally, an employee who
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qualifies for use of sick leave during a scheduled vacation leave may be permitted to use sick
leave instead of vacation leave for a qualifying absence. In such an instance, the
employee must notify his/her supervisor immediately rather than waiting until the employee
returns to work. Supporting documentation will be required in such cases. Vacation time
may be requested to be taken in minimum intervals of thirty (30) minutes.
4. The maximum amount of continuous vacation time which can be granted to an employee at
one time is two (2) calendar weeks, unless approved otherwise by the Department Head.
26 MISUSE OF VACATION/BONUS TIME
Vacation time benefits will not be paid for the same time an employee received sick leave
pay, holiday pay, death in the family leave pay or any other paid leave benefit.

None referenced.

SECTION 3 - APPENDICES
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 112
SICK AND OTHER TYPES OF LEAVE

Initial Effective Date:
June 2012
Date Revised:
June 2015

SECTION 1 – PURPOSE
To provide a uniform sick leave benefit policy.
SECTION 2 – POLICIES AND PROCEDURES
This procedure describes the methods used by the City of Oak Point to provide uniform leave benefits.
The procedure covers sick leave, military leave, bereavement leave, jury/court duty, administrative
leave, unauthorized leave, and inclement weather absences.
A. SICK LEAVE
Sick leave is paid time away from work due to an employee’s illness or injury that prevents
him/her from working, for visits to the doctor or dentist, or to care for certain family members who are
ill or injured. Employees who are unable to work due to illness or injury or other situations covered by
this policy must immediately notify the appropriate supervisor in accordance with the procedures
adopted by their Department.
1. Regular Full-time Employees
All regular full-time employees accrue 3.7 hours of sick leave on each bi-weekly pay period. To
accrue sick leave for the month, the employee must be employed on or before the 15th day of
the month and be in continuous pay status for at least half the month.
2. Full-time to Part-time
Part-time employees do not receive sick leave. Any full-time employee transferring to a parttime position will be required to relinquish accrued sick leave. Such leave will be relinquished in
accordance with #10 of this policy “Employees’ Separation/Termination Pay” below.
3. Accumulation
The maximum amount of sick leave that may be accumulated for regular full-time employees is
720 hours (90 work days). No sick leave shall be earned during any calendar month that an
employee is absent from duty on sick leave, military leave, worker’s compensation leave or
leave without pay for more than 10 working days.
4. Authorized Use of Sick Leave
For the employee. Accrued sick leave may be used for absences due to the employee’s
personal illness, accident, injury that prevents him/her from working, or birth of a child (if the
employee physically gave birth; otherwise use of sick leave for child birth falls under the
section below). S i ck l e a v e m a y a l so b e u se d b y employees for doctor and dentist
appointments.
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F or th e emp lo yee’ s i mmedi at e family. Sick leave may also be used for absences when the
employee is needed to care for a member of his or her immediate family who is ill or injured.
For purposes of this policy, “immediate family” is defined as the employee’s parent/stepparent,
current spouse, and children/stepchildren. S i ck l e a ve m a y a l so b e u sed b y employees if
necessary to attend their immediate family’s scheduled doctor and dentist appointments. Leave
for eligible family members shall not exceed six weeks annually.
Failure to Report Absence / Abuse of Sick Leave. Supervisors closely m o n i t o r u s e o f si c k
l e a v e . It i s anticipated that employees using paid C i t y s i c k t i m e f o r t h e i r o w n
illness/injury or that of a family member will use their sick leave time to recuperate or care
for their family member. Brief limited errands, trips to the doctor, hospital stays/visits, or
similar absences that are not in conflict with the reason for the employee’s absence from work
which take the employee away from the home are acceptable, but other personal pursuits during
paid sick leave will generally be considered an abuse of this policy. Abuse of sick leave, including
use of sick leave for anything other than an illness, injury, or doctor/dentist appointment as provided
for in this policy, will likely result in immediate disciplinary action, up to and including termination of
employment, and may also render the employee ineligible for paid sick leave benefits. Employees on
sick leave, whether paid or unpaid, may not work a second job during the period of leave, even if
they have written authorization from their Department Director to work a second job. The only
exceptions to this policy must be obtained in writing from the Department Director and the City
Manager.
5. Eligibility
An employee is not eligible to use sick l e a v e h o u r s u n t i l h e o r s h e h a s successfully
completed the initial probationary period. Sick leave hours may not be used in advance of the
hours being accrued. Sick leave must be used in minimum increments of thirty (30) minutes.
6. Notification
An employee must make direct contact by phone with their supervisor, as soon as possible, but
no later than 30 minutes before the beginning of their scheduled shift, to use sick leave. If
the supervisor is not available, the employee must speak to the on-duty supervisor. Failure to give
the required notice may result in the employee not being paid for missed time, being
declared absent without leave, and/or subject to disciplinary action.
If the employee is absent or tardy, it is the employee’s responsibility to personally contact his/her
supervisor each day unless the requirement is expressly waived by the supervisor as set out below.
Once the supervisor receives the physician’s statement, a determination will be made by the
supe rvi sor a s to the e mpl o yee ’s continued reporting schedule. It is the employee’s
responsibility to comply with the reporting schedule. The supervisor has the discretion to send
an on-duty employee home if the e m p l o y e e i s d e e m e d u n a b l e t o satisfactorily perform the
job due to illness or injury, or the employee’s illness may affect the performance of other
workers. Full time employees will receive pay for each day of approved sick leave based on the
hours they are scheduled to work.
7. Documentation
D e p a r t m e n t H e a d s o r t h e C i t y Manager may require satisfactory p r o o f o f i l l n e ss
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a t a n y t i m e t h e employee is away from the office using sick leave. The Department
He ad or Cit y Man age r ma y a lso require a statement from the attending physician of the need
for an employee to remain at home to attend to a sick child, spouse or parent. A Department Head
or City Manager may disallow use of sick leave in the absence of satisfactory proof of need.
A Department Head or City Manager may require the employee to furnish a statement from the
attending physician confirming the employee’s ability to resume his/her job duties before
permitting the employee to return to work.
An employee may also be required to present satisfactory proof or family relationship and/or
satisfactory proof of a family member’s illness, injury, and/or doctor/dentist appointment if the
employee wishes to use accrued sick leave to care for a family member. If the employee fails to
present such proof in a timely manner, use of sick leave will be disallowed and no other p a i d l e a v e
m a y b e u s e d f o r t h e absence. Abuse of sick leave will likely result in discipline, up to and
including termination of employment.
8. Illness While on Vacation
Employees who become ill or are injured during vacation may request that the vacation be
terminated and the illness or injury time be converted to sick leave.
9. Exhaustion of Sick Leave
If approved by the supervisor and the City Manager, employees may use accrued vacation leave
or leave of absence without pay if an employee h a s no a ccr u ed si ck l e a ve t i m e . Official
holidays observed by the City while an employee is on approved paid sick leave will be treated as a
paid holiday rather than a day of sick leave, if the employee is eligible for the paid holiday. Under
certain circumstance a n d w i t h t h e a p p r o v a l o f t h e supervisor, the employee may alter
his/her work schedule to attend to medical or dental appointments. This is acceptable
provided that work time is accurately recorded on the time sheet for the week or work cycle in
w h i c h t i m e m a n a g e m e n t w a s approved. Under no circumstances can time
management extend beyond the affected work week or work cycle.
10. Employees Separation/Termination Pay
Employees will be eligible to receive pay for a maximum of 40 hours of unused sick leave
upon retirement, transfer to a part-time position or termination provided that the employee
complies with the notice requirements outlined in the Nondisciplinary Separation Policy.
B. MILITARY LEAVE
1. Zero to 120 Hours
Employees are entitled to military leave with pay in accordance with state and federal laws
for a cumulative maximum of 120 hours (15 days) in any federal fiscal year (October September). This includes both active duty training and regular active duty. The term "with
pay" means full and regular pay for days and times the employee would ordinarily have been
working. Employees must notify their supervisors before their pending duty.
2. 120+ Hours
Page 37 of 146

E m p l o y e e s w i t h m i l i t a r y l e a v e extending beyond the 120 hours (15 days) will be treated
as employees in non-pay status. Should employees have accrued vacation leave, they may
request any part of it through their supervisors. This will not affect their military leave status.
3. Duty Verification
Employees shall provide written performed duty verification as soon as possible, but no later
than their return to work. Verification is necessary in order to confirm payment of military
pay and to confirm any veterans' reemployment rights. Verification may include, but is not
limited to, orders, drill letters, training schedule and signed duty verification from the officer in
charge.
C. BEREAVEMENT LEAVE
Department Heads or the City Manager, after ascertaining the exact circumstances, may grant a
regular full-time employee up to 24 work hours of paid leave for deaths within the employee's
immediate family. (For the purpose of bereavement leave, a “family member” shall be defined as a
spouse, parent*, parent-in-law, child*, brother*, sister*, brother-in-law, sister-in-l a w , s o n - i n l a w , d a u g h t e r - i n - l a w , grandparent*, grandchild* or grandparent-in-law.) Vacation or sick leave
may be used to supplement bereavement leave, upon request and approval. Employees may be
required, at the discretion of the Department Head, to present proof of immediate family death. *Also
includes step-.
D. JURY/COURT DUTY
Employees required by summons to report for jury duty (including grand jury duty), or who are
impaneled as a juror or alternate, shall receive their regular pay during the time period directly
related to jury duty (not to exceed 40 hours of jury duty pay per week).
1. Regular Pay
Employees requesting regular pay for work time spent on jury duty must present proof of
attendance from the presiding court before pay can be issued. U p o n r e l e a s e f r o m j u r y
d u t y , e m p l o y e e s m u s t r e t u r n t o t h e i r assigned work location. Employees failing to return
to work during their normal work hours are subject to disciplinary action.
2. Official City Business
Employees who are subpoenaed to appear in court or before any other judicial or administrative
body for and on behalf of official city business or on behalf of the county, state or federal
government for services related to city d u ti e s, sh a l l b e co mp e n sate d i n a ccord an ce with
th e pro ce dur es specified under this Section. Employees requesting regular pay shall provide
a copy of the subpoena and, if available, proof of attendance b y t h e c o u r t o r
r e s p e c t i v e administration body.
3. Personal/Private Business
Employees will not be paid for time off to conduct personal or private legal business. Vacation or
compensatory time may be used if approved by the Department Head.
E. ADMINISTRATIVE LEAVE
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1. With Pay
E m p l o y e e s m a y r e c e i v e p a i d administrative leave for official business or other
work-related matters as designated by the Department Head or City Manager. Other authorized
purposes may include, but not be limited to, voting in official elections, investigative
proceedings, jury duty, professional conferences, conventions, t r a i n i n g a c t i v i t i e s ,
l e g i s l a t i v e proceedings, civic functions or any other purpose deemed to be in the City’s
best interests.
2. Without Pay
Administrative leave without pay will be utilized when employees have:
(a) exhausted all accrued paid leave, or
(b) been placed on such leave by department heads/division managers.
Employees in “leave without pay” status for 80 hours or more will not a ccr u e b e n e f i t s f o r
t h a t p e r i o d . Employees may pay for continuing health insurance coverage.
F. UNAUTHORIZED LEAVE
Employees failing to report for duty or failure to remain at work as scheduled without
proper notification, authorization or e xcu s e sh a l l b e co n s i d e r e d t o b e o n unauthorized
leave of absence and shall not be in pay status for the time involved. Unauthorized leave of absence
constitutes abandonment of duties and can result in dismissal.
G. INCLEMENT WEATHER
City services will be maintained during inclement weather, such as heavy snow or ice storms, and
all employees are expected to report to work. The City Manager may determine that offices will be
closed based on conditions*. If the City Manager declares the office open any employees unable to
report to work due to poor road conditions or other weather-re l a t ed p ro b l e m s h ave
t h r ee op t i on s available in order to be paid for hours missed:
•
•
•

Make up the time during the same pay period;
Use accrued vacation leave. If an employee has no vacation leave, accrued sick leave may be
used; or
Use compensatory time.

Prior Department Head or City Manager approval shall be obtained before any of these options
may be utilized. *All essential personnel will be required to report to work (Ex: Police, Fire and
Public Works) if it is a regular scheduled shift or the conditions require extra employees on duty.

None referenced.

SECTION 3 - APPENDICES
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 113
FAMILY AND MEDICAL LEAVE

Initial Effective Date:
June 2012
Date Revised:

SECTION 1 – PURPOSE
To provide employees with family and medical leave benefits.
II.
POLICIES AND PROCEDURES
In accordance with the Family and Medical Leave Act of 1993 (FMLA) the City of Oak Point will provide
up to twelve (12) weeks of unpaid leave in a twelve-month period. This benefit will be offered to eligible
employees for the following reasons:
1. Birth of a child;
2. Upon placement of a child for adoption or foster care; and
3. In cases of a serious health condition of an employee or of an eligible family member.
Time taken for Reason #1 or Reason #2 must be completed within twelve (12) months of the occurrence.
A. ELIGIBILITY
Employees must have worked for the City at least twelve (12) months and must have worked for the City
at least 1,250 hours during the twelve (12) months prior to the request for family and medical leave
(FML). In determining the amount of family medical leave available to an employee, the City will
consider any family medical leave taken in the twelve (12) months prior to the date the requested leave
is to begin.
B. JOB SECURITY
Employees taking leave under the FMLA will be allowed to return to the same or equivalent position
upon returning to work. Any employee taking family and medical leave due to their own serious health
condition may be required to provide a completed Notice of Intent to Return from Leave form (refer to
Appendix C).
C. CONTINUATION OF MEDICAL BENEFITS
While the employee is on family medical leave, the City will continue to provide the employee with
health, and dental insurance benefits. These benefits will be provided to the employee under the same
conditions as if the employee was actively working. The employee must continue to pay applicable
premiums, co-payments, deductibles and other out-of-pocket expenses (including premiums for
dependent coverage, if any).
Any employee taking family medical leave must work with the City Manager to determine a written
schedule for paying insurance benefit premiums. The meeting shall take place prior to the employee
taking family medical leave. When an employee is placed on unpaid FML, the city will continue eligible
employees’ health care benefits including medical benefits and dental insurance. During the period of
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unpaid FML, the employee receives the same benefits and has the same payment obligations as
employees who are working. This means that employees on unpaid FML must make arrangements with
the City Manager to continue paying their share of any premiums, if any. A 30-day grace period for
payment of premiums will be provided before coverage is affected.
An employee who is on unpaid family medical leave and chooses not to pay, or agrees but fails to pay,
insurance premiums, shall have insurance benefits cancelled for non-payment of insurance premium.
An employee whose insurance benefits are cancelled (due to non-payment of premium) shall, upon
returning to work (full-time), have insurance benefits restored as if there was no break in coverage.
Insurance benefits for the employee will be restored without the employee having to meet any
qualifications, take a physical examination or satisfy pre-existing conditions.
D. FAILURE TO RETURN TO WORK
The City may require any employee who fails to return to work after using family medical leave to
reimburse the City for any insurance premiums paid by the City to maintain the employee’s dependent
health and/or dental coverage.
E. BENEFIT ACCRUAL
Any employee on unpaid family medical leave or on family medical leave using extended sick leave will
not accrue vacation or sick leave (refer to Procedure 107).
F. NOTIFICATION OF NEED
Employees are required to give thirty (30) days’ notice (when possible) to their supervisors of intent to
take family medical leave. If 30-day notice is not possible, notice should be provided immediately upon
need determination.
G. MEDICAL CERTIFICATION
Any employee requesting family medical leave for a serious health condition of the employee or of an
eligible family member shall complete a Certification of Health Care Provider form (refer to Appendix A).
The certification form must be completed by the patient’s health care provider(s) and must contain at
least the following:
1.
2.
3.
4.

Date condition began;
Probable duration of condition;
Appropriate medical facts about the condition; and
Statement that the employee is needed to care for the ill family member or, in the case of their
own illness, is unable to perform their job.

The City may, at its expense, require a second opinion from a health care provider of its choice. If the
opinions of the two health care providers conflict, the City may require, at its expense, a third medical
opinion from a health care provider mutually agreed upon by the employee and the City. The third
opinion shall be considered final and binding on both the employee and the City.
H. REDUCED WORK SCHEDULE
Any employee placed on a reduced/intermittent work schedule while on family medical leave must
provide their department head with a completed certification form (Appendix A). The medical
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certification must be completed by the patient’s health care provider. The form shall state that
intermittent leave is medically necessary and must specify the approximate length of time the employee
will be on a modified work schedule.
When an employee requests intermittent leave or a reduced work schedule, the employee may be
temporarily transferred to alternative positions with equivalent pay and benefits. The purpose of the
transfer is to better accommodate recurring leave periods.
I. CONFIDENTIALITY
To protect employee’s privacy, the certifications will be treated as confidential medical records and will
be disclosed only on a strict need-to-know basis.
J. EMPLOYEES’ RESPONSIBILITIES
Employees on family medical leave may be required to report their medical status and/or intent to
return to work to their department head or the department head’s designee at least every two weeks.
K. RECERTIFICATIONS
Recertifications from a health care provider may only be required from the health care provider every
thirty (30) days.
L. USE OF PAID LEAVE
Accrued sick and vacation leave or other paid time must be used prior to taking unpaid family medical
leave (administrative leave without pay. In the case of family and medical leave, the department shall
send notification to the employee, with a copy to the City Manager, designating the time off as family
medical leave.
M. MANAGERS’ RESPONSIBILITIES
Requesting family medical leave and designating the same is a process that requires interaction by the
employee and supervisor. Because employees may not always use the specific term “family and medical
leave”, upon the employee’s request for leave, it is the responsibility of the employee to discuss the
reason(s) for the leave and the manager to determine whether they meet FMLA guidelines. As soon as
possible, the employee shall inform their supervisor when he/she needs to take family medical leave
(complete Appendix B, Application for Family and Medical Leave). Supervisors should review the
circumstances of the leave to determine if it should be considered family medical leave. At the time an
employee begins taking leave that would qualify as family medical leave, the manager should notify the
employee, in writing, that the leave will be treated as family medical leave. The manager shall record
when the leave began and how long it is expected to last. This documentation is critical in determining
when the 12-week maximum family medical leave has been reached during each consecutive twelvemonth period.
It is the responsibility of the employees’ managers to track the family medical leave that their employees
take. If an employee requests leave for family and medical purposes that necessitates time off without
pay (i.e., all applicable accrued paid time has been exhausted), his or her manager must generate a
Personnel Action Form (PAF), indicating in the PAF “Comments” section that the leave without pay is for
family and medical purposes. The employee should receive a copy of the PAF designating the time off as
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unpaid family medical leave. If an employee has taken leave for family and medical purposes within the
prior twelve months, this should be noted in the "Comments” section, along with the dates the leave
was taken. This will document that the total amount of family and medical leave (unpaid in addition to
paid) does not exceed the 12-week maximum.
NOTE: Use of the PAF is mandatory for unpaid family medical leave. In some cases, employees may
have more than 12 weeks paid time accrued. Because the City's leave policy is more generous than
what FMLA requires, paid leave in excess of twelve (12) weeks is not a concern unless unpaid leave is
also required.
N. DEFINITIONS
1. Child
For the purpose of this policy, child is defined as a biological, adopted or foster child, stepchild,
child of an employee who is standing in loco parentis (see 29 CFR, Part 825, Section 825.113) or
legal ward of the employee. The child must be under 18 years of age or 18 years of age or older,
but incapable of self-care because of a mental or physical disability.
2. Eligible Family Member
Employee’s child, stepchild, parent, stepparent and spouse.
3. Health Care Provider
Includes doctor of medicine or osteopathy, podiatrist, dentist, clinical psychologist, optometrist,
chiropractor, nurse practitioner and nurse-midwife. The health care provider must be
certified/licensed to practice in the state in which the treatment is being administered.
4. Serious Health Condition
An illness, injury or impairment or physical or mental condition that involves in-patient care in a
hospital, hospice or residential medical care facility, or for which continuing medical treatment is
required.
O. COORDINATION WITH WORKERS’ COMPENSATION BENEFITS
In those cases where the employee is eligible for FML and Workers’ Compensation (WC) these benefits
shall automatically run concurrent. This coordination shall occur when an employee sustains a serious
work related injury resulting in hospitalization, or misses more than three (3) workdays (in excess of 4
hours a day) due to a compensable work related injury.
1. Notification Procedure: The injured employee must submit a completed incident report to the
City Manager. This report shall be submitted within twenty-four (24) hours and will serve as
official notification to the City Manager or Human Resources that an incident has occurred.
Upon receiving the completed incident report the City Manager or Human Resources shall notify
the employee’s department head of a qualifying WC claim and will designate the employee’s lost
time as FML (if applicable). If such injury is designated as FML the department head shall notify
the employee in writing within two (2) business days of such designation. The time of absence
will be deducted from the employee’s available FML.
2. Light Duty Position: The city may not require employees who are using FML and WC leave
concurrently to accept a light duty position recommended by the physician treating the
employee for the WC injury if the employee is still eligible for and wants to utilize FML. However,
an employee who declines the city’s offer for light duty work will lose their right to collect WC
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benefits. Once WC benefits cease, the city will require the employee to use accrued paid leave
(e.g. vacation, sick etc.) before unpaid leave may be used.
3. Payment of Workers’ Compensation Benefits: At no time shall any employee be allowed to
collect Workers’ Compensation benefits and sick/vacation leave benefits equal to more than
100% of his/her normal rate of pay.
P. COORDINATION WITH ATTENDANCE PROGRAMS
Employees cannot be disqualified for perfect attendance or safety bonuses because of FML absences.
Q. TEMPORARY REPLACEMENTS
If, due to business necessity, the department needs to fill the position during the leave period,
authorization may be requested from the City Manager for the hiring of a temporary employee.

A.
B.
C.

SECTION 3 - APPENDICES
Certification of Health Care Provider
Application for FMLA
Notice of Intent to Return to Work
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 114
METHOD OF PAYMENT

SECTION 1 - PURPOSE
This procedure describes the City of Oak P o i n t ’ s
administration.

Initial Effective Date:
June 2012
Date Revised:
June 2015

policies

concerning

payroll

SECTION 2 – POLICIES AND PROCEDURES
The Finance Manager is required to furnish the City Manager an accurate payroll report of all
employees. The payroll report submitted by the Finance Manager should reflect the pay status for each
employee in the department on each day during payroll period. The City Manager may review all
payroll reports and status papers. Payroll is approved by the City Manager.
A. TIMESHEETS
Each employee is required to complete and sign a timesheet for each pay period and
submit such timesheet to his/her department head. All Department Heads are required to review
and sign each timesheet for their employees and to furnish accurate timesheets to the Finance
Manager. The City Manager may review all timesheets.
B. PAY PERIODS
All employees shall be paid by check (direct deposit) on Friday of every other workweek
unless other arrangements have been made with the City Manager. Paychecks will not be issued
other than on designated pay days.
C. ADVANCE PAY
No advance payment of salary will be made to any employee.
D. TERMINAL PAY
Any employee leaving the service of the City for any reason shall receive all pay which may b e d u e
h i m / h e r w i t h t h e f o l l o w i n g qualifications: only regular employees who have completed
their probationary period shall b e p a i d f o r u n u s e d v a c a t i o n t i m e i n accordance with the
Vacation and Sick Leave Policies herein; only regular employees who have retired or died while in the
service of the City shall be paid for unused sick leave, not to exceed 40 hours. Employees terminated
for cause shall not be paid for unused vacation or sick leave. Any indebtedness to the City incurred
by the employee shall be deducted from the final paycheck.
E. RETIREMENT
The City of Oak Point is a member of the T e x a s M u n i c i p a l R e t i r e m e n t S y s t e m (TMRS)
with 5-year vesting. The purpose of TMRS is to provide an adequate and d e p e n d a b l e p l a n f o r
t h e r e t i r e m e n t o f employees of Texas municipalities. The curr ent contr ibut ion r ate
fo r fu ll -ti me employees is seven percent (7%) of the employee’s gross salary, which is
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deducted f r o m e a c h p a y c h e c k . T h i s p l a n i s administered by the City Manager or Human
Resources and details regarding the plan may be obtained from the City Manager or Human
Resources. Where practical, employees shall give the City Manager written notice of their intent to
retire at least three (3) months prior to the proposed date of retirement.

None referenced.

SECTION 3 - APPENDICES
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CITY OF OAK POINT
Initial Effective Date:
HUMAN RESOURCES
June 2012
POLICIES AND PROCEDURES MANUAL
Chapter 115
Date Revised:
W A G E A N D HO U R A DMI N I ST RA T I O N

SECTION 1 - PURPOSE
To establish a wage and hour administration policy in compliance with the Fair Labor Standards Act, as
amended.
SECTION 2 – POLICIES AND PROCEDURES
The City manager will determine, according to the Fair Labor Standards Act, as amended, whether a
position is exempt (E) or nonexempt (N).
A. DEFINITIONS
1. Exempt employees
Employees who are exempt from (who are not covered by) the provisions of the Fair Labor
Standards Act (FLSA). Exempt employees are not required to receive overtime for hours
worked in excess of 40 hours per week.
2. Non-exempt employees
Employees who are covered by the provisions of the Fair Labor Standards Act (FLSA). Nonexempt employees will be paid overtime or receive compensatory time, per departmental
policy, for hours worked in excess of 40 hours per week (Department of Public Safety shift employees will be governed in accordance with #4 Work cycle below.)
3. Workweek/flextime
The workweek normally begins at 12:01 a.m. on Saturday, and ends at midnight on the
following Friday.
Department Heads have the ability to establish a flexible workweek in their departments, as
long as service levels and productivity standards are maintained. The work schedule for each
participant must be in writing and reviewed with the City Manager prior to implementation.
4. Hours worked, holiday and compensatory time
For the purpose of determining overtime for non-exempt employees, holiday leave will be
considered hours worked. All other paid leave, including, but not limited to, vacation, sick time,
jury duty and bereavement leave, will not be considered hours worked.
5. Pay period
Individual paychecks are issued biweekly for each pay period.
B. OVERTIME
Overtime, when ordered for the maintenance of essential City functions, shall be allocated as
uniformly as possible among all eligible employees, and will be paid in accordance with
applicable law. Department Heads are responsible for exercising adequate supervision to ensure
that employees are complying with established work schedules.
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1. Eligibility
Overtime pay or compensatory time will be given to non-exempt employees for hours worked in
excess of the regular scheduled work week or work cycle. However, Public Safety employees are
not eligible to receive compensatory time and may only receive overtime pay.
2. Nonexempt Positions
a. Eligibility – The City Manager shall designate whether non-exempt employees will receive
overtime pay, compensatory time, or a combination of both, for overtime worked. The
City Manager is the final authority for compensation method utilization and will take into
account the department overtime budget and operational demands. Employees performing
work at any time other than scheduled working hours, including taking work home, is strictly
forbidden unless authorized in writing by the City Manager. Prior to working on such
occasions, employees must verify such hours with the City Manager to make certain that
overtime is, or will be, authorized. Employees shall not perform work for the city outside
their regular scheduled work hours on a voluntary basis.
b. Rate – Overtime pay for non-exempt employees shall be at one-and-one-half (1.5) times the
employee’s regular rate of pay. Compensatory time shall be credited at the rate of one-andone-half (1.5) hours credit per one hour worked. Official compensatory time records shall
reflect the product of actual hours worked, multiplied by 1.5.
c. Accumulation – Non-exempt employees shall be allowed to accumulate no more than 40
hours of compensatory time, unless a lower maximum is set by department policy, based on
operational demands.
d. Use of compensatory time – Eligible employees may take compensatory time off within a
reasonable period following their request. Compensatory time off must not unduly disrupt
departmental operations and must have prior supervisory approval. In order to reduce
the financial impact of compensatory time accruals, the city manager may require the use of
compensatory time.
e. Payment upon termination - Nonexempt employees shall be paid for accumulated, unused
compensatory time upon termination, regardless of the reason for termination.
f. Recordkeeping - Department Heads are responsible for current, accurate compensatory time
records for their non-exempt employees. Employees disagreeing with these records may file
a grievance in accordance with the employee grievance procedure.
3. Unauthorized overtime
Employees working unauthorized overtime may be subject to disciplinary action.
C. EXEMPT EMPLOYEES
Due to the obligations of exempt employees to attend meetings or perform special projects outside
of the regular work hours, exempt employees may receive time off during the workday under the
following procedures.
1. Exempt employees
a. Eligibility – Any compensatory time that is permitted is at the discretion of the City Manager.
b. Unused compensatory time - Exempt employees will not be paid for accumulated unused
compensatory time upon termination or other circumstance.
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D. MEAL/BREAK PERIODS
A 30-minute to 1-hour allowance for meal breaks is customarily granted to regular full-time
employees. This meal period is not considered work time if employees are completely relieved
of their work duties. If employees must continue their work duties through the meal or break
period, this work time must be supervisor-approved and recorded as work time. Approved break
periods of 20 minutes or less will be considered hours worked.
E. ON-CALL DUTY
On-call assignments are not compensable if:
• Employees can be contacted by a pager or telephone;
• Have free (personal) use of the time while waiting for an assignment; and
• Required response times are twenty (20) minutes or longer.
1. Eligibility
Employees designated by their supervisors as scheduled to serve on-call for a specific period of
time.
2. Minimum callback time
Whenever non-exempt employees are called back to work after their shift has ended, they will
be paid for one hour, or the actual time worked, whichever is greater.
F. TRAVEL TIME
Travel to and from work is not compensable. Travel time during regular work hours is compensable for
non-exempt employees. Travel time which is outside of regular working hours is not
compensable, unless the employee is performing work.

None referenced.
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 116
C O MPEN SAT ION AND SA LA RY
A D MI NI ST RATIO N

Initial Effective Date:
June 2012
Date Revised:
June 2015

SECTION 1 - PURPOSE
The goal of the City’s salary administration program is to support the strategies and goals of the City to
attract and retain top quality talent through the use of an effective pay system. It is the City’s policy to
ensure compensation programs are competitive with the external labor market, and provide internal
equity and consistency in the valuation of jobs.
SECTION 2 – POLICIES AND PROCEDURES
Our mission and values call for a compensation philosophy which:
• reflects our business strategies, values and desired culture;
• emphasizes the external market place as the foundation for compensation system design;
• provides an opportunity to recognize and reward performance on an individual and a team basis;
• provides a durable baseline from which flexible total compensation applications may be
developed;
• is responsive to changing external market conditions;
• is understandable.
A. NEW HIRES
In establishing hiring rates, consideration will be given to the position in range as to whether it allows
sufficient room for future growth and its relationship to rates paid to similarly qualified and more
experienced employees in the job or department. Consultation with and review by the City
Manager will provide a Citywide perspective to Department Heads as they make hiring decisions.
The following factors shall be considered in determining a new hire rate:
• salaries paid to incumbents in the position within the hiring department and Citywide;
• salary range of the position;
• qualifications of individuals versus qualifications of incumbents in the position in the hiring
department and across the City;
• budget considerations.
B. LATERAL TRANSFERS
A lateral transfer is the movement of an employee to another job within the same pay grade as his
or her present job. Lateral transfers should normally be accomplished without an increase in salary.
However, in situations such as a transfer to a new job title, the hiring guidelines may be applied. A
six-month probationary review will apply to all transferred employees. The six-month period begins
on the effective date of the transfer.
C. PROMOTIONS
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A promotion is the movement of an employee to an existing job in a higher grade than the employee's
present job. A six-month probationary review will apply to all promoted employees. The six-month
period begins on the effective date of the promotion.
D. TEMPORARY PROMOTIONS
Eligibility for temporary promotion pay increases requires that employee must have worked,
or be scheduled to work, a minimum of 30 calendar days in the new position. Pay increases will be
effective at (or retroactive to) the start of the temporary promotion period.
E. DEMOTIONS
A demotion is the movement of an employee to a job in a lower grade. Demotions may occur for the
following reasons:
• reassignment to a job at a lower grade;
• performance-based demotions due to inadequate performance; or
• voluntary (employee initiated demotion).
Treatment of base pay due to demotions is as follows:
• for reassignment demotions pay will be grandfathered; if the employee is paid above the
maximum of the new grade, the salary will be frozen until the salary range maximum exceeds the
employee’s salary; or
• performance based and voluntary demotions will result in the employee’s base pay being
reduced; the City Manager and the Department Head will determine the employee’s new salary.
F. NEW JOB TITLE
A new job title may be established when a position is created or evolves which cannot appropriately be
classified into any existing job title or when existing positions change so substantially they must be split
out as a separate title and be evaluated separately. In many cases, a single position changes in
such a way that it simply needs to be reclassified into another existing job title. A new job title is not a
promotion or demotion. Jobs at the City will be broadly defined. More specific duties may be
documented at the department level. If a job title change is requested, an analysis of all individuals in
that job classification will be conducted. All titles will be assigned according to the City’s titling
guidelines. In some instances, there is a business need for working, or informal, titles. Informal titles
may differ from the City’s titling guidelines. Formal titles, however, will comply with the guidelines.
G. ADDITIONAL PERSONNEL REQUESTS
When a new position is anticipated for budget inclusion, the duties of the new position shall be
documented in a job description. The documentation should be submitted to the City Manager
(compensation) to ensure the new job is placed into an appropriate salary grade. This will ensure the
position is budgeted appropriately.
F. LONGEVITY PAY
All regular full-time employees who have completed 12 full months of service by September 30 of any
given year shall be eligible to receive a check in December of that year for longevity pay in the amount
of $15 for each month of regular full-time service up to one hundred twenty (120) months of service.
Upon adoption of this Manual and until otherwise amended, any employee with more than one hundred
twenty (120) months of service shall be eligible to receive longevity pay based on the number of months
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of service on the adoption date of the Manual. Service must be regular, full-time City of Oak Point
continuous service.

None referenced.
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 117
PERFORMANCE
EVALUATION/MANAGEMENT PROCESS

Initial Effective Date:
June 2012
Date Revised:
June 2015

SECTION 1 - PURPOSE
T o en su re th at al l Ci ty em plo yee s a re evaluated in a fair and equitable manner and that
opportunity for development is provided.
SECTION 2 – POLICIES AND PROCEDURES
Performance management is the ongoing process of setting performance expectations,
co a chi ng em pl o yee s to re a ch th ose expectations, providing feedback to
e m p l o y e e s a n d t h e n r e v i e w i n g a n d recognizing those performance results. Performance
management shall be conducted throughout the year.
A. PURPOSE OF THE PERFORMANCE MANAGEMENT PROCESS
The City’s performance management process is designed to provide individual performance feedback
in a positive manner. The process is a tool for supervisors and employees to plan professional career
development at the City. The performance management process form is the tool used to administer the
process, as well as document results of the process.
B. THE PERFOPRMANCE MANAGEMENT PROCESS
Employees will be evaluated on an annual basis. The annual evaluation will typically occur
during the months of July through September. Feedback discussions should occur throughout t h e
y e a r . C r i t i c a l e v e n t s s h o u l d b e documented and discussed with an employee as they occur.
All employee and evaluator comments should be discussed during the annual evaluation.
C. THE OVERALL RATING PROCESS
The evaluator will complete the overall rating and will discuss the rating with the employee during the
annual evaluation. The Department Head has responsibility and authority for the overall
performance ratings.
D. DOCUMENTATION AND FILING
The employee and evaluator will each sign and date the Employee Evaluation Form.
The Department Head will send the original copy of the form to Human Resources for inclusion in
the employee’s personnel file. The Department Head will then provide a signed copy of the completed
form to the employee and to the evaluator.
E. COMMUNICATION AND APPROVAL OF THE PROCESS
Communication is critical to the management of the process. Department Heads should communicate
with each other prior to any evaluation meetings and assigning of overall ratings to ensure consistency
and equity of evaluations within the department.
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F. TRANFERS
Employees transferred within the rating period will receive joint evaluations.

A. Employee Evaluation Form

SECTION 3 - APPENDICES

Page 54 of 146

CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 118
DISCIPLINARY PROCESS

Initial Effective Date:
June 2012
Date Revised:

SECTION 1 - PURPOSE
It is the intent of this policy to establish clear, positive guidelines for correcting and preventing job
performance deficiencies and for applying employee discipline; safeguard the rights of employees
to assure that all employees are judged by fair and equitable standards; and require that all policies be
applied on an equitable basis. The following policy provides guidelines for administering
disciplinary action for misconduct and deficient performance.
SECTION 2 – POLICIES AND PROCEDURES
While it is desired that every employee strive to achieve the highest level of job performance and
conduct possible, it is the responsibility of each employee to maintain at least the standard level of job
performance and conduct which is acceptable to his/her supervisor.
When the personal conduct or performance of an employee falls below a desirable standard,
supervisors should point out deficiencies to the employee at the time they are observed. Immediate
disciplinary action may occur whenever it is appropriate and in the best interest of the City.
Whenever possible, the practice of progressive discipline should be applied. An employee should
be given warning with time to correct unacceptable behavior prior to disciplinary action, but such a
warning is not a prerequisite.
Absolutely no explicit or implicit right to continued employment is intended, or shall be interpreted
to exist in this or any other City policy. This policy does not modify the status of employees as
“employees at will” or, in any way, restrict the City’s right to bypass the disciplinary procedures
suggested.
Discipline will be administered without regard to race, color, religion, sex, national origin, age,
disability or other non-performance-related factors.
All disciplinary actions shall be exercised under the scope of the City Manager’s direct or delegated
authority. The City Manager may remove, with or without cause and at will, any employee of the City
not appointed by the City Council, or otherwise where the power is limited by ordinance or state law.
Use of the term “department head” shall mean the department head or any subordinate manager
or supervisor designated by the department head.
A. TYPES OF DISCIPLINE
There will be two different methods for disciplinary actions. One will be based upon unsatisfactory job
performance. The other will be based upon inappropriate conduct or unsatisfactory attendance. The
City Manager or Human Resources may be consulted at any time should a supervisor wish to discuss a
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contemplated disciplinary action.
1. Unsatisfactory job performance may result in one or more of the following actions:
a. Oral warning;
b. Written reprimand;
c. Performance Improvement Program;
d. Demotion, Transfer or Dismissal.
2. Inappropriate conduct or unsatisfactory attendance may result in one or more of the following
actions:
a. Oral warning;
b. Written reprimand;
c. Suspension;
d. Demotion
e. Dismissal.
The City Manager and Human Resources should be consulted at any time a department head wishes
to issue a disciplinary action other than an oral warning or a written reprimand. The department
head may change the order of the above disciplinary steps, and/or may choose not to utilize
each step, depending on the facts of the case. Nothing herein shall preclude the department head
from using alternative discipline procedures where such procedures have been approved by the City
Manager. While it is the ultimate decision of the department head to determine the type of discipline, the action should be appropriate for the deficiency or infraction.
1. Oral Warnings
a. Oral warnings should be documented by department heads and kept within the department for
performance evaluation and record keeping purposes.
b. Oral warnings may not be appealed by employees. However, employees who disagree with
the counseling action may discuss the basis of disagreement with their department heads.
Should oral warnings be given to employees in written form, the employees may submit written
responses/rebuttals to be attached to the oral warnings.
2. Written Reprimands
a. Written reprimands shall be presented and a copy given to the employees indicating the
following:
(1) The specific employee act(s) which demonstrated the unacceptable conduct or behavior.
(2) The expected conduct or behavior.
(3) That such act(s) must not be repeated.
(4) That further disciplinary action will result if the employee fails to show and maintain
satisfactory improvement.
(5) Signed acknowledgment of receipt of the written reprimand by employee.
b. Written reprimands may not be appealed by employees; however, emp l o y e e s m a y
s u b m i t r e sponses/rebuttals for attachment to written reprimands.
c. Written reprimands become a part of employees’ permanent personnel files and shall be
forwarded, along with any employee responses/rebuttals, to the City Manager and Human
Resources to be placed in the personnel file.
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3. Placement in a Performance Improvement Program (PIP)
When the job performance of an employee falls below an acceptable standard, the
department head may place the employee on a Performance Improvement Program (PIP). The PIP
shall consist of timely discussions between the department head and the employee with the following provided in writing:
a.
b.
c.
d.

The specific unacceptable deficiency in the employee’s performance;
The necessary improvement;
The period of time in which improvement must occur; and
A statement that further disciplinary consequences will result if the employee fails to show and
maintain satisfactory improvement.

PIPs may not be appealed. Employees may, however, submit written responses/rebuttals for
attachment to the PIP. The original PIP shall be maintained in the employee’s personnel
file, with a copy given to the employee and one retained by his/her department.
4. Suspensions
a. Suspensions result in time off without pay. An employee may be suspended without pay for a
period of not less than one day or more than 30 calendar days. Prior to issuing a suspension for
an exempt employee, the department head must consult with the City Manager and
Human Resources to ensure compliance with the Fair Labor Standards Act.
b. As notice, an employee shall be given a Notice of Disciplinary Action (Suspension) and shall have
the right to respond to the department head to the alleged charges within two (2) workdays
before the suspension becomes effective (see 7. below).
c. Suspensions become permanent parts of the disciplinary record maintained in the employee’s
permanent personnel file.
d. Suspensions may be appealed in accordance with City policy.
e. When an employee is under investigation for a crime or official misconduct, or is awaiting
hearing or trial in a criminal matter, he/she may be suspended. These suspensions shall be
without pay for the duration of the investigation or proceedings when such suspension would be
in the best interests of the City.
Upon completion of the investigation or proceedings, the employee may be eligible to resume
work under terms and conditions specified by the City Manager.
5. Demotions
Demotions result in employees being moved into jobs with lower responsibility levels and/or
lower pay rates. Pay rates after a demotion will be reviewed on a case-by-case basis.
a. The decision to demote employees for disciplinary purposes should be written, with a copy
given to the employee and the original retained in the official personnel file.
b. As notice, an employee shall be given a Notice of Disciplinary Action (Demotion) and shall have
the right to respond to the department head to the alleged charges within two (2) workdays
before the demotion becomes effective (see 7. below).
c. Personnel Action Forms (Appendix A) must be completed and sent to Human Resources
d. Demotions may be appealed in accordance with City policy.
6. Dismissals
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Dismissals result in termination of City employment.
a. Prior to initiating any dismissal action, the department head or his/her designee shall confer
with the City Manager and Human Resources and present all relevant facts, circumstances and
information, including whether the employee will be placed on administrative leave with pay
or without pay pending the outcome of the proposed dismissal.
b. The City Manager and Human Resources will review the information and discuss available
options and their consequences with the respective department head or his/her designee.
c. It is the responsibility of the department head or his/her designee to decide whether to
initiate a dismissal and to communicate the decision to the City Manager and Human
Resources.
d. As notice, an employee shall be given a Notice of Disciplinary Action (Proposed Dismissal) and
shall have the right to respond to the department head to the alleged charges within
two (2) workdays before the dismissal becomes effective (see 7. below).
e. Dismissals may be appealed in accordance with City policy.
7. Notice of Proposed Disciplinary Action and Employee Response
a. A department head who is considering disciplinary action shall prepare a notice of disciplinary
action to the employee. For the purposes of this section, “disciplinary action” means
suspension, demotion and/or dismissal. The Notice of Disciplinary Action should include an
explanation of why the discipline is proposed, such as alleged policy violations, so the
employee may adequately respond. The Notice of Proposed Disciplinary Action shall also
establish a meeting time with the employee within two (2) workdays.
b. A regular employee who receives a Notice of Proposed Disciplinary Action may respond with any
relevant facts that might affect the proposed disciplinary action. The employee’s
response/rebuttal must be submitted within two (2) workdays from the date the Notice of
Proposed Disciplinary Action was received by the employee. This response should be
made through the City Manager to the department head.
c. The employee response must be presented orally during the meeting established in the Notice of
Proposed Disciplinary Action. The employee may also present a response in writing as
supplemental information to the meeting.
d. The City Manager will determine whether he/she and/or Human Resources and the City
Attorney should be present at this meeting.
e. Whatever pay status the employee was in at the time of the proposed disciplinary action will
continue until the response is completed.
f. Upon dismissal, the employee will receive his/her accrued vacation leave and applicable sick
leave in accordance with Human Resources procedures, in addition to his/her final paycheck
for hours worked. The employee will also be able to purchase his/her health insurance in
accordance with COBRA provisions.
B. CRIMINAL OFFENSES
If, during the course of any disciplinary investigation, the possibility exists that the employee may
be charged with a criminal offense, the employee shall have the full benefit to assert the Fifth
Amendment against self-incrimination. Once the possibility of a criminal offense exists or becomes
known, the employee shall be informed that he/she has all rights afforded to any person subject to
a criminal investigation and shall specifically be given the “Garrity” warning as set forth in Appendix C of
this policy. A criminal investigation may be ordered by the department instead of or in addition to a
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disciplinary investigation. Once the employee has been given the “Garrity” warning, the employee
is required to cooperate fully in the disciplinary investigation. Any failure on the part of the employee to
cooperate fully in the disciplinary investigation shall be considered insubordination. Information
obtained from an employee during a disciplinary investigation following the administration of the
“Garrity” warning may not be used in any criminal prosecution.
In the event the department determines that a criminal investigation is necessary, the Director of Public
Safety or his designee shall be notified and shall begin an official police investigation, regardless of the
complainant’s predisposition concerning the filing of criminal charges.
The Department of Public Safety shall follow its normal departmental procedures in investigating the
potential criminal complaint and may, at the discretion of the Director of Public Safety, assign such
investigation to another law enforcement entity, as may be appropriate.
The imposition of discipline, in whatever form, shall in no way preclude a further sanction imposed
against an employee in subsequent criminal or civil proceedings. Any sanctions imposed in
criminal or civil proceedings against an employee shall not preclude the imposition of
administrative sanctions.
C. APPEALS
1. Appeal Rules
Employees who are suspended, demoted or dismissed from city service may appeal decisions
in accordance with the following rules.
a. Employees who are dismissed for non-disciplinary reasons, such as incapacity, will use the
same appeal process as for disciplinary dismissals.
b. Employees who are terminated by the city as a result of a reduction in force may not appeal
decisions of department heads.
c. All requests, responses and decisions to appeal must be in writing. An employee who
chooses to appeal may have a representative at any step during the appeal process. The
City Manager may provide procedural assistance at any time.
d. Time limits may be extended or shortened at any or all steps via a request from either
party to the City Manager, who will make the final decision. If the last day of a time limit falls
on a weekend or a city holiday, the time limit shall be extended to 5:00 p.m. on the next
workday. Failure to timely appeal shall result in the determination being final.
e. Employees who have not completed their initial probationary period may not appeal.
2. Appeal Process for Suspensions, Demotions or Dismissals
a. An employee who chooses to appeal a suspension, demotion or dismissal must submit
the completed appeal form (Appendix B) to the City Manager within five (5)
workdays from the date of the letter notifying the employee of the effective action.
An Appeal Review Board shall hear and make recommendations on disciplinary actions
involving a suspension, demotion or termination from which an appeal has been submitted
to the City Manager. The Appeal Review Board shall consist of three (3) mid- and/or seniorlevel management staff members designated by the City Manager. The City Manager should
attempt to rotate appointments over time and a member of the Appeal Review Board should
recuse himself if an appeal to be heard by the Board has been filed by an employee who
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works under the supervision of that member of the Board or who works in the same
department and/or division. In such situations, the City Manager may appoint a temporary
replacement for purposes of that appeal if the City Manager determines it is in the best
interest of the City and the parties to do so. The Appeal Review Board may adopt rules
governing its procedures.
b. Any hearing conducted by the Appeal Review Board for a termination, demotion, or
suspension shall proceed as follows: City representative(s) shall be allowed to make a
presentation of the City’s case, explaining and detailing the reasons for the disciplinary action
imposed. Such presentation may include the production of witnesses and/or documentation
supporting the disciplinary action imposed. After the City’s presentation, the employee or his
attorney shall be permitted to ask questions and/or cross examine witnesses. Thereafter, the
affected employee or his attorney shall be permitted to make any statements or produce
witnesses and/or documentation on the employee’s behalf. After the employee’s
presentation, the City representative or the City’s attorney shall be permitted to ask
questions and/or cross examine witnesses. Both sides shall be permitted to ask questions
and/or cross examine witnesses. Both sides shall be permitted to make a closing statement,
if desired. At any time during the hearing, members of the Appeal Review Board may ask
questions of the City’s representative(s), the employee and any witnesses. The hearing
presentation or procedure referenced herein may be modified and there is no absolute right
to any hearing procedure or presentation. Further, the failure to follow any hearing
presentation or procedure referenced herein does not create any additional appeal rights.
c. Upon receipt of the Appeal Review Board’s recommendation, the City Manager shall have
twenty (20) working days to make a determination or to conduct a hearing if he/she deems
that further information is needed to render a final decision. After reviewing evidence
presented, the City Manager may sustain, reverse, modify, or amend the action taken as
he/she determines is just and equitable under all the facts and circumstances of the case.
The decision of the City Manager is final and non-appealable.
d. An employee’s appeal can result in modification of the original disciplinary action.
Consequently, the Personnel Action Form (Appendix A) dismissing the employee and the
Personnel Requisition intended to replace the employee shall be withheld pending final
appeal-process disposition. Upon receipt of notification that the appeal process has been
completed, the department shall submit the forms necessary to finalize the action.
D. CONFIDENTIALITY
Any dissemination of information related to a disciplinary action or subsequent inquiry of any
employee’s separation from employment must be coordinated with the City Manager and Human
Resources.
SECTION 3 - APPENDICES
A.
B.
C.

Personnel Action Form;
Disciplinary Appeal Form;
Garrity Warning.
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 119
VIOLENCE IN THE WORKPLACE

Initial Effective Date:
June 2012
Date Revised:

SECTION 1 - PURPOSE
To provide employees with a work environment that is free from workplace violence.
SECTION 2 – POLICIES AND PROCEDURES
The City of Oak Point expressly prohibits any acts or threats of violence by citizens, visitors, customers,
employees or former employees against any other employee in or about the City of Oak Point’s
facilities or work sites. To support this policy, the City is committed to:
1. To take prompt remedial action, up to and including immediate termination, against any
employee who engages in any threatening behavior or acts of violence or who uses any obscene,
abusive or threatening language or gestures;
2. To take appropriate action against customers, former employees or visitors to the City’s facilities
who engage in such behavior. Appropriate action may include notifying the Department of
Public Safety or other law enforcement agencies and/or prosecuting violators of this policy to
the maximum extent of the law;
3. To prohibit employees, former employees, customers and visitors from bringing
unauthorized firearms or other weapons onto the City’s premises.
4. To establish practical security measures to ensure that the City’s facilities are safe and secure to
a reasonable extent within the limits as established by applicable federal, state and local law, to
properly monitor access to the City’s facilities by the public, off-duty employees and former
employees.
A. DUTY TO WARN
In furtherance of this policy, employees have a duty to warn or notify their Department Head,
the Department of Public Safety and City Manager if they become aware of or suspect any
problematic workplace activity, situation or incident that involves other employees, former
employees, citizens, customers or visitors. Included would be threats, acts of violence, aggressive
behavior or threatening or offensive acts or comments. Employee reports made pursuant to this
policy will be held in confidence to the maximum possible extent. The City of Oak Point will not
condone any form of retaliation against any employee for making a report under this policy.
B. PROCEDURE
In the event of serious actions or threats against individuals or the City, the witnessing employee
and/or his/her supervisor shall notify the Department of Public Safety immediately. The Department
of Public Safety, the City Manager and the Department Head of the affected Department shall
make up the assessment team.
C. PHYSICAL HOSTILE ACTION
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Any action which may be considered endangering or life-threatening by or against any employee or
individual on the City of Oak Point’s property, or while an employee is off premises engaged in City
business, should be responded by calling 9-1-1 or other emergency number. Depending on the
seriousness of the threat, actions may include suspension (to allow time for gathering additional facts),
written warning or other disciplinary action up to and including termination.
D. OTHER THREATS
Threats against individuals or the City, regardless of how transmitted (written, verbal or electronically)
shall be immediately reported to the City Manager.
E. DOCUMENTATION
Any documentation related to the incident will be forwarded to the City Manager. A detailed log of the
events will be maintained and reviewed as needed by the City Manager.
F. COMMUNICATIONS WITH NEWS MEDIA
All communications with the news media in regard to a workplace violence incident will be referred to
the City Manager’s office. Release of information will be coordinated with the Department of Public
Safety and the City’s legal counsel.
SECTION 3 - APPENDICES
None referenced.
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 120
GRIEVANCES

Initial Effective Date:
June 2012
Date Revised:

SECTION 1 - PURPOSE
To provide timely grievance review procedures for all employees; to facilitate free discussion
of employment and employee problems between employees and supervisors t o f o s t e r b e t t e r
u n d e r s t a n d i n g o f administrative policies, procedures, and practices; to promote
reaching the right decision (rather than determining who is right) in a climate of mutual
understanding and objective, factually-based thinking; to assure that those who file grievances
are not retaliated against; and to assure this policy is followed and not interfered with.
SECTION 2 – POLICIES AND PROCEDURES
A. POLICIES
The City believes that open communication is essential when employees have problems or c o n c e r n s
r e g a r d i n g t h e i r j o b s . Misunderstandings or conflicts can arise in any organization. To
ensure effective working relations, it is important that such matters be addressed before serious
problems develop. Most incidents resolve themselves through effective communication by
discussions between the employee and the immediate supervisor.
B. DEFINITIONS
A grievance is a claim by an employee that a violation, misinterpretation, misapplication, or disparity in
th e app l icat ion o f a w ritt en po li cy, regulation or procedure adversely affected the employee.
C. GENERAL PROCEDURES
1. Items Covered by this Policy: Misapplication of written policy, regulation or procedure of the
City or department for whom the employee works which has personally affected the grieving
employee.
2. Items Not Covered by this Policy: The following items are not covered under the Grievance
Policy and should be resolved through the employee’s chain of command:
A. Generalized feelings of unfairness. A grievance must be specifically related to a written
policy, regulation or procedure.
B. Performance evaluations, performance improvement or discipline actions (oral
c o r r e c t i o n , w r i t t e n r e p r i m a n d , suspension, release from duty, and
dismissal from employment). When allowed by appropriate policy, an employee
may appeal the action in compliance with the applicable policy and procedure.
C. Complaints of civil rights violations such as issues concerning race, color, religion, sex,
national origin, age, disability, or wh i st le b l ow e r . A n e mp l o ye e m a y c o m p l a i n o f
t h e s e v i o l a t i o n s i n compliance with the Discrimination Complaint Policy or Sexual
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Harassment Policy.
D. Complaints questioning the substance of a policy, rule or regulation. Policy formulation is
reserved as a right of management.
E. Other issues were a separate appeal process has been established.
3. Pre-Grievance Discussion
To promote harmony in each department foster goodwill among employees, the
employee should take questions or concerns to his/her immediate supervisor so they can be
resolved through a discussion between the employee and the supervisor. The immediate
supervisor is obligated to give an oral response as soon as possible. If the employee is
not satisfied with the oral response or the employee declines to discuss the matter of concern
with the immediate supervisor, the employee may file a formal grievance.
D. FORMAL GRIEVANCE PROCEDURES
Step One: The affected employee will complete a Grievance Form (Appendix A) citing
specific policy(ies) that have been violated including the direct and adverse effect the
violation had on the employee. In addition, the specific corrective action requested, and
explanation supporting this request, must be included. The completed form must be submitted
to the employee’s department head within ten (10) workdays of the event giving rise to the
grievance or the employee becoming aware of the event. Upon receipt of the completed Grievance
Form, the department head must consult with the City Manager or his/her designee to determine if
the issue is grievable. The department head must enter his/her comments or decision on the
Grievance Form and return it to the employee within ten (10) workdays of receipt of the grievance.
St ep T w o : If i t i s d e t e r m i n e d t o b e a grievable issue, and if the written response received in
Step One does not satisfy the employee, the employee may proceed to the next level by signing the
Grievance Form and submitting it to the City Manager within ten (10) workdays from the date the
decision was received in Step One. The City Manager or his/her designee will consult with the
department head and may conduct whatever investigation h e / s h e d e e m s n e c e s s a r y ,
i n c l u d i n g interviewing any person who may assist in resolving the grievance. The City
Manager will render a final written decision within t h i rt y (30 ) wo r kd a ys of r e ce i pt o f
t h e Employee Grievance. In the event a grievable issue is raised against the City Manager, Step Two
shall be taken by the Mayor.
SECTION 3 - APPENDICES
A.

Formal Grievance Form
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 121
NONDISCIPLINARY SEPARATION

Initial Effective Date:
June 2012
Date Revised:
June 2015

SECTION 1 - PURPOSE
To provide employees with various types of separation from City service in good standings.
SECTION 2 – POLICIES AND PROCEDURES
This policy provides good-standing separation procedures for resignations, retirements, incapacity,
layoffs and military service.
A. RESIGNATION
Employees may resign from City service in good standing by submitting their written resignations at
least two weeks before their termination date. Any employee who provides such notice will be paid for
accrued vacation and sick time subject to the provisions of Procedures 111 and 112. Any employee
who fails to provide such notice forfeits their accrued vacation and sick time and shall be ineligible for
rehire by the City.
B. RETIREMENT
Eligible employees may retire from City service in accordance with applicable programs.
C. INCAPACITY
Incapacity can result from on-the-job injuries or from injuries or illnesses not related to the job or
workplace. Incapacity occurs when an employee, for medical or psychological reasons, is unable to
perform his/her essential job functions. It is the Department Head's responsibility to know an
employee's ability to perform essential job functions. Should an employee’s ability to physically
or mentally perform his or her duties be questioned, the department head may require the employee
to submit medical reports. These reports shall evaluate essential position function abilities. Incapacity
policies are discussed below:
1. Work-Related
An employee may be terminated for work-related incapacity after six months or when it is
determined that he/she can no longer perform essential job functions, whichever is earlier. From
incapacity onset until termination, the employee’s workers’ compensation benefits will be Citysupplemented to provide salaries equal to the salary before incapacity.
2. Non-Work-Related
An employee shall be terminated due to non-work-related incapacity after all earned sick leave,
approved extended sick leave, vacation and/or any other paid leaves have been used.
3. Incapacity Determination
Termination for incapacity requires the following:
a. That the employee's Department Head and/or City Manager must agree that the
employee cannot perform the essential job functions. This determination will be based on an
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employee-submitted doctor's report stating that the employee cannot perform the essential
job functions. NOTE: The City can require a second opinion from an appropriate health care
provider of its choice. If there is a conflict between these reports, the City can require a third
medical opinion from a health care provider mutually agreed upon by the employee and
the City. The third opinion is final. All costs associated with obtaining the second and third
opinions shall be paid by the City.
b. That the disability cannot be reasonably accommodated.
c. That there is no vacant position within the City which the employee has applied for, is
qualified for and has been ultimately selected for.
D. LAYOFFS
Layoffs may be necessitated in the best interests of the citizens and the organization. Criteria for
layoffs associated with a reduction in work, service level or funding will be different from those
associated with a change in duties or organization. Layoff criteria will be prepared and distributed for
each pending layoff. Layoff lists shall be determined from demonstrated employee job performance.
Seniority within City service can be used to determine the layoff order among employees with substantially equivalent records of job performance (the most senior employees will be retained the
longest). Layoffs shall not be considered disciplinary actions. Laid-off employees, including temporary
employees separated upon completion of duties, may be routinely recalled at any time, provided they
remain qualified to perform the position duties.
E. MILITARY SEPARATION
Employees leaving City service in good standing to enter active duty or for active-duty
training with the armed forces of the United States shall be eligible for reinstatement in accordance
with applicable state and federal laws.
F. PROCESS ON SEPARATION
Department Heads are responsible for obtaining all City-issued property (i.e., ID cards, keys,
purchasing cards, tools, manuals, protective gear, etc.) during the separation process. The cost of City
property not returned by an employee will be deducted from the employee’s final paycheck.
Final paychecks will be available to the employee on the next regularly scheduled payday. If not
picked up by the employee on that day, the final paycheck will be sent to the employee by mail. It is the
employee’s responsibility to provide the City with the employee’s current mailing address.
G. EXIT INTERVIEW
Upon separation from the City, an employee will be offered an opportunity to participate in an exit
interview with the City Manager or his/her designee.

SECTION 3 - APPENDICES
None referenced.
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 122
REINSTATEMENT

Initial Effective Date:
June 2012
Date Revised:

SECTION 1 - PURPOSE
This procedure describes the City of Oak Point’s policies concerning reinstatement and eligibility
for re-employment.
SECTION 2 – POLICIES AND PROCEDURES
A. LAID-OFF EMPLOYEES
Employees who were laid off, including former temporary employees separated upon
completion of duties, may be routinely recalled to work at any time, provided they remain
qualified to perform the duties of the positions.
B. VETERANS
Employees who left the City service in good standing to enter active duty or for active-duty training with
the armed forces of the United States shall be eligible for reinstatement in accordance with applicable
state and federal laws.
C. ELIGIBILITY FOR REEMPLOYMENT
Former employees not eligible for reinstatement under specific provisions of this procedure may not be
considered for employment as members of the general public.
SECTION 3 - APPENDICES
None referenced.
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 123
UNLAWFUL DISCRIMINATION
AND ILLEGAL HARASSMENT

Initial Effective Date:
June 2012
Date Revised:
June 2015

SECTION 1 - PURPOSE
The purpose of this policy is to provide guidelines regarding the City of Oak Point’s prohibition of all
forms of unlawful discrimination including illegal harassment and procedures for investigating and
processing harassment complaints.
SECTION 2 – POLICIES AND PROCEDURES
The City of Oak Point is firmly committed to providing employees with a work environment where all
individuals are treated with respect a n d d i g n i t y . A l l e m p l o y e e s h a v e t h e unconditional right to
work in a professional atmosphere that promotes equal employment opportunities and prohibits
discriminatory practices, including harassment.
A. EQUAL EMPLOYMENT OPPORTUNITY
It i s the Cit y’ s po li cy to ensure equ al e m p l o y m e n t o p p o r t u n i t y w i t h o u t
discrimination or harassment on the basis of race, color, religion, sex, sexual orientation, national origin,
age, disability, marital status, veteran status, citizenship or any other characteristic protected by
law. The City p r o h i b i t s a n y s u c h d i s c r i m i n a t i o n o r harassment.
B. RETALIATION IS PROHIBITED
The City requires employees to immediately report all perceived incidents of discrimination or
harassment. It is the policy of the City to investigate such reports. The City also prohibits
retaliation against any individual who reports discrimination or harassment or participates in an
investigation of such reports.
C. DEFINITIONS
Sexual harassment constitutes discrimination and is illegal under federal and state law. For the purpose
of this policy, sexual harassment is defined as unwelcome sexual advances, requests for sexual favors,
and other verbal or physical conduct of a sexual nature when:
• Submission to such conduct is made either explicitly or implicitly a term or condition of an
individual’s employment; or
• S u b m i ssi on t o o r re j e ct i on of su ch conduct by an individual is used as the basis for
employment decisions affecting such individual; or
• Such conduct has the purpose or effect of u n r e a s o n a b l y i n t e r f e r i n g w i t h a n individual’s
work performance or creating an intimidating, hostile or offensive work environment.
Sexual harassment may include a range of subtle and not so subtle behaviors and may involve
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individuals of the same or different gender. Depending on the circumstances, these behaviors
may include, but are not limited to: unwanted sexual advances or requests for sexual favors; sexual
jokes and innuendo; verbal abuse of a sexual nature; commentary about an individual’s body,
sexual prowess or sexual deficiencies; leering, whistling or touching; insulting or obscene c o m m e n t s
o r g e st u r e s; d i sp l a y i n t h e workplace of sexually suggestive objects or pictures; and other
physical, verbal or visual conduct of a sexual nature. Harassment on the basis of any other protected
characteristic is also strictly prohibited.
Under this policy, other unlawful harassment is verbal or physical conduct that singles out, denigrates
or shows hostility or aversion toward an individual because of his/her race, color, religion, sexual
orientation, national origin, age, disability, marital status, veteran status, citizenship or any other
characteristic protected by law or that of his/her relatives, friends or associates, and that:
•
•
•

Has the purpose or effect of creating an intimidating, hostile or offensive work environment;
Has the purpose or effect of unreasonably interfering with an individual’s work performance; or
Otherwise adversely affects an individual’s employment opportunities.

Harassing conduct includes, but is not limited to: epithets, slurs or negative stereotyping; threatening,
intimidating or hostile acts; denigrating jokes; and written or graphic material that singles out,
denigrates or shows hostility or aversion toward an individual or group and that is placed on walls or
elsewhere on the employer’s premises or circulated in the workplace.
D. INDIVIDUALS AND CONDUCT COVERED
This policy applies to all applicants and employees, whether related to conduct engaged in by
fellow employees or someone not directly connected to the City. Conduct prohibited by this policy is
unacceptable in the workplace and in any work-related setting outside the workplace, such as during
business trips, business meetings, and business-related social events. This policy also applies to
c i t i z e n s , ve n d o r s , a n d v i s i t o r s t o t h e workplace. Likewise, employees are also prohibited
from harassing citizens, vendors and other third parties.
E. SUPERVISORS’ RESPONSIBILITY
Supervisors have a greater responsibility, not only to model respectful, professional conduct at work,
but also to maintain an environment of respect and effective teamwork in their work areas.
Supervisors are required to monitor the workplace for inappropriate behavior and report
and/or take necessary action in response to all incidents of possible harassment as required by this
policy. A supervisor who fails to report, encourages or condones conduct prohibited by this policy is in
violation of this policy and will be subject to discipline, up to and including termination of
employment.
F. COMPLAINT REVIEW PROCEDURES
1. Mandatory Reporting of Harassment, Discrimination or Retaliation
The City requires reporting of all perceived incidents of discrimination, harassment or
retaliation, regardless of the offender’s identity or position. Individuals who believe they
have witnessed such conduct, have been a victim of such conduct, or have been
somehow made aware of such conduct must immediately report their concerns to the City
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Manager and/or Human Resources. If for any reason an employee feels uncomfortable reporting
to the City Manager and/or Human Resources, the employee may make his/her report to the
Mayor.
In addition, the City encourages individuals who believe they are being subjected to such
conduct promptly to advise the offender that his or her behavior is unwelcome and request
that it be discontinued. Often this action alone will solve the problem.
In the event the Mayor is responsible for reviewing a complaint of discrimination, harassment
or retaliation, all references to “City Manager” in this policy shall also mean “ M a y o r . ”
I n v e s t i g a t o r s f r o m o t h e r departments or outside the City may conduct and/or assist the
City Manager with complaint investigations.
T h e p r o c e d u r e s f o r h a n d l i n g s e x u a l harassment complaints are as follows:
2. Investigation
Allegations of harassment, discrimination or retaliation will be investigated promptly. The
investigation may include individual interviews with the parties involved and, where necessary,
with individuals who may have other relevant knowledge. All employees are required to
cooperate with the investigation. Confidentiality will be maintained throughout the investigatory
process to the extent consistent with the adequate investigation and appropriate corrective
action.
3. Retaliation
Retaliation against an individual for reporting a g o o d f a i t h c h a r g e o f h a r a s s m e n t ,
d i s c r i m i n a t i o n , o r r e t a l i a t i o n , o r f o r participating in an investigation of a claim of
harassment or discrimination is a serious violation of this policy and, like harassment or
discrimination itself, will result in serious disciplinary action. Acts of retaliation must be
reported immediately and will be promptly investigated and addressed.
4. Responsive Action
Misconduct constituting harassment, discrimination or retaliation will be dealt with
a ppr opr iat el y. Respon sive a cti on ma y include, for example, training, referral to
counseling and/or disciplinary action such as w a r n in g, r e pr i m a nd, w i th h o ld i n g of a
promotion or pay increase, reassignment, t e m p o r a r y s u sp e n s i o n w i t h o u t p a y o r
termination. False complaints, exaggerated and malicious complaints of harassment,
discrimination or retaliation as opposed to complaints, which even if erroneous, are made in
good faith, will result in appropriate disciplinary action.
G. RECORDKEEPING
A l l r e c o r d s c o n c e r n i n g h a r a s s m e n t , discrimination or retaliation investigations are to be
kept in a separate locked file in the City’s Human Resources Office. Access shall be approved by
the City Manager. Records concerning subsequent disciplinary actions will be kept in the regular
personnel files.
H. CONCLUSION
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The City has developed this policy to ensure t h a t a l l i t s e m p l o y e e s c a n w o r k i n a n
environment free from unlawful harassment, discrimination and retaliation. The City will make every
reasonable effort to ensure that all concerned are familiar with this policy and aware that any
complaint in violation of such policy will be investigated and resolved appropriately. Any
employee who has any questions or concerns about this policy should talk with the City
Manager. Finally, this policy should not, and may not, be used as a basis for excluding or
separating individuals of a particular gender, or any o t h e r p r o t e c t e d c h a r a c t e r i s t i c s ,
f r o m participating in business or work-related social activities or discussions. In other words, no
one should make the mistake of engaging in discrimination or exclusion in order to avoid
allegations of harassment. The law and p ol i ci es of the Ci ty p roh ibit di sp ar ate
treatment on the basis of sex or any other protected characteristic with regard to terms, conditions,
privileges and prerequisites of employment.
SECTION 3 - APPENDICES
None referenced.
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 124
DRUG-FREE WORKPLACE

Initial Effective Date:
June 2012
Date Revised:

SECTION 1 - PURPOSE
The purpose of this policy is to present the essential provisions contained in the Drug-Free
Workplace Act of 1988. This act requires all grantees receiving grants, including cooperative
agreements, from any federal agency to certify that they will provide a drug-free workplace.
SECTION 2 – POLICIES AND PROCEDURES
The City of Oak Point shall comply with the Drug-Free Workplace Act of 1988 to ensure that its
workplace is drug-free. All employees shall receive a copy of the City's policy. With the
approval and enactment of this policy, current employees shall be issued a copy of the policy; all
newly hired persons shall receive a copy of the policy during new-employee orientation. Any employee
found in violation of this policy shall be disciplined, and such discipline may include, but is not
limited to, dismissal or the successful completion of a drug rehabilitation program.
A. AWARENESS PROGRAM
The City shall establish a drug-free workplace awareness program to make employees aware of the
dangers of drug abuse and the help that is available to combat this problem.
1. This program shall include a written educational component designed to inform employees of
the dangers of drug abuse in the workplace.
2. It shall inform all employees of the City's commitment to maintaining a drug-free workplace.
3. This program shall alert employees to the penalties and consequences they will incur for drugabuse violations at the workplace.
B. DRUG-FREE WORKPLACE ACT
Under the Drug-Free Workplace Act, employees must, as a condition of employment, do the
following:
1. Abide by the terms of the City's Personnel Procedure 103, Substance Abuse Policy; and
2. Notify their supervisors or Department Heads of any criminal drug statute conviction (or a
plea of no contest) for a violation occurring at the workplace no later than five days after
such conviction.
C. CONVICTION NOTIFICATION
A Department Head, upon receiving notification of an employee's conviction (or plea of no contest),
must notify the City Manager or his/her representative immediately. The City Manager or his/her
representative must ensure that the appropriate federal funding agency is notified of the conviction (or
plea of no contest) within 10 days after the City was notified of the conviction (or plea of no contest).
Failure to do so could jeopardize the City's receipt of federal monies.
D. DISCIPLINARY ACTION
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The Drug-Free Workplace Act requires the City to take appropriate disciplinary action within 30 days
after receiving notice of an employee's conviction for a violation (or plea of no contest) of a criminal
drug statute at the workplace.
As a part of the disciplinary action, and as a condition of continued employment or reemployment, the
employee may be required to successfully complete a drug-abuse assistance or similar program. The
disciplinary action may also include dismissal from employment. The action taken will be considered
on a case-by-case basis, and such decisions will include the advice and counsel of the City Manager
and City Attorney.
E. SUSPICIOUS ACTIVITIES
Supervisors who suspect that an employee is involved in an illegal drug-related activity should notify
Department Head and consult with the City Manager or his/her representative to determine a course
of action.
SECTION 3 - APPENDICES
None referenced.
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 125
SUBSTANCE ABUSE

Initial Effective Date:
June 2012
Date Revised:

SECTION 1 - PURPOSE
The citizens and taxpayers of the City of Oak Point deserve a City government free from the problems
associated with illicit drugs. This requires not only a workplace free from the presence of illicit drugs,
but also necessitates a workforce in whose private lives illicit drugs play no part. The citizens and
taxpayers likewise have a right to expect that the City workplace be free from the harmful influences
of intoxicating beverages and illegal inhalants. Accordingly, the following is established as the City of Oak
Point Substance Abuse Policy, which shall be applicable to all employees of the City of Oak Point.
SECTION 2 – POLICIES AND PROCEDURES
Policy Sections A through M apply to all employees. However, those City employees whose
positions require a commercial driver’s license are also subject to specific regulations mandated by the
U.S. Department of Transportation, and thus, have their own section of this manual (see Chapter 125).
A. DEFINITIONS
1. Illicit drugs shall mean those substances listed below:
a. Cannabinoid (THC)
b. Amphetamines
c. Opiates
d. Benzodiazepine
e. Methadone
f. Cocaine
g. Barbiturates
h. Propoxyphene
i. Methaqualone
j. Phencyclidine (PCP)
2. On the Job is defined as follows:
a. Presence at any place or location during working hours or while on duty, when such presence
is at the direction of a supervisor or otherwise for the purpose of conducting City business or
performing City functions;
b. Presence in a City-owned or City-leased vehicle at any time; or
c. Presence in a privately owned vehicle which is being used to conduct City business or
perform City functions.
3. Under the influence of illicit drugs shall mean having present in the body or urine a quantity of an
illicit drug sufficient to register a positive result on the drug screen utilized by the City, the testing
parameters of which are set forth as follows:
Substance

CUT-OFF LEVELS
Blood/Urine Breath
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Hair

Cannabinoid (THC)
Amphetamines
Opiates
Benzodiazepine
Methadone
Cocaine
Barbiturates
Propoxyphene
Methaqualone
Phencyclidine (PCP)

100 NG/ML
1000 NG/ML
300 NG/ML
300 NG/ML
300 NG/ML
300 NG/ML
300 NG/ML
300 NG/ML
300 NG/ML
25 NG/ML

10 Picograms/10 MG
5 NG/10 MG
5 NG/10 MG
N/A
N/A
5 NG/10 MG
N/A
N/A
N/A
3 NG/10 MG

4. Under the influence of alcoholic beverages is defined as follows:
a. Not having the normal use of mental or physical faculties by reason of the introduction of
alcohol into the body; or
b. Having an alcohol concentration equal to or greater than 0.04 grams of alcohol per 100
milliliters of blood; or
c. Having an alcohol concentration equal to or greater than 0.04 grams of alcohol per 210 liters
of breath.
5. Alcoholic beverages shall mean alcohol or any other beverage containing more than 1/2 of
1 percent of alcohol by volume, which is capable of use for beverage purposes, either alone or
when diluted.
6. Reasonable suspicion shall mean a suspicion based upon facts which would lead a reasonably
prudent person to believe it likely that the employee in question was under the influence of illicit
drugs or alcoholic beverages as defined herein.
7. Under the influence of illegal inhalants shall mean not having the normal use of mental or
physical faculties by reason of the introduction of illegal inhalants into the body. Illegal
inhalants shall include the following:
a. Volatile chemicals as defined in Chapter 484 of the Texas Health and Safety Code; and
b. Abusable glue or aerosol paint as defined in Chapter 485 of the Texas Health and Safety
Code.
B. PROHIBITED CONDUCT
All employees of the City of Oak Point are hereby prohibited from engaging in the following conduct:
1. Illicit Drugs – Using or possessing without a valid prescription, selling or otherwise distributing
illicit drugs;
2. Alcoholic Beverages - Using, purchasing, possessing, serving, selling or otherwise distributing
alcoholic beverages while on the job; provided, however, that as used herein, the term possessing
shall not apply to bottles or containers which are sealed and located in a nonpassenger
compartment of a privately owned vehicle, unless that vehicle is being used for City business for
which the City is paying car allowance or mileage reimbursement;
3. Illegal Inhalants - Using, possessing, selling or otherwise distributing illegal inhalants in violation of
Chapter 484 or Chapter 485 of the Texas Health and Safety Code;
4. Reporting for work or remaining on the job while under the influence of any of the following:
a. Illicit drugs,
b. Alcoholic beverages, or
c. Illegal inhalants.
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Nothing contained herein is intended to prohibit, limit or restrict the lawful operations of the police
department of the City of Oak Point with respect to the subject matter hereof. Further, nothing
contained herein is intended to authorize, permit or condone the possession, sale, distribution or use
of any illegal or controlled substance, including, without limitation, any and all "designer drugs.” The
possession, sale, distribution or use of such illegal or controlled substances may result in disciplinary
actions under any and all applicable policies and procedures of the City.
C. DRUG SCREENING/ALCOHOL TESTING
Any time there exists a reasonable suspicion that an employee has violated the provisions of
Paragraph II.B. hereof, the City may require the employee to submit to drug or alcohol screening.
Failure of the employee to submit to drug or alcohol screening shall be grounds for dismissal.
D. SUBSTANCE ABUSE AMONG EMPLOYEES
This section sets forth the procedures for enforcing the provisions of the City of Oak Point Substance
Abuse Policy.
1. Screening - Drug screening of an employee for illicit drugs, illegal inhalants or alcoholic
beverages will be conducted only upon written authorization by the City Manager, the
department head, or, in their absence, the supervisor to whom the employee is assigned and at least
one other person who observed the employee and concurred that drug screening was indicated.
A written statement will be required from the persons who observed the employee, describing
the specific behavior that necessitated testing.
2. Observation - Observable facts which may provide a basis for "reasonable suspicion, ” include,
but are not limited to, one or more of the following: the odor of alcoholic beverages or other
intoxicants, significant confusion or disorientation, slurred speech, erratic behavior, excessive or
unexplained tardiness or absenteeism, or an on-the-job accident.
3. Awareness - Any employee having knowledge that another employee is in violation of the
substance abuse policy is encouraged to report such information to his/her supervisor, department
head or to the City Manager.
4. Authorization - If a drug and/or alcohol screening is authorized, the employee will be asked to sign a
consent form. After receiving consent, the employee will be transported immediately to an
appropriate facility and required to provide a urine sample.
5. Analysis – All urine specimens will be analyzed at a licensed toxicology laboratory or other
appropriate facility designated by the City, utilizing an EMIT Assay or similar methodology. If such
analysis yields a positive result, a confirmatory analysis will be performed utilizing gas
chromatography/mass spectrometry or such other confirmation methodology as would be
admissible as evidence in legal proceedings in this state.
6. Administrative Leave - Upon providing the specimen or sample, the employee will be placed on
administrative leave with pay pending receipt by the City of written results of the drug screening. If
the results indicate violation of Paragraph II.B. of the policy, a dismissal action will be initiated in
accordance with the City of Oak Point’s disciplinary action procedure.
7. Proposed Dismissal - If an employee refuses to sign the consent form or refuses to provide
the requested specimen or sample, a proposed dismissal will be initiated in accordance with the
City of Oak Point’s disciplinary action procedure.
8. Disciplinary Action Procedure - Violation of Paragraph II.B., II.C. or II.D.7 will result in initiation
of a proposed dismissal in accordance with the City of Oak Point’s disciplinary action procedure.
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Nothing contained herein shall be construed to limit, restrict, modify or condition the investigation by
appropriate law enforcement officers of any alleged criminal activity.
E. HEARING
Any employee charged with violating this policy shall be afforded an opportunity to be heard as
provided for in the City of Oak Point’s Disciplinary Action Procedure. If, after such hearing, the
employee is found to have violated this policy, the employee shall be dismissed.
F. PRE-EMPLOYMENT SCREENING
All applicants for employment with the City of Oak Point will be required to submit to preemployment drug screening prior to hiring. The City of Oak Point will post public notices that preemployment drug screening will be required. Only applicants who have completed the interview and
selection process and are still being considered for employment will be required to submit to drug
screening. Any job offer that is extended to an applicant will be contingent upon test results that do
not indicate a positive result, as specified below.
The pre-employment drug screening will require the applicant to provide a specimen at a City-approved
medical facility under standardized drug screening procedures. At the time of the drug screening,
each applicant will be informed of the testing procedure and consequences of positive test results.
The applicant will be requested to sign a Drug Screening Consent Form acknowledging his/her understanding of the test, authorizing the diagnostic procedure, and releasing the test results to the City. If
the applicant is a minor, he/she and his/her parent or legal guardian must also sign a Pre-employment
Consent and Release Form. Any applicant who refuses to sign a consent form or who refuses to
undergo the drug screening will be ineligible for employment consideration with the City of Oak Point
for one year. A licensed toxicology laboratory will then perform an EMIT Assay analysis of the specimen.
If the analysis indicates the presence of illicit drugs as defined in the City of Oak Point’s Substance Abuse
Policy, a confirmatory test will be performed, utilizing gas chromatography/mass spectrometry or other
appropriate equivalent technology. If this second test confirms the positive test result, the applicant will
be given the opportunity to provide written proof within five work days that the applicant has a current,
valid prescription for the substance in question, failing which, the applicant will be denied
employment and disqualified for further consideration.
G. INTERDEPARTMENTAL PROMOTIONS AND TRANSFERS
No employee applying for another job within the City shall be required to submit to drug screening.
Drug screening shall be administered for employees who are transferring into positions requiring
Department of Transportation testing if previous position did not require that testing.

H. RANDOM DRUG SCREENING OF CITY EMPLOYEES
The City may implement a program of random drug screening among all its employees. The program is
based on the following:
1. Terms and Conditions
a. A random drug screening program may be implemented if such screening is made
mandatory by the acceptance of a federal or state grant or is otherwise required by any
federal or state law or regulation;
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b. A random drug screening program may be implemented for certain sensitive operational
areas as designated by the city manager;
c. Prior to the implementation of random drug screening as provided in Subsections a. and b.
above, all affected employees will be given 30 days’ notice that the program will be
implemented.
I. RECORDS REALTING TO DRUG SCREENING
All records relating to drug or alcohol screening results shall be maintained separately from the general
personnel files of the City. These records shall be accessible only with prior approval of the City
manager, and will be given only after consultation with the city attorney. If a representative of any
other governmental entity or any member of the public requests access to such records, whether
pursuant to the Texas Open Records Act or otherwise, the request shall be referred to the office of
the city attorney for further consideration.
L. CONDITION OF EMPLOYMENT
Each employee of the City of Oak Point will be informed of the Substance Abuse Policy set forth in
this section and will be required to sign a statement acknowledging that acceptance of the
requirements and terms thereof shall be a condition of continued employment with the City.
M. CITY FUNCTIONS
No City funds will be used for the purchase of alcoholic beverages, and no City function shall serve
alcoholic beverages. Any alcoholic beverages purchased at off-site functions (example: banquets,
etc.) must be purchased with personal funds and may not be hosted or supplied by the City, nor may the
alcohol service be under the control of the City.
N. PRESCRIPTION AND OVER-THE-COUNTER MEDICATIONS
The legal use of prescribed drugs or over-the-counter medications taken for a current health condition is
permitted on the job only if it does not impair an employee's ability to perform the essential functions of
the job effectively and in a safe manner that does not endanger other individuals in the workplace. Any
employee, who is legally taking a prescription drug or over-the-counter medication that may impair his
ability to perform the essential functions of the job effectively and in a safe manner, shall inform his
supervisor that he is taking such prescription drug or over-the-counter medication.
SECTION 3 - APPENDICES
None referenced.
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 126
DRUG A ND ALCO HOL T EST ING FO R
“ CDL” DRI VE RS

Initial Effective Date:
June 2012
Date Revised:

SECTION 1 - PURPOSE
The Department of Transportation and the Federal Highway Administration require alcohol and drug
testing of employees in positions requiring commercial driver’s licenses by the State of Texas or a higher
authority. In the event of any conflict between this policy and DOT regulations, DOT regulations shall
apply.
SECTION 2 – POLICIES AND PROCEDURES
A. PROHIBITED ALCOHOL AND DRUG USE
1. Performance of safety sensitive functions (those duties requiring a commercial driver’s
license) is prohibited under the following conditions:
• Wh i l e h a vin g a b r ea t h alcohol concentration of 0.04 or more as indicated via
breath test;
• While using alcohol; or
• Within four hours after using alcohol.
2 . Re f u s i n g t o su b m i t t o a n alcohol test within eight hours after an accident is prohibited.
3 . Any unauthorized use of marijuana, cocaine, amphet a m i n e s , o p i a t e s , o r
phencyclidine. Illicit use of d r ugs b y sa fet y- sen siti ve drivers is prohibited on or off duty.
B. ALCOHOL AND DRUG TESTS REQUIRED
1. Pre-employment - Conducted after offer of employment is made, but before actually performing
safety-sensitive functions for the first time. These tests are also required when employees
are promoted or t ran sfe rr ed i nto d ri ve r positions.
2. Post-accident - Conducted after accidents on drivers whose performance could have
contributed to the accident (as determined by a moving traffic violation citation) and for all
accidents involving a fatality, wheth er or n ot th e d ri ve r received a moving traffic
violation.
3. R e a s o n a b l e s u s p i c i o n - Conducted when a trained supervisor or employer official
observes behavior or a p p e a r a n c e t h a t i s characteristic of alcohol and/or drug
misuse or abuse. If it is determined that a reasonable suspicion exists, but testing cannot be
administered, the driver must be removed from performing safety sensitive functions for at least
24 hours. On reasonable-suspicion testing, the department should consult with the City
Manager p r i o r t o m a k i n g t h e f i n a l decision to test.
4. Random - Conducted on a random, unannounced basis just before, during or just after
performance of safety-s e n s i t i v e f u n c t i o n s . Individuals will be randomly selected via
computer by the clinic under contract with the Ci ty of Oa k Po int f or the testing services.
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Each year, the number of random alcohol tests must equal at least 25 p e r c e n t o f a l l t h e
s a f e t y - sensitive drivers. The number of random drug tests must equal at least 50 percent
of all the safety-sensitive drivers.
5. Return-to-duty and follow-up - Conducted when an individual who has violated the prohibited
alcohol conduct standards returns to performing safety-sensitive duties. Follow-up tests are
unannounced, and at least six tests must be conducted in the first 12 months after a driver
returns to duty. Follow-up testing may be extended for up to 60 months following return to duty.
Return-to-duty and follow-up tests are applicable only for those seeking amnesty and, based on
individual circumstances, for those who may have had an alcohol concentration of 0.01 or
greater, but less than 0.04.
6. Refusal to test – Refusal to be t e s t e d i n a n y o f t h e a b o v e circumstances may result
in non-selection for an applicant or dismissal for an employee.
C. CONSEQUENCES OF ALCOHOL MISUSE/ABUSE
An alcohol concentration of 0.04 or greater is grounds for dismissal. D r i v e r s w i t h a n
a l c o h o l concentration of 0.02 or greater, b u t l e s s t h a n 0 . 0 4 , a r e n o t p e r m i t t e d t o
p e r f o r m sa f e t y- sensitive functions for a minimum of 24 hours and may be subject to dismissal.
At the department’s discretion and based on individual circumstances, the driver may be subject to
disciplinary action, in addition to mandatory referral to a substance abuse professional
(Additionally, if the driver does not adhere to the treatment plan recommended by the substance
abuse professional, the driver may be subject to disciplinary action, including dismissal). In such an
event, the driver will be placed on administrative leave without pay w h i l e c o m p l y i n g w i t h
t h e treatment recommendations of the substance abuse professional. (Note: Accrued paid
sick leave may be used, if available. No time off will be appealable under the City of Oak Point’s
Disciplinary Action Procedure. Violations will not be placed on the driver’s commercial driver’s
license records.
D. ALCOHOL TESTING PROCEDURE
Tests will be conducted by a trained breath alcohol technician, using an evidential breath-testing
d e v i c e . A s c r e e n i n g t e s t i s conducted first. If the alcohol concentration is 0.01 or greater, a
second confirmation test will be conducted, the results of which will determine any actions taken.
Tests will generally be conducted by a contract medical services p rovi d e r . Re su lt s of a lco h o l
testing will usually be available immediately after the test.
E. DRUG TRESTING PROCEDURE
D rug t est in g i s condu cte d by a n a l y z i n g a d r i v e r ’ s u r i n e specimen at a laboratory certified
and monitored by the Department of Health and Human Services. The City of Oak Point’s contract
medical provider will administer the tests and ship the sample overnight to
the
certified
l a b o r at o r y. M o st r esu l t s a r e available within 24 hours. “Split” urine specimens provide drivers
with an opportunity for a second opinion, if needed.
F. DRUGS TESTED FOR
Department of Transportation requires that the following drugs be tested for:
• Marijuana
• Cocaine
• Amphetamines
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• Opiates
• Phencyclidine
A screening test is performed first. If it is positive for one or more of t h e d r u g s l i s t e d , t h e n a
confirmation test is performed (gas chromatography/mass spectrometry).
G. RESULTS INTERPRETATION
All drug test results are reviewed and interpreted by a physician medical review officer (MRO) before
they are reported to the City of Oak Point. Note: For all drugs except phencyclidine, there are some
limited, legitimate medical uses which may explain a positive test result. For this reason, any positive
results are discussed by the MRO and the driver. If use is legitimate, the result will be reported
to the City as negative.
H. CONSEQUENCES OF A POSITIVE DRUG TEST
A positive drug result will be grounds for dismissal. Violations will not be placed on the driver’s
co m m e r ci a l d r i ve r ’s l i ce n se record.
I. CONFIDENTIALITY
Test results may be released only to the driver, employer, substance abuse professional, laboratory
officials and medical review officer. They cannot be released to others without the
written consent of the driver. All test r e s u l t s w i l l b e k e p t i n a c o n f i d e n t i a l f i l e
u n d e r t h e employee’s name.
SECTION 3 - APPENDICES
None referenced.
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 127
PO SSE SSIO N O F WEA PO N S
I N T HE W O RK PLAC E

Initial Effective Date:
June 2012
Date Revised:

SECTION 1 - PURPOSE
To provide a policy addressing the possession of weapons in the workplace.
SECTION 2 – POLICIES AND PROCEDURES
A. DEFINITIONS
PEACE OFFICER
For the purpose of this policy, “Peace Officer” shall mean Peace Office in good standing who is
currently employed as a Texas State Licensed Police Officer or Reserve Police Officer acting in an
official capacity and is not the subject of a disciplinary suspension order by the Director of Public
Safety or his designee (or comparable position).
CONCEALED WEAPON / WEAPON/ INSTRUMENT
For the purpose of this policy, “Concealed Weapon,” “Weapon,” and “Instrument” shall mean any
instrument or weapon that is especially designed, made or adapted for the purpose of inflicting
bodily injury or death, including but not limited to clubs, firearms, ha n d gu n s , i l l e ga l kn i ve s,
e xp l o si ve s, crossbows, bows and arrows, throwing stars, and knuckles.
WORKPLACE / WORK SITE
All buildings, portions of buildings, property or portions of property owned, leased,
borrowed or otherwise used by the City of Oak Point and any other assigned work location
where employees are engaged in the performance of their jobs, including City-owned, leased,
borrowed or used vehicles and equipment. This definition shall apply to privately owned vehicles
for which the City is p a y i n g a c a r a l l o w a n c e o r m i l e a g e reimbursement while being used to
conduct business on behalf of the City.
B. POLICY
No employee (other than a Peace Officer) shall carry on or about his/her person, at a City work site
or facility any instrument or weapon that is especially designed, used, made or adapted for the
purpose of inflicting bodily injury or death. Any City employee found to be carrying or in possession of
any such instrument or weapon will be subject to disciplinary action, up to and including termination.
Additionally, no employee (other than a Peace Officer) shall carry a concealed weapon in any City
building, regardless of whether or not the person is duly licensed by the State of Texas to carry a
concealed handgun. No employee (other than a Peace Officer) may carry a weapon on or about
his/her person at any time while conducting City business, on or off City premises.
Page 82 of 146

To enforce this policy, the City reserves the right to conduct searches or inspections of e mp lo yee’s
pe r son s, p er son al eff ects, workplace or work site or lockers for the purpose of determining
if any employees are ca r r yi n g or in p o ssessi o n of a n y su ch instrument or weapon. Such
searches may be made from time to time by authorized City representatives without warning. The
refusal of any City employee to submit to a search, inspection or examination as set forth above may
result in disciplinary action, up to and including termination.
SECTION 3 - APPENDICES
None referenced.
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 128
TRAVEL AUTHORIZATION AND
REIMBURSEMENT POLICY

Initial Effective Date:
June 2012
Date Revised:
June 2015

SECTION 1 - PURPOSE
To provide necessary funding for approved conventions, educational meetings, business trips, meetings
and other business-related activities.
SECTION 2 – POLICIES AND PROCEDURES
The City of Oak Point will pay all reasonable expenses as outlined herein. It is the City’s intent
that employees suffer no financial loss or realize any financial gain from business travel.
A. TRANSPORTATION
All travel on City business shall be authorized by the department head, who will approve all requests
and vouchers and ensure that funds expended for travel are within the limits of the department’s
budget. Reimbursement will be made in accordance with the most economical mode available.
1. City Vehicle
When available, employees should use City vehicles when traveling by vehicle.
2. Personal Vehicle
When it is necessary for an employee to drive his/her personal vehicle on City business, the
employee will be reimbursed according to the latest IRS approved rate for each mile driven, plus toll
and parking fees. Receipts are required for toll and parking fees. At no time will the reimbursement
for one’s personal vehicle exceed the cost of air travel. No reimbursement for mileage will be made
if the employee is receiving a car allowance.
3. Taxicabs
Receipts are required for taxicabs, limousines or other modes of transportation.
4. Public Transportation
Public transportation is defined as transportation available to the general public, such as airlines,
trains and buses. A receipt for public transportation is required before reimbursement will be made.
5. Airline
Airline reservations should be made as far in advance as possible in order to receive airline
discounts. Because of airline discounts, employees are encouraged to check on the possibility of
scheduling travel over a Saturday. When staying an extra night, the total travel expenses will be
reduced and the City will pay the extra night’s hotel and expenses.
6. Rental Vehicles
Rental vehicles are authorized only when the amount of travel at the destination will make a rental
vehicle more economical than a taxi. When a rental vehicle is used, the employee should
decline any supplemental car rental insurance offered by the rental agency. The City will provide any
necessary insurance coverage for employees using rental vehicles for City business. A receipt for a
rental vehicle is required before reimbursement will be made.
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B. LODGING
When overnight lodging is required, employees will take advantage or government, seminar or group
rates when possible. When accompanied by a family member, the employee will pay the difference
in lodging costs between a single and double occupancy for standard room. A receipt for
lodging is required before reimbursement will be made.
1. The City will pay for hotel accommodations and meals through the duration of the meeting,
seminar or event.
2. Local access phone charges, when incurred in conjunction with City business, shall be reimbursed.
3. For overnight travel, one personal telephone call home per day (not to exceed fifteen minutes) will
be paid by the City. Other personal long distance calls and local toll calls will be paid for by the
employee.
C. MEALS
When traveling outside the Metroplex, receipts for meals shall not be required. The meal per diem for
outside the Metroplex shall be according to the IRS Guidelines based on the city the employee is
traveling to and will vary, including tips. When an employee’s travel arrangements result in leaving
the Metroplex after noon or returning before noon, the meal per diem will be reduced by onethird. When a meal is included as part of the event, the per diem shall be reduced by one-third.
The meal allowance for travel inside the Metroplex shall not exceed $20 per meal. Meals
exceeding $20 may be reimbursed with an appropriate receipt.
D. MISCELLANEOUS COSTS
An allowance of up to $15 per day, without receipts, shall be allowed to cover vending machine
purchases, bellboy tips and other miscellaneous cost. No reimbursement shall be made for alcoholic
beverages.
E. OUT OF TOWN TRAVEL
The City Manager and Department Heads are allowed out of town travel for conventions and training,
as approved in the budget. All other employees are allowed travel only within the State of Texas,
unless the travel has been budgeted and the City Manager approves the trip.
SECTION 3 - APPENDICES
None referenced.
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 129
VEHICLE USAGE

Initial Effective Date:
June 2012
Date Revised:
June 2015

SECTION 1 - PURPOSE
To provide a policy for the use of City-owned or leased vehicles.
SECTION 2 – POLICIES AND PROCEDURES

A. POLICY
Any person assigned a City-owned or leased vehicle is responsible for proper use and operation of the
vehicle in accordance with traffic laws of the City of Oak Point and the State of Texas. This includes not
only being knowledgeable of driving rules and defensive driving techniques, but also an awareness of
the condition of the City-owned or leased vehicle the employee is operating, in order to notify his/her
supervisor regarding general maintenance needs. City vehicles are furnished for official business
only and shall not be used for personal business unless approved by the City Manager. The misuse
of any City vehicle is considered a serious offense and is subject to disciplinary action, up to and
including termination of employment.
B. CRITERIA
1. Any employee operating a City vehicle must:
a. Have his/her driving history checked every year for possible violations;
b. Possess a current Texas driver’s license which is not under suspension or revocation;
c. Be at least eighteen (18) years of age;
d. Have no conviction for Driving While Intoxicated (DWI);
e. Operate the vehicle in a manner which will reflect positively on the City;
f. Complete a Texas Safety Association (TSA) approved defensive driving course at least
every three (3) years; and
g. Keep a copy of proof of the City’s liability coverage in vehicle.
2. Use of vehicles for non-City business is prohibited. Employees will not be allowed to drive City
vehicles to and from work or during the lunch hour, unless records and other documentation
indicate that City business is frequently transacted during the noon hour or before or after
normal working hours.
3. Any employee using a City vehicle must supply his/her Department Head with a copy of their
valid Texas driver’s license.
4. All authorized drivers of City vehicles shall maintain a valid Texas driver’s license. Department
Heads shall be promptly informed by an employee when he/she receives a traffic ticket,
whether the employee is on personal time or business for the City. It is the responsibility of
each employee to report ALL vehicle violations to his Department Head or his designee within
three (3) days of issuance of the citation.
5. The Department Head will assign each vehicle.
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6. Vehicle use should be well organized so that unnecessary trips are avoided and vehicle wear
and tear is minimized.
7. Ride sharing and/or carpooling should be practiced when several employees have the same
destination.
8. Vehicles should not be left unlocked, except in extreme emergencies. Under no circumstances
should keys be left in the vehicles, in accordance with State law. Engines are to be turned
off when vehicles are left unattended.
9. Windows of City vehicles should not be forced, nor doors slammed unnecessarily. All
malfunctions shall be reported to the employee’s Supervisor.
10. Employees shall not drive in a reckless manner, even on emergency calls.
11. All accidents involving City vehicles or equipment in which damage or personal injury occurs
must be reported immediately to the Department Head.
12. An Accident Report will be filed in all instances involving City owned vehicles and equipment,
regardless of the amount of damage or location of the accident.
13. The Department Head must be advised in writing by the person(s) involved in the accident. The
Department Head will advise the City Manager of the reports and any action taken
concerning non-chargeable accidents.
14. All vehicular accidents involving vehicles responding to an emergency will be investigated by
the Texas Department of Public Safety (DPS) Highway Patrol. All other accidents involving
City vehicles will be investigated by the Police Department.
15. In the event of a vehicle breakdown, the employee shall immediately notify his/her supervisor
who will instruct the employee in accordance with the policy regarding such.
16. City vehicles will not be allowed to push or tow any other vehicle, unless the City vehicle is
properly equipped for such purpose. City vehicles are not allowed to jump-start any
privately owned vehicles.
17. The driver of the City vehicle is responsible for the cleanliness of the vehicle. Fluid levels
should be checked on a regular basis, and windshields and windows shall be kept clean so
vision will not be impaired.
18. City employees will not allow any person to ride with them in any City vehicle without first
securing permission from the Department Head, except as follows:
a. Person taken into custody or persons necessary to aid an investigation which is being made
by a police officer;
b. Employees offering authorized assistance to another employee to whom a vehicle has
been assigned for official City business;
c. Emergency situations in which is not reasonably practical to secure prior authorization; or
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d. City emergency personnel, the Mayor, City Council Members, or the City Manager.
19. City owned vehicles taken more than 30 minutes response time out of the City limits must be
pre-authorized by the Department Head and must be for City business. (Exceptions are
emergency and police vehicles.)
20. Under no circumstances will an employee operate a City owned vehicle while under the
influence of alcohol or drugs.
21. Drivers of any motorized City equipment who violate this policy or become involved in any
accident will be subject to disciplinary action, up to and including termination, if, upon
investigation (by the appropriate agency), it is determined that the employee is chargeable
for such action, or through careless or reckless actions, he/she contributed to the cause of
the accident.
22. Drivers of City owned vehicles are responsible for ensuring that at least one-fourth (1/4) tank of
fuel is left in the vehicle for the next user.
23. Any employee, who fails to maintain a valid and appropriate driver’s license as required by
his/her position will be disciplined, demoted or dismissed.
C. SPECIAL TAKE HOME VEHICLE PROVISIONS
1. Certain City owned vehicles may be provided to employees to commute to and from work. Unless
responding to City business, these vehicles will only be used for commuting or very limited
personal use, such as a stop for a personal errand on the way home. The use of City vehicles
is not intended for family or friends. Employees who commute in City vehicles will have added
to their gross income each year an amount equal to the commuting value as established by IRS
regulations. Certain vehicles will be exempt from the withholding requirement but the other
guidelines will apply.
2. Authorized employees may drive City owned vehicles home only when certain criteria are
met and take home privileges have been pre-approved by the Department Head and
granted by the City Manager or his/her designee. The maximum time back to the city must not
exceed 30 minutes. Take home privileges may be authorized when the following conditions are
met:
a. Employee is subject to frequent emergency call back during non-duty hours;
b. Employee requires tools or special equipment on such call back assignments;
c. Nature of employee’s duties would pose a threat to life or property if, when called out after
hours, the employee were required to report to his/her regular work station to obtain a City
vehicle; or
d. A public relations benefit would result by increased visibility of the City’s vehicle.
3. Any employee allowed to take home a City owned vehicle must:
a. Keep the vehicle at his/her home or at a designated area;
b. Park the vehicle off the street;
c. Allow only City employees to ride in the vehicle;
d. Avoid taking the vehicle out of the city limits of Oak Point, except for City business.
D. PRIVATELY OWNED VEHICLES ON CITY BUSINESS
1. Privately owned motor vehicles may be used on City business only after authorization has been
approved.
2. No employee will be allowed to use his/her privately owned vehicle without providing proof
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of liability coverage.
3. Any employee using his/her privately owned vehicle for City business must:
a. Have his/her driving history checked every year for possible violations;
b. Possess a current Texas driver’s license which is not under suspension or revocation;
c. Be at least eighteen (18) years of age;
d. Display a valid registration sticker on the windshield;
e. Not have any Driving While Intoxicated convictions; and
f. Supply a current copy of his/her proof of liability insurance for the vehicle in the vehicle and
in the personnel office.
E. USE AND REGULATION
1. Privately owned vehicles will not use City gasoline, oil or any City maintenance.
2. Upon approval by the City Manager, employees driving their privately owned vehicles will receive
an auto allowance at the per mile rate established by the City Manager.
3. Only employees who are authorized will be eligible for mileage reimbursement.
4. Only authorized employees who have documented mileage will be reimbursed for miles used.
5. Fraudulent claim of miles used is considered a serious offense and is subject to disciplinary
action, up to and including termination of employment.
SECTION 3 - APPENDICES
None
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 130
INVESTIGATION AND INSPECTION OF CITY
FACILITIES AND EQUIPMENT

Initial Effective Date:
June 2012
Date Revised:

SECTION 1 - PURPOSE
This policy describes the City of Oak Point’s policies concerning the investigation and inspection of City
facilities and equipment.
SECTION 2 – POLICIES AND PROCEDURES
The City of Oak Point has an interest in ensuring that the day-to-day operations of the City are
carried out in an effective, efficient and safe manner. The consequences of employee
misconduct or incompetence may be severe both to the City and the public interest. City
facilities, offices and equipment are provided to employees for the sole purpose of facilitating the
work of the City and, as such, are subject to an investigatory search for evidence of work-related
misconduct. The term “City equipment” includes City-owned offices, work areas, vehicles, lockers,
desks, cabinets, and other containers. Employee-owned items, such as purses and briefcases,
are not included within the definition of this term.
The City reserves the right to search the contents of City equipment at any time and for any
reason. A supervisor may conduct an investigatory se a r ch o f C i t y e q u i p m e n t i f t h e r e a r e
reasonable grounds for suspecting that the se a r ch wi l l u n co ve r e vid e n ce th a t th e
employee is guilty of work-related misconduct and if safeguards are employed to ensure compliance
with constitutional and statutory requirements.
The searching of City equipment is not subject to the requirements of this policy if the search is
necessary only for non-investigatory purposes ordinarily associated with the conduct of
everyday business (i.e., retrieving a needed file) provided the non-investigatory search begins in the
most likely location and immediately ends when the sought after object is found. Nothing in this policy is
intended to prevent the seizure of any evidence of work-related misconduct if inadvertently found in a
non-investigative search. Nothing in this policy is intended to prevent the institution of a
disciplinary action or criminal charges associated with the possession of such evidence.
Employees are prohibited from installing personally owned locks on City equipment, unless a method
of opening the lock is provided to the employee’s supervisor. The presence of a personal lock on
City equipment shall in no way protect the equipment from search in accordance with this policy.
All City employees are strongly encouraged to refrain from storing on or in City equipment any
personal article, including personal correspondence, they wish to protect from inspection by City
officials. By accepting or continuing employment, each employee is deemed to have consented to
unannounced searches of his or her work area upon request.
Retention of personal items within City equipment is at the risk of the employee, and the City
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shall not be responsible for any losses. Searches of employees’ personal containers, such as
purses, briefcases, and lunch pails, will not be conducted without the employee’s consent. An
employee’s refusal to permit a search of personal containers, however, may result in disciplinary action.
A. ADMINSTRATIVE PROCEDURES
1. Supervisory personnel are required to maintain access to all City equipment or facilities
within their areas of supervisory responsibility in order to ensure that services are provided to
citizens in a timely and quality manner.
2. A s u p e r v i s o r m a y c o n d u c t a n investigative search of City equipment for evidence of
work-related misconduct if he or she:
a. Has notified the City Manager and received approval to search;
b. Has two or more witnesses available as selected by the City Manager;
c. Has excluded, to the extent practical, all uninvolved personnel from the vicinity of the
search; and
d . H a s o f f e r e d e v e r y e m p l o y e e responsible for the City equipment an opportunity to
be present during the search. If an employee is unavailable to voice his or her preferences
in this regard, the supervisor must obtain approval from the City Manager with coordination
from the City Attorney prior to proceeding with any search.
3. The supervisor shall, within 48 hours of an investigative search for work-related misconduct,
prepare a report documenting the reasonable suspicions relied upon, the date of approval of the
City Manager, the notification of the employee, the time of the search and results of the search.
The supervisor shall forward a copy of this report to the City Manager within 72 hours of
the search.
4. In the event that evidence of work-related misconduct is inadvertently discovered by any
person during a non-investigatory search of City equipment ordinarily associated with the
conduct of everyday business, the supervisor of the employee charged with custody of the
City equipment shall, within 48 hours of the discovery, prepare a report documenting the facts
and circumstances surrounding the discovery. A copy of this report shall be forwarded to the
City Manager within 72 hours of discovery.
5. Any employee failing to abide by the terms of this policy shall be subject to
disciplinary action.
SECTION 3 - APPENDICES
None referenced.
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 131
EMPLOYEE RE CORDS

Initial Effective Date:
June 2012
Date Revised:
June 2015

SECTION 1 - PURPOSE
This policy describes the City of Oak Point’s policies concerning employee records.
SECTION 2 – POLICIES AND PROCEDURES
It is the policy of the City that an effective system for keeping records on job applicants, current
employees and former employees is essential to the proper functioning of the City. The City strongly
believes, however, in respect for the rights and dignity of each employee, and the City pledges to
conduct its business in such a way that the privacy of all i t s e m p l o ye e s i s p r o t e ct e d w i t h i n t h e
guidelines of federal and state regulations.
A. PROCEDURES
1. The City shall request, use and retain on l y per son al infor mat ion con cern ing
employees that is required for business or legal reasons.
2. All information about employees in either personnel or supervisory files will be kept
confidential and will be disclosed within the City only to supervisory personnel who are
considering the employee for promotion, transfer, demotion, termination or other
personnel action.
3. Personnel files shall be kept in accordance with State law and in a location determined by the
City Manager.
4. Any employee may inspect his or her personnel file.
4. Employees desiri ng to inspect their personnel files should contact the City
Manager or Human Resources to establish a convenient time for this review. The employee
may review the files and may take notes or request single copies of each page at the current
determined copy rate, but no employee is allowed to remove a n yt h i n g f r o m a n y
p e r so n n e l f i l e . A n employee may request correction of inaccurate information.
a. Routine statistical data corrections will be made as requested.
b. Disciplinary action disagreements should be made note of at the time the action is
taken and the established appeals procedure followed.
c. Performance evaluation disagreements should be made note of at the time of the
performance review.
d. Written documentation submitted as a part of the appeals procedure shall be reviewed by
the City Manager and shall become a portion of the employee’s file.
5 . A l l r eq u e st s f o r i nf o r m at i on f o r m persons outside the City concerning job
applicants and current, retired, or terminated employees must be referred to the City
Manager or Human Resources. No one else is authorized to release such information.
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B. UPDATING OF EMPLOYEE INFORMATION
In order to keep personnel records up to date:
1. Employees are required to notify their supervisors of a status change in the following information
within 72 hours:
a. Name;
b. Address;
c. Telephone number;
d. Marital status;
e. Number of dependents; or
f. Persons to be notified in case of emergency.
2 . E m p l o y e e s s h o u l d c o n t a c t t h e City Manager or his/her designee for changes in:
a. Beneficiary designations for any of the City’s insurance, disability and pension plans; or
b. W-2 Forms.
SECTION 3 - APPENDICES
None referenced.
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 132
ACCEPTANCE OF DONATIONS
TO THE CITY

Initial Effective Date:
June 2012
Date Revised:
June 2015

SECTION 1 - PURPOSE
This policy describes the City’s policy for accepting donations for any public purpose and specifies the
policies and procedures for doing so.
SECTION 2 – DEFINITIONS
A. City Manager is the City Manager of the City of Oak Point or his or her designee.
B. Donation is defined as any monetary or non-monetary gift, grant, devise or bequest to the City of
Oak Point. A monetary donation includes cash or a check, money order or other negotiable
instrument. A non-monetary donation includes real or personal property. In the event of a
stock donation, since a government entity is not legally able to own stock, such a donation would
be liquidated and turned into cash or another liquid asset, and treated as a monetary donation.
C. Mayor is the Mayor of the City of Oak Point or his or her designee.
SECTION 3 – POLICIES AND PROCEDURES

A. FUNDS ACCOUNTING
The City Manager is responsible for providing for the deposit and financial administration of any
donation to the City. If necessary, the Finance Manager shall track the proposed use of any such
donation and shall maintain separate records of accounts showing receipts and
disbursements. The City Manager may establish further rules and regulations for the accounting and
administration of donations, consistent with this policy, as deemed necessary.
B. ACCEPTANCE OF DONATIONS IN GENERAL – DONOR’S DESIRED USE OR CONDITIONS
The City has the discretion to accept or decline any proposed donation, whether
conditioned or not, subject to this policy. In the event the Mayor or City Manager has reason to
believe a donation could cause or result in an appearance of impropriety, they shall consult
with the City Attorney prior to a c c e p t i n g t h e d o n a t i o n . C o n d i t i o n e d donations shall
be assigned to a project or existing fund consistent with the donor’s desired use, as long as
such condition(s) do not conflict with City, state or federal law, in whi ch ca se t h e Ci t y sha l l
a sk t h a t th e condition(s) be removed or decline the donation.
C. ACCEPTANCE OF MONETARY DONATIONS
1. Donations of $5,000 and Under. The Mayor or City Manager are hereby authorized to
accept any monetary donation of $5,000 or less on behalf of the City and shall deposit such
monies with the Finance Manager.
2. Donations Greater Than $5,000. Donations of any amount greater than $5,000 must first be
approved by the City Council to allow for the evaluation of any policy implications
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associated with the donation prior to acceptance.
3. Conditioned Donations. In the event that a monetary donation is conditioned or donated
for a special purpose, prior to acceptance, the Mayor or City Manager (depending on who is
accepting the donation under Subsections A and B) should consider the possible long-term
impacts of the donation, particularly where there could be significant future or ongoing
operations and maintenance or capital costs associated with the donation.
D. ACCEPTANCE OF NON-MONETARY DONATIONS
1 . Don at ion s of Per son al Prop ert y Valued at $5.00 - $5,000. All donations of personal
property with a current value greater than $5.00 and less than $5,000 may be accepted by the
City Manager, except as follows. In the event of a donation of personal property
which could require future maintenance or repair (e.g., office equipment), the City
Manager should first assess all related future costs and submit the assessment of expenses to
the Mayor for approval prior to acceptance of the donation. In addition, if a conditioned
donation could h a v e l o n g - t e r m i m p a c t s , s u c h a s significant operations and
maintenance or capital costs, the City Manager shall c o n s u l t w i t h t h e M a y o r p r i o r t o
accepting the donation.
2 . Donation of Personal Property Valued at Over $ 5, 0 0 0. A l l d on a t i on s o f personal
property with a current value of $5,000 or more must first be approved by the City Manager. If
the personal p r o p e r t y c o u l d r e q u i r e f u t u r e maintenance or repair, the City Manager
should first assess all related future costs an d su b m it th e a sse ssm en t of th e expenses to
the Mayor. For conditioned donations, the City Manager should also provide the Mayor with an
assessment of long-term impacts, such as significant operations and maintenance or capital
costs.
3 . D on at ion s of Real Pro pert y. Al l donations of real property, whether conditioned or
unconditioned, must first be approved by resolution of the City Council.
4 . Donation Agreement. All donors to the City who propose to make a donation of real estate or
any monetary or non-monetary gift, grant, devise or bequest to the City of Oak Point with a
value or amount in excess of $1,500.00 shall submit a Donation Agreement provided by the
City that shall set forth all terms and conditions of the donation.
SECTION 4 - APPENDICES
A. Real Estate Donation Agreement.
B. Non-Real Estate Donation Agreement

Page 95 of 146

CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 133
USE OF TOBACCO PRODUCTS

Initial Effective Date:
June 2012
Date Revised:

SECTION 1 - PURPOSE
The City of Oak Point desires to conduct its operations with the utmost regard for the safety of its
employees, its customers, and the public. One of the most valuable assets of the City of Oak Point is its
employee workforce. In recognition of that belief, the City promotes the health, safety, and well-being
of each individual through progressive health and benefit programs.
The City’s obligations include concern for all employees in all areas of known hazards and because
environmental tobacco smoke is a carcinogen shown to cause disease, including cancer, in healthy nonsmokers, as well as aggravate allergic reactions including watery eyes, coughing and headaches in
susceptible individuals, all of which lead to impaired performance and increased health care costs. In
addition, the use of smokeless tobacco is offensive to many people, citizens and coworkers alike. A work
environment in which employees are allowed to use smokeless tobacco products promotes an
image that many regard as unsanitary and unprofessional. It is therefore the policy of the City of
Oak Point to limit use of smoking tobacco products and the use of smokeless tobacco products by City
employees to certain areas designated by the City Manager or his/her designee.
SECTION 2 – DEFINITION
Municipal Facility means any building or structure owned or operated by the City of Oak Point.
Open air vehicle means any vehicle owned or operated by the City of Oak Point which, by its
design, is incapable of isolating passengers from the free flow of outside air. An open air
vehicle does not include automobiles, buses, vans or trucks.
Smoking means the combustion of any product or material containing tobacco.
Smokeless Tobacco Products means any product or preparation containing tobacco, including
chewing tobacco, snuff, and sm o ke l e s s t o b a c co , b u t n o t i n cl u d i n g cigarettes, cigars, or
pipe tobacco.
Vehicle means any car, truck, bus, or van owned or operated by the City of Oak Point, u sed fo r
con ve yin g pe rson s, supp lie s, equipment, etc.
SECTION 3 – POLICIES AND PROCEDURES

A. USE PROHIBITED
1. The use of all tobacco products, including smokeless ones, is prohibited within any municipal
facility.
2. The use of tobacco products is prohibited in City of Oak Point vehicles. The use of tobacco
products in open-air vehicles is subject to the discretion and approval of the supervisor of
that area.
3. The City Manager shall conspicuously place “No Smoking” signs at the entrances of all
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4.

5.

6.
7.

municipal facilities.
Employees will be allowed to smoke outside the City of Oak Point facilities during their
normal break period and lunch so long as they are at least twenty (20) feet away from an
entrance or exit to the building. An entrance or exit to the building is defined to include
any entry steps or ramps.
An employee shall responsibly dispose of all waste products generated by his or her use of
tobacco products. Notwithstanding any other provision of this policy allowing the use of
smokeless tobacco products, a supervisor may prohibit the use of smokeless tobacco products in
any area where employees fail to responsibly dispose of waste products generated by
the use of smokeless tobacco products.
Any employee who uses tobacco products i n vi o l a t i on o f t h i s po l i cy i s su b j e ct to
disciplinary action as outlined in Chapter 118 (Disciplinary Process).
S u p e r v i s o r s a r e r e s p o n s i b l e f o r communicating this policy to, and enforcing the
policy upon, their employees.
SECTION 4 - APPENDICES

None referenced.
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 134
A CC EPT ABLE USE
O F TE C HNO LO GY SYSTE MS

Initial Effective Date:
June 2012
Date Revised:

SECTION 1 - PURPOSE
The City of Oak Point provides Technology Systems to its employees for business pu rpo se s.
Th e goa l in p ro vid in g the se resources is to promote service excellence by facilitating resource
sharing, innovation, and communication both internally and externally t o t h e o r g a n i z a t i o n . T h e
u s e o f t h e s e Technology Systems is a privilege and not a right.
Proper behavior, as it relates to the use of the City’s Technology Systems, is no different than
proper behavior in all other aspects of City of Oak Point activities. All users are expected to use
the City’s Technology S yste ms in a p rofe ssi ona l, r esp e ctfu l, responsible, ethical and polite
manner. This policy is intended to clarify those expectations a s t h e y a p p l y t o t h e u se o f t h e
Ci t y’ s Technology Systems.
The users of the City’s Technology Systems are responsible for respecting and adhering to local,
state, federal and international laws. Any attempt to break those laws through the use of the
City’s Technology Systems may result in prosecution of the offender by the proper authorities. If
such an event should occur, the City will fully comply with the authorities to provide any
information required for prosecution.
SECTION 2 – DEFINITIONS
Technology Systems or System includes any configuration of City hardware and/or so f t wa r e ,
o p e r a t i n g s yst e m s o f t w a r e , application software, stored text and data files, electronic mail, local
databases, externally accessed databases (such as the Internet), external hard drives, portable hard
drives, memory sticks, CDROM, optical media, clip art, digital images, digitized information,
telecommunications devices such as pagers, facsimiles, and voice mail, Internet, PDAs, laptops, and all
new technologies as they become available. The City reserves the right to monitor all Technology
Systems activity.
SECTION 3 – POLICIES AND PROCEDURES

A. ACCEPTABLE USE
The City’s Technology Systems will be used only for City business purposes. Commercial use of the City’s
System is strictly prohibited. Software or external data may not be placed on any computer, whether
standalone or networked to the City’s Technology Systems, without written permission from the City
Manager or his/her designee.
B. OTHER ISSUES APPLICABLE TO ACCEPTABLE USE
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1. No Expectation of Privacy. A l l Technology Systems used by employees are property of the
City. All data, messages, or other files created while using the City’s Technology Systems
are also considered property of the City. Users of the City’s Technology Systems may not
assume they are provided any degree of anonymity and employees have no right to
privacy with respect to such Systems. Personal passwords are not an assurance of
confidentiality. The Internet itself is not secure. To ensure proper use of its Technology Systems,
the City will monitor their use. The City has the ability and will, with or without advance notice,
monitor and view usage, including but not limited to: employee e-mail; voice mail and instant
m e s s a g i n g ; i n f o r m a t i o n a n d m a t e r i a l transmitted, received or stored using City
Systems. The city will monitor user Internet access and usage patterns to assure that its Internet
resources are devoted to maintaining the highest levels of productivity, as well as proper use and
compliance with this and other City policies.
2. Personal Use of Computers. Employees are not to place personal copies of software or data
on any City equipment or System. If an employee’s work responsibilities create a need for any
software, the City may purchase the software. An employee may not use his or her personally
owned software for City purposes. This includes, but is not limited to, games, screen savers,
images, audio files and other questionable or prohibited materials. If found, the personal
software or data will be removed a n d a m e m o r a n d u m s e n t t o t h e u se r ’ s Department
Head outlining what was found and the action taken to remove it. The employee
will be subject to disciplinary action, up to and including termination. It is City policy that
City-owned software is not to be taken home and installed on an employee’s home computer,
laptop, PDA or other personal technology for personal or City use, regardless of the software’s
licensing agreement.
3. Attempting to log on or logging on to a computer or email system by using another’s
password, unless authorized by the City Manager, is prohibited. Assisting others in violating
this rule by sharing information or passwords is unacceptable. Once a user receives a
network login account to be used to access the network and computer system, they are solely
responsible for all actions taken while using that network login account.
4. Improper use of any computer or the network is prohibited. Prohibited activity includes:
• A c c e s s i n g , c r e a t i n g , f o r w a r d i n g , submitting, publishing, or displaying any
defamatory, purposefully inaccurate, unprofessional, abusive, obscene, profane, sexually
oriented, or threatening materials or messages either public or private.
• A c c e s s i n g a n y s i t e o r c r e a t i n g o r forwarding messages with derogatory,
inflammatory, or otherwise unwelcome r ema r ks o r conten t re gard in g r a ce , religion,
color, sex, national origin, age, disability, physical attributes, sexual orientation or
preferences.
• Transmitting or sharing information regarding a co-worker’s health status without
his/her permission.
• Expressing opinions or personal views that could be misconstrued as being those of the
City.
• Using the Systems for an illegal purpose or in any way that violates City policy or is
contrary to its best interests.
• Using the network for financial gain, political or commercial activity.
• A t t e m p t i n g t o h a r m o r h a r m i n g equipment, materials or data owned by the City or
any other person or entity
• Attempting to send or sending anonymous messages of any kind.
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•
•
•
•
•
•
•
•
•
•
•
•

Using the network to access or transmit inappropriate or illegal material.
Knowingly placing a computer virus on a co m pu t e r o r an y p a rt of t h e Cit y’ s Technology
System.
Accessing of information resources, files and documents of another user without authorization.
Attempting to crash Technology Systems or programs.
Attempting to decrypt System or user passwords, or use any other method in an attempt to gain
unauthorized access to computer Systems.
Copying or transferring System files in violation of copyright laws.
Using the Systems in such a manner as to create a security breach of the City’s network.
Looking or applying for work or business opportunities other than for internal City postings.
Distributing or storing chain letters, solicitations, offers to buy or sell goods or other non-business
material of a trivial or frivolous nature.
Conducting political campaigns or other activity.
Gambling or playing a game for money or other stakes.
Using the System to download, transmit or share audio files, entertainment software, or games
for non-work related use.

C. SYSTEM ACCESS
Access to the City’s network systems will be governed as follows:
1. With the approval of the immediate supervisor, City employee may be granted access to the
City’s System.
2. A City employee who is granted access to the City’s System is required to maintain password
confidentiality by not sharing their password with anyone.
3. Any System user identified as a security risk or having violated the City’s Acceptable Use Policy may be
denied access to the City’s System. Other disciplinary action may also be taken up to and including
termination.
4. Any System user having been denied access rights may be reinstated with a limited access account
to reduce the level of security risk to the System. Limits on this type of account may include time
limitations, station access limitations, file access restrictions, and a revocation of Internet access
privileges.
D. SUPERVISOR RESPONSIBILITIES
The Supervisor of an employee is responsible for:
1. Enforcing the City’s Acceptable Use Policy for the City’s System.
2. Ensuring that all employees are provided with information emphasizing the appropriate and ethical use
of this resource.
3. Ensuring that proper procedures are followed in requesting and acquiring all new or additional
hardware or software.
E. INDIVIDUAL RESPONSIBILITIES
The following standards apply to all users of the City’s Technology Systems:
1. The individual in whose name a System account is issued will be responsible at all times for its
proper use.
2. The System may not be used for illegal purposes, in support of illegal activities, or for a n y o t h e r
a c t i v i t y p r o h i b i t e d b y C i t y guidelines or policies.
3. System users may not use another person’s System account.
4. System users are asked to maintain electronic mail or outdated files on a regular basis.
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5. System users are responsible for the care a n d m a i n t e n a n c e o f t h e i r S y s t e m s . Maintenance
issues should be reported to the Information Technology consultant.
6. System users are responsible for following all copyright laws.
7. System users are responsible for adhering to the City’s Password Procedures.
8. Individual usernames and passwords must be protected from unauthorized use at all times.
Employees may not post or maintain any of this information where others can view or easily access it.
9. Passwords must not be shared via email at any time. If the Information Technology consultant needs that
information, he/she shall request it either in person or by telephone.
10. The City of Oak Point understands that, in today’s environment, employees may on occasion need
to communicate with friends and family or conduct personal business using t h e Ci t y’ s T e ch n o l o g y
S y st e m s. S u ch minimal use will normally be acceptable provided it does not adversely impact
the employee’s job performance and does not otherwise violate this policy. Excessive or inappropriate
use of the City’s Technology Systems may result in the employee no longer having access to such
resources and/or disciplinary action up to and including termination.
F. VANDALISM PROHIBITED
A n y a t t e m p t t o h a r m o r d e s t r o y C i t y equipment or materials, data of another user of the City’s
System, or any of the agencies or other networks to which the City has access is prohibited. Intentional
attempts to degrade or disrupt System performance is a violation of City policy and may be criminal
activity under applicable state and federal laws, including the Texas Penal Code, Computer Crimes,
Chapter 33. This includes, but is not limited to, the uploading or creating of computer viruses,
System break-in utilities such as Sub7 or System hacking programs.
Vandalism as defined above will result in the cancellation of System use privileges and possible
prosecution. The vandalizing party will be responsible for restitution of costs associated with System
restoration, hardware or software costs. Any employee that violates this policy may be subject to
disciplinary action up to and including termination.
G. FORGERY PROHIBITED
Forgery or attempted forgery of electronic messages is prohibited. Attempts to read, delete, copy or
modify the electronic mail of other System users or deliberate interference with the ability of other System
users to send/receive electronic mail is prohibited.
H. NETWORK ETIQUETTE
System users are expected to observe the following network etiquette (also known as netiquette):
1. Use appropriate language: swearing, vulgarity, ethnic or racial slurs, and any other inflammatory
language is prohibited.
2. Pretending to be someone else when sending or receiving messages is prohibited.
3. Submitting, publishing or displaying any defamatory, inaccurate, racially offensive, abusive, obscene,
profane, sexually oriented or threatening materials or messages either public or private is prohibited.
4. Using the network in such a way that would disrupt the use of the network by other users is
prohibited.
5. Be polite. For example, messages typed in capital letters are the computer equivalent of shouting and are
considered rude.
I. CONSEQUENCES OF IMPROPER USE
Improper or unethical use may result in disciplinary action, up to and including termination, and, if
appropriate, action under the Texas Penal Code, Computer Crimes, Chapter 33, or other state and federal
laws. This may also require restitution for costs associated with System restoration, hardware or software
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costs. Violations of this policy may result in other disciplinary action up to and including termination.
J. E-MAIL COMMUNICATION
Electronic mail (known as e-mail) has become one of the most used communications tools at home and at
work. Likewise, e-mail is an integral part of all City of Oak Point offices and all services provided by
the City. Thus, the following points are important and must be followed:
1. Electronic mail is a privilege and not a right. All electronic communication is governed by this
Acceptable Use Policy. All terms that are covered in this Policy, including user responsibilities and
consequences for policy violations, apply to e-mail.
2. The software and hardware that provide us email capabilities has been publicly funded. For that
reason, it should not be considered a private, personal form of communication. The contents of any
communication of this type are governed by this Acceptable Use Policy.
3. Employees with assigned access to e-mail Systems are expected to use them.
4. Employees with access to e-mail Systems are expected to check for messages on a frequent and
regular basis and respond within a reasonable time as appropriate.
5. Employees are expected to use City-provided e-mail only for City business. However, the
City recognizes the occasional need to exchange personal messages. These should be kept to a minimum,
both in number and length. At no time should personal messages be sent in a way that
charges the City for transmission.
6. Employees shall not use City provided communications media in a fashion that constitutes or
involves any unlawful activity including, but not limited to:
• Discrimination on the basis of race, creed, color, sex, age, national origin, marital s t a t u s ,
r e l i g i o n , d i s a b i l i t y , s e x u a l orientation or veteran’s status;
• Harassment, sexual and otherwise;
• Copyright infringement; or
• Expression of an employee’s personal political beliefs or personal business interests.
7. Electronic communications resources are limited and employees must manage their allotted
resources in a responsible manner. This includes, but is not limited to, deleting o ld me ssa ge s
a nd dow nlo ad ing e-m ai l messages to disk for long-term storage.
8. Employees are responsible for protecting messages from unauthorized access by maintaining
password confidentiality and by securing the communications device to the extent possible before
leaving it unattended.
9. All City Technology Systems, including electronic messaging systems and files, are the property of the
City of Oak Point. The City m a y a c c e s s a n e m p l o ye e ’ s e l e c t r o n i c messages without
authorization from the employee. Employees have no expectation of privacy.
10. Electronic messages must conform to all applicable statutes and regulations governing public records,
records retention and public disclosure. E-mail messages can only be stored for a limited time on the
System. If an e-mail message needs to be preserved, it must be moved into another media for storage.
Information requiring longer retention should be printed and stored as hard copies.
11. Employees should give out correct email addresses. All Internet pages containing lists of staff
addresses should also contain a disclaimer of responsibility for incorrect information.
12. Requests for personal information of staff members should not be honored via e-mail. Any
response to such requests shall be consistent with the Texas Public Information Act. In addition,
security information such as username or password shall not be sent via email for any reason.
13. E-mails sent with the intent of advertising or selling any item, product or service (whether
personal or for a business) are not permitted.
14. Attachments to e-mail messages should include only data files. At no time should program files (typically
labeled “.Exe”) be a t t a c h e d d u e t o s o f t w a r e l i c e n s i n g requirements. In addition, there exists
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the real possibility that any program files received as attachments over the Internet may include
viruses or other very destructive capabilities once they are launched or started. If an employee
receives an attachment like this, the employee shall delete the e-mail message immediately without
saving or looking at the attachment.
15. Subscriptions to an Internet listserv shall be limited to professional digests due to the amount of email traffic generated by general subscriptions. Employees shall use personal I n t e r n e t a c c o u n t s t o
r e c e i v e l i s t s e r v subscriptions of a general nature.
16. Employees shall notify the Information Technology consultant if the employee receives
unsolicited e-mail, including “hate mail” or SPAM. The Information Technology consultant will
attempt to track down the so u r ce o f t h at e - m a i l a nd p re ve nt a n y additional unsolicited email.
K. INTERNET ACCESS
The Internet, when used appropriately, is an extremely valuable tool for City of Oak Point staff. It offers
direct access to numerous agencies and organizations whose publication and information are sought by
staff on a daily basis. Its use enables staff to locate materials without leaving their workstation. In addition,
more elusive information can often be located in a highly time efficient manner by subject searching on the
Internet or querying a list serve. It benefits City of Oak Point to provide direct access to the Internet to
employees, contractors and volunteers who can use it to better perform their jobs.
1. Definitions.
• Hacking – attempting to break into another System on which you have no account, and is treated
as malicious intent.
• N e t i q u e t t e – a w o r d m a d e f r o m combining “Network Etiquette” which is the practice of
good manners in a network environment.
• Flame wars – angry e-mail exchanges.
• Surfing – random Internet browsing, normally not work-related.
2. Guidelines. When accessing the Internet, employees are representing the City of Oak Point; therefore, all
rules of conduct and law that apply in the workplace also apply on the Internet. The City of Oak
Point will review user accounts, workstations and file server space in order to make
determinations whether specific uses of the information Systems are a p p r o p r i a t e . T h e C i t y m a y
r e v o k e a n employee’s, contractors, or volunteer’s access to the network and network services
when there has been a violation of acceptable use principles and guidelines. In addition, w h e r e
v i o l a t i o n s o c c u r , e m p l o y e e s , contractors and volunteers are subject to any disciplinary or
corrective actions or penalties proscribed in law, rule or policy or determined to be in the City’s best
interest.
3. Acceptable Uses of the Internet. The City en cou ra ge s app rop ri ate u se of o n-l ine resources.
Acceptable uses include, but are not limited to:
• Facilitating communication with citizens, co-workers, other agencies or business partners;
• Facilitating discussions aimed at professional development;
• Gathering information on industry trends;
• Use in grant-related activities;
• Legal and policy research;
• Gaining timely access to government publications and statistics; and
• Generally advancing the information needs of the organization.
4. Prohibited Uses of the Internet. In a p p r o p r i a t e b e h a v i o r m a y r e su l t i n disciplinary actions
ranging from verbal warnings to termination of network services and/or employment with City of
Oak Point. The severity of the misbehavior governs the s e v e r i t y o f t h e d i s c i p l i n a r y a c t i o n .
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In a p p r o p r i a t e o n - l i n e b e h a v i o r i n t h e workplace includes, but is not limited to:
• Unauthorized attempts to break into any computer whether of City of Oak Point or another
organization (Hacking);
• Using City time, equipment and/or other resources for non-work-related activity, personal gain or
recreation;
• Sending threatening messages;
• Sending racially and/or sexually harassing messages;
• Theft or copying of electronic files without permission;
• Sending or posting City of Oak Point confidential materials outside of the City, or posting City
confidential materials internally to the City to non-authorized personnel;
• Sending chain letters through electronic mail;
• Surfing pornographic and/or sexually oriented sites;
• Random surfing and flame wars.
5. Internet Access Authorization. Access to t h e I n t e r n e t w i l l b e p r o v i d e d t o C i t y employees,
contractors and volunteers when deemed appropriate for their work. This is at the discretion of the
Department Head or City Manager subject to resources and other limitations.
L. MAINTENANCE OF LOCAL HARD DRIVES
All City computers allow access to the local hard drive for installing software. This access does not mean
that personal software should be installed on City computers. On occasion, hard drives need to be
reformatted (which completely erases all contents of the drive). The Information Technology consultant
will reinstall all productivity software that is purchased through the City. The Information
Technology consultant will not reinstall personal software nor will he/she retrieve personal data files.
Employees shall keep any installation disks for preview software or specific City-purchased software in
the appropriate drawer of the fire safe located in the Supply Room at City Hall. Employees are personally
responsible for making backups a n y d a t a f i l e s t h a t a r e s t o r e d o n t h e employee’s local hard
drive. All computers and video hardware are to be shut down each evening. This includes CPUs, monitors
and VCRs.
M. COMPUTER SOFTWARE
Unauthorized software installation, including Instant Messaging software, may affect network and
machine performance adversely and is prohibited. To ensure that software will not affect the current
network configuration adversely, the following guidelines apply w h e n a n e m p l o y e e w a n t s t o
p u r c h a se software:
1 . T h e e m p l o y e e s h a l l c o n t a c t t h e Info rm ati on Te chn olo gy con sult ant to determine if
the software has already been purchased and installed on another computer. This will prevent repeated
orders of programs that have been determined unsuitable for the City’s network environment. All
network software must be approved by the Information Technology consultant and City Manager
prior to purchase.
2. The Information Technology consultant must be consulted prior to any purchase of software.
3. All software purchases must be delivered to the City Manager who will deliver the software to
the Information Technology consultant for installation.
If a software program is determined to be unsuitable for the network, it will not be installed. The
purchaser will then need to make arrangements to return the software for a refund or replacement
with standalone equivalents. The City’s goal is to promote the use of appropriate, innovative software
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whenever possible. These guidelines will insure that the required support and installation process is in place
before funds are expended. Software will be installed only when there is documentation showing that the
software purchase has gone through the process referenced above and that proper licensing has
been purchased. Software purchased by staff using personal funds is subject to all City guidelines. The
documentation and license must be provided to the City Manager and Information Technology
consultant prior to the installation of any personal software.
N. COMPUTER HARDWARE
1. Absolutely no one except approved vendors, the City’s Information Technology consultant, or an
employee authorized by the City’s Information Technology consultant are authorized to install
computer hardware on any City equipment.
2. An employee authorized by the City’s Information Technology consultant may install hardware on
City Systems. The City Manager must receive confirmation of the In f o r m a t i o n T e ch n o l o g y
co n su l t a n t ’ s authorization of any employee.
3. All hardware must be purchased in accordance with competitive bid requirements and must be
authorized by the City Manager and the Information Technology consultant.
4. City Systems may not be modified, upgraded or replaced with donated equipment without the
prior approval of the Information Technology consultant.
5. To maintain accurate physical inventory, City Systems are not to be moved from one location to another
without prior approval of either the City Manager or the Information Technology consultant.
SECTION 4 - APPENDICES
A. Employee Agreement for Acceptable Use of Electronic Communications System
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
Chapter 135
AUTHORIZED USE OF CITY ISSUED CREDIT
CARDS AND CITY ACCOUNTS

Initial Effective Date:
June 2012
Date Revised:

SECTION 1 - PURPOSE
The City of Oak Point provides Credit Cards to certain of its employees for business purposes. The goal in
providing this resource is to promote service excellence by facilitating training, purchasing cost
savings, and convenience, both internally and externally to the organization. The use of the City Issued
Credit Card or charge accounts is a privilege and not a right.
Proper behavior, as it relates to the use of the City’s Issued Credit Card, is no different than proper
behavior in all other aspects of City of Oak Point activities. All users are expected to use the City’s Issued
Credit Card in a professional, responsible, and ethical manner. This policy is intended to clarify those
expectations as they apply to the use of City Issued Credit Cards and Accounts.
The users of City Issued Credit Cards are responsible for respecting and adhering to local, state, and
federal laws. Any attempt to break or circumvent those laws while using City Issued Credit Cards may
result in criminal prosecution. If such an event should occur, the City will fully comply with the request of
law enforcement authorities to provide any information required for prosecution.
SECTION 2 – DEFINITIONS
City Issued Credit Cards, Credit Cards, or Account include any City account, whether issued in the form of a
card or any vendor or other monetary account, which an employee by his or her position with the City, has
access to and the ability to charge purchases, write checks, remove cash, or in any way have access to.
The City reserves the right and recognizes the responsibility to monitor all activity on such Credit Cards
and Accounts.
SECTION 3 – POLICIES AND PROCEDURES

A. AUTHORIZED USE
An employee shall use a City Issued Credit Card or Charge Account only for City business purposes,
to purchase goods or services. An employee may not use a City Issued Credit Card for commercial or
personal use. A Cardholder should pay personal expenses separately.
B. OTHER RESTRICTIONS AND PROCEDURES
1. No Expectation of Privacy.
a. All City Accounts and credit cards used by employees are property of the City. All property,
charges, or other expenses and records created by using the City’s Accounts are also
considered property of the City. Users of the City’s Accounts and Credit Cards may not
assume they are provided any degree of anonymity and employees have no right to privacy
with respect to such accounts. Personal passwords are not an assurance of confidentiality and
any established must be turned in and kept on file with the finance officer. The Internet itself
is not secure, and users of these accounts while on-line must take this into consideration
while using or accessing these accounts.
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To ensure proper use of its Accounts, the City will monitor their use. The City has the
ability and will, with or without advance notice, monitor and view usage, including but
not limited to: employee purchases; possession and usage of in any manner; information and
material transmitted, received or stored using City Technology Systems. The City may monitor
account usage patterns to assure that its resources are devoted to maintaining the highest
levels of productivity, as well as proper use and compliance with this and other City policies.
2. Personal Use of City Accounts. Credit Cards issued to department heads are to be used for official
City business only, as allowed under this Policy.
a. An employee will be held responsible at all times for the possession and proper use of any
City Account, and the City may suspend or revoke an employee’s access or take other
disciplinary action if a violation occurs. The City Manager may also place restrictions on an
individual card holder basis.
b. For all purchases made, an employee must submit a receipt to the finance officer within two
business days of purchase unless the employee is out of town, in which event, upon return,
the employee must submit an expense report, INCLUDING RECEIPTS, no later than two
business days after return.
3. Improper use of any City Credit Card or Account. An employee shall not:
a. Use the Credit Card for any purchase for personal use.
b. Use the Credit Card for any illegal purpose or in any way that violates City Policy or is
contrary to its best interests.
c. Use the Credit Card for any item committed to by City purchase order.
d. Use the Credit Card for any purchase for which the employee has already received a cash
advance.
e. Destroy the Credit Card.
f. Use another individual’s Credit Card or account number without permission.
g. Use the Credit Card for the purchase of alcoholic beverages of any type, whether with a meal
or on its own.
h. Use the Credit Card for items or services which result in a personal benefit or gain.
i. Use the Credit Card for fuel, unless expressly documented with location, mileage of vehicle
and emergency need.
j. Use the Credit Card for cash advances or to obtain cash refunds.
k. Use the Credit Card to gain unauthorized access to restricted information or resources.
l. Use the Credit Card for gambling or playing a game for money or other stakes.
m. Use the Credit Card to make separate, sequential, and component purchases made
with intent to circumvent City purchasing policy or the provisions of Texas Local Government
Code Section 252.061 or 252.062.
n. Use the Card to pay spouse/family expenses incurred while traveling or otherwise.
4. Transaction Limits. A credit card holder may be assigned a transaction limit. A credit card
holder may not use the Credit Card or Account for a transaction amount greater than the
cardholder’s transaction limit.
b.

C. INDIDUAL USER RESPONSIBILITIES
The Individual User of a City Issued Credit Card or City Account is responsible for:
1. Ensuring the City’s Acceptable Use Policy for the City’s Credit Card or Accounts.
2. Ensuring that all receipts are presented for any purchases made with the City Credit Card (or
Account when applicable).
3. Ensuring that proper procedures are followed in documenting purchases and that purchases are
charged to the appropriate account code.
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4.
5.

An employee shall not loan a Credit Card to another employee or other person.
If a cardholder’s credit card is lost or stolen, the cardholder must immediately notify the City
Manager.

D. DOCUMENTATION
1. A card holder must fill out and return the monthly audit form with all applicable receipts not
already turned in. The Finance Manager will provide to the card holder the monthly statement,
receipts that have been previously turned in for the billing cycle, and any other relevant
documentation.
2. A card holder will, on the monthly audit form, place the date of the purchase, description of the
purchase, account code to be charged for purchase, if a receipt is available and sign and date
the form. The employee must turn this form into the Finance Officer within three business days of
receipt of the monthly statement.
3. For any purchase not accompanied by a receipt, the employee must submit a note of explanation
with the audit form and the employee/card holder must use best efforts to obtain a receipt from
the vendor. The finance officer will bring to the City Manager’s attention any purchases for which
an employee does not submit a receipt or any purchase of a questionable nature. If a receipt
cannot be presented or obtained and it is deemed that the purchase violates this Policy, the City
Manager may require that the purchase be returned or that the card holder pay the charges. This
action is in addition to the other consequences of violating this policy.
4. The action of the City Manager may be appealed to the City Council if requested. For employees
who report to the City Council, the Finance Manager shall report to the Mayor any
questionable transaction involving the use of the Credit Card and the Mayor shall refer the matter
to the City Council for further action as provided by this Policy.
E. FORGERY PROHIBITED
Forgery or attempted forgery by use of another employee’s name on a City Issued Credit Card or City
Account is prohibited.
F. CONSEQUENCES OF IMPROPER USE
Improper or unethical use may result in disciplinary action, up to and including termination, and,
if appropriate, action under the Texas Penal Code, or other state and federal laws. It may also result in
legal action seeking the recovery of any and all misappropriated funds and other damages suffered by the
City.

None referenced

SECTION 4 - APPENDICES
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CITY OF OAK POINT
HUMAN RESOURCES
POLICIES AND PROCEDURES MANUAL
APPENDIX

Form #
102A
102B
102C
102D
102E
102F
102G
104A
109A
113A
113B
113C
117A
118A
118B
118C
120A
132A
132B
134A

Initial Effective Date:
June 2012
Date Revised:

Description
City of Oak Point Application for Employment Form
Applicant Evaluation Form
Degree of Consanguinity Chart
Waiver of Information Form
Criminal History Records Check/ Fingerprinting Form
Personnel Action Form
Consideration for Promotion/Transfer Request Form
Employee Orientation Sheet
TWCC-1 Form (DWC Form-1)
Certification of Health Care Provider
Application for FMLA
Notice of Intent to Return to Work
Employee Evaluation Form
Personnel Action Form
Disciplinary Appeal Form
Garrity Warning
Formal Grievance Form
Real Estate Donation Agreement
Non-Real Estate Donation Agreement
Employee Agreement for Acceptable Use of Electronic Communications System
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Page
109
113
114
115
116
117
118
119
120
123
127
128
129
134
135
136
137
139
143
144

Appendix Form 102A
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Appendix Form 102B

Applicant Evaluation Form

Applicant

Date form initiated

Job applied for

Master file number

THIS FORM MUST BE COMPLETED BY THE SELECTING AUTHORITY
Evaluation Criteria: Only matters which are clearly related to job performance should be considered.
All applicants should be evaluated using the same criteria base. Race, color, religion, sex, national
origin, age, marital status and other non-merit factors MUST NOT be considered.
1. Evaluation of the applicant’s knowledge, skills and abilities, work experience and/or education with regard to job
requirements.
A. More than adequate

C. Some deficiencies (not critical)
D. Strong deficiencies (on-the-job or formal
training
Probably could not overcome them in a
reasonable Length of time)

B. Adequate

List specific reason(s) for above.

2. Applicant’s major assets in terms of the job requirements.

3. Applicant’s major liabilities in terms of the job requirements.

4. Applicant’s overall job suitability.
A. Highly suitable

B. Suitable

C. Unsuitable

5. Additional comments based on job-related requirements (reference checks, general impression of interpersonal
skills, etc…).

Departmental interviewer
Date of interview

Date form completed
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Appendix Form 102C
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Appendix Form 102D

WAIVER OF INFORMATION

To:

Texas Department of Public Safety
Austin, Texas

I request and authorize you to furnish the City of Oak Point any and all information concerning any criminal
records, including any and all arrest and conviction records. This information will be used to assist the City in
determining the accuracy of the information I provided and my qualifications and fitness for the position I
am seeking with the City of Oak Point, Texas.
Return information should be directed to:
Chief Mike Shackleford
Director of Public Safety
City of Oak Point
100 Naylor Road
Oak Point, TX 75068-2201
_______________________________________
Applicant Name (Print)
_______________________________________
Applicant Signature

_____________________
Date

Subscribed and sworn to before me this the ______ day of ____________________, 20___.
_____________________________________
Notary Public, State of Texas
My Commission Expires: _________________
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Appendix Form 102E

CRIMINAL HISTORY RECORDS CHECK

With regards to the attached “Waiver of Information” for the release of information concerning any criminal
records under my name(s) to the City of Oak Point, I provide the following information:
Present Name________________________________________________________________
(Please print)
First
Middle
Last
Other names by which I have been known:
Names

Dates

Date of Birth: _________________________________________
Month
Date
Year
Social Security Number: ________________________________
___________________________________________
Applicant Signature
Date: _____________________________________
Subscribed and sworn to before me this the ______ day of ____________________, 20___.
_____________________________________
Notary Public, State of Texas
My Commission Expires: _________________
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Appendix Form 102F
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Appendix Form 102G

CONSIDERATION FOR PROMOTION/TRANSFER REQUEST FORM
Job title for which promotion is being requested __________________________________________________________
Employee name __________________________________________________________________________________
(Please print)
First
Middle
Last
Telephone (

)

Social Security # __________________________________________

How long have you been a City of Oak Point employee? ____________________________________________________
What is your highest education level? _________________________________________________________________
If the position for which you are applying requires a driver’s license, please provide the information requested below:
______________________________________
Type of License

__________________________
Expiration Date

List special qualifications or skills you possess which qualify you for consideration for promotion, indicate length of experience,
ability to operate specialized machinery or equipment, etc.
________________________________________________________________________________________________
________________________________________________________________________________________________
__________________________________________________________________________________________________
___________________________________________________________________________________________________
__________________________________________________________________________________________________
_______________________________________________________________________________________________________
If you now supervise, or have ever supervised, other workers, explain the circumstance: how many persons were supervised, etc.
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
I hereby declare the above information is accurate to the best of my knowledge and belief. Any intentional misrepresentation
on my part will be cause for rejection.
_____________________
Date

________________________________________
Applicant Signature
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Appendix Form 104A

EMPLOYEE ORIENTATION SHEET
The following named new employee has been given an induction orientation on the subjects specified:
EMPLOYEE:

__________________________________ DEPARTMENT: ________________________________

Explanation of benefits and procedures
Health/dental insurance programs
Life insurance programs
TMRS
Holidays, sick, and vacation leave
Pay procedure
Deductions
Compensatory time / Overtime
Workers’ compensation
Probationary period
Performance evaluations
Personnel Regulations
Dispute resolution process
Employee

Forms completed and/or signed
Health insurance enrollment
TMRS-16 Personal Data Sheet
New Member Form
W-4 Withholding Certificate
Employment Eligibility Verification
Emergency Notification Data
Medicare Coverage
Open Records Act
Searches of City Property/Premises Policies
and Procedures Manual

Date

Person Performing Orientation

SUPERVISORY/WORKSITE INFORMATION
Employee Information
Probationary Period
Supervisor
Purpose and length
Chain of command
What is expected
Job Requirements
Job standards to be met
Job description
Status during probationary period
Working hours
Evaluation dimensions
Overtime assignment/pay
General Information
Standby and call-back duty
Location/use of bulletin boards
City Policies and Procedures
Personal appearance/uniforms
Human Resources Policies and Procedures
Courtesy toward public
manual
Rules and Regulations
Disciplinary action
Code of conduct
Sexual harassment
Disciplinary action
Department policies and procedures
Safety/reporting accidents
Availability of policies and procedures
Use of City tools/equipment for personal use
Administrative Procedures
Leave requests
Reporting of absences and tardiness
Lunch and breaks
Employee

Date

Supervisor
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Date

Appendix Form 109A

Page 121 of 146

Page 122 of 146

Page 123 of 146

Appendix Form 113A
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Appendix Form 113B
Application for Family and Medical Leave (FMLA)
INSTRUCTIONS FOR THE EMPLOYEE:
•
Complete your part of the form and submit to the City Manager*
•
You will be notified as to whether the leave is approved or not.

Date: ___________________________

Employee Name: ___________________________________ Department: _________________________________
Current Address: ________________________________________ (City): _____________ (Zip Code):________
I request that the leave be granted for the following period of time:
Anticipated Start Date: __________________________

Expected Return Date: _______________________

I request that the leave be granted for the following reduced or intermittent leave schedule:
____________________________________________________________________________________________
Reason for Leave: [ ] Birth of Child
[ ] Placement of child with me for
[ ] adoption [ ] foster care
Anticipated date of birth or placement_______________________________________________________
[ ] Care for a child, parent, or spouse with serious health condition*
Family member’s full name_____________________________________________________________
Relationship to you: [ ] child
[ ] parent
[ ] spouse
[ ] other (if applicable)
[ ] My own serious health condition* (specify):______________________________________________
Is the serious health condition work related? [ ] Yes [ ] No
__________________________________________________________________________________
Note: *Any leave request due to a SERIOUS HEALTH CONDITION must include a Certification of Health Care
Provider form (Appendix A), which has been completed and signed by the patient’s physician.
•

I understand that failure to return to work at the end of my leave period may be treated as a resignation, unless an
extension has been agreed upon and approved in writing by the City of Oak Point.

•

I understand that I will not accrue any paid leave benefits during the period of unpaid family medical leave or
family medical leave using catastrophic illness/extended sick leave.

•

I hereby certify that the information given above is true and correct to the best of my knowledge. I understand that
misrepresentation or omission of the reason for leave or any of the facts supporting the need for leave will result in
denial of the leave and will subject me to discipline up to and including termination.

Employee’s Signature: ______________________________________

Date: _____________________

Supervisor’s Signature: ______________________________________

Date: _____________________

HR USE ONLY
Leave Approved?
[ ] Yes [ ] No For what period?(Start date) ____________ Expected Return Date: ______________
Paid Leave: [ ] Yes [ ] No

The following paid leave will be substituted:

[ ] Sick [ ] Vacation

Insurance premiums to be paid as follows: [ ] Payroll Deductions [ ] Employee Paid
Remarks:___________________________________________________________________________
Signature______________________________

Title: ________________ Date: ______________
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Appendix Form 113C
Notice of Intent to Return to Work from Family and Medical Leave (FMLA)
INSTRUCTIONS FOR THE EMPLOYEE:
• Complete your part of the form
• Submit Original Copy to the City Manager
• Submit Copy to Supervisor
Employee Name: ______________________________________ Department: ____________________________
Start Date of Leave: ___________________________________________________________________
Planned Return Date: ___________________________________________________________________
I understand the following conditions regarding my restoration to employment:
•

I may be required to provide a written certification from my health care provider that I am able to
resume working.

•

Upon returning from leave, every attempt will be made to restore me to the original position that I
held. If the original position is unavailable, I will be placed in an equivalent position with
equivalent pay and benefits.

Employee’s Signature: ______________________________________

Date: _____________________

Supervisor’s Signature: ______________________________________

Date: _____________________

HEALTH CARE PROVIDER USE ONLY
I have examined ________________________________________________ and the Job Task
Analysis for the position for which he/she is returning, and can certify that he/she is fully able to resume working
[ ] Without restrictions [ ] With the following restrictions:
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
Signature___________________________________________________
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Date: ______________

Appendix Form 117A
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Appendix Form 118A
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Appendix Form 118B

Disciplinary Appeal Form

DATE:

______________________

TO:

____________________________________________________

FROM:

____________________________________________________
Employee Name and Title (Please Print)

In accordance with HR procedures, I wish to appeal my:
Suspension (copy of documentation attached)
Demotion (copy of documentation attached)
Dismissal (copy of disciplinary/incapacity memo attached)
for the following reasons (may attach extra statements):
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________
Employee Signature
Home Address (City, State & Zip Code):

____________________________
____________________________
____________________________
____________________________

Telephone Number:_______________________________
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Appendix Form 118C

INTERNAL INVESTIGATION
GARRITY WARNING
You are advised that you will be questioned as part of an internal investigation by the City of Oak Point,
Texas. You may be asked to answer questions specifically directed and related to the performance of
your official duties or fitness for employment. You are entitled to all the rights and privileges guaranteed
by the laws of the Constitution of this State and the Constitution of the United States, including the right
not to be compelled to incriminate yourself, including the protections afforded you under Garrity vs.
New Jersey 385 U.S. 439 (1967).
I further wish to advise you that your statement(s) will not be released to any other person or agency for
use against you in any criminal proceeding without an order of a court of competent jurisdiction. You are
further advised that neither your statement(s) nor any information or evidence, which is gained by
reason of your statement(s), can be used against you in any subsequent criminal proceeding. However,
your statements may be used against you in relation to subsequent administrative charges. Your
statements can also be used against you in a perjury prosecution arising out of the giving of a false
statement.
I further wish to advise you that if you refuse to answer questions relating to the performance of your
official duties or fitness for duty, you may be subject to disciplinary action up to and including the
termination of your employment.

______________________________
City Manager

________________________
Date
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Appendix Form 120A

Formal Grievance Form

Instructions: Please write clearly or type this form. You may attach additional sheets when necessary. If you need assistance in completing
this form, please contact the City Hall at (972)-294-2312.

Employee:

Social Security Number:

Job Title:

Work Telephone:
Home Telephone:

Department:

Dept. #:

Immediate Supervisor:

The following written policies, regulations and/or procedures are involved:

Step 1: Grievance & Immediate Supervisor’s Response

Employee’s detailed explanation of grievance:
(Include any witnesses to the grievance.)

Proposed resolution to this grievance:

Employee’s Signature:

Date:

Immediate Supervisor’s response:

Supervisor’s Signature:

Date:

Date original returned to employee:
I am not satisfied with Step 1 response and want to proceed to Step 2 of the policy.
Employee’s Signature:

Date:
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Step 2: Department Director’s Response

Department Director’s response:

Department Directors Signature:

Date:

Date original returned to employee:
I am not satisfied with Step 2 response and want to proceed to Step 3 of the policy.
Employee’s Signature:

City Manager’s Response

Date:

Step 3: City Manager’s Response

City Manager’s Signature:

Date:

Date original returned to employee:
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Appendix Form 132A
REAL ESTATE DONATION AGREEMENT
THIS REAL ESTATE DONATION AGREEMENT ("Agreement") dated this _____day of_________, 20__ , by
and
between
the
City
of
Oak
Point,
Texas,
("Donee")
and
___________________________________("Donor").
For and in consideration of the mutual covenants herein set forth, it is agreed as follows:
1. Agreement to Convey. Donor hereby agrees to convey to Donee and Donee hereby agrees to accept
the donation from Donor, of all that certain parcel of land lying and being situated in the City of Oak
Point, County of Denton, Texas, containing approximately (__ ) acres and being more particularly
described on Exhibit A, together with Donor's right, title and interest (if any) in the following:
a. All buildings and improvements situated thereon;
b. All and singular the rights and appurtenances pertaining thereto, including any right, title, and
interest of Donor in and to adjacent streets, roads, alleys, and rights-of-way;
c. All fixtures, equipment, and machinery located on, attached to, or used in connection with the
buildings and/or other improvements situated thereon;
d. All of Donor's right, title, and interest as lessor with respect to the leases at the Premises
("Leases");
e. All of Donor's right, title, and interest with respect to items of personal property located on the
property ("Personal Property") which are listed on attachment ________ attached hereto and
made a part hereof.
f. Such other rights, interests, and properties as may be specified in this Agreement to be
conveyed, transferred, assigned or conveyed by Donor to Donee.
The parcel of land described on Exhibit A, together with the buildings and other improvements thereon,
and the rights, interests, fixtures, personal property, and other properties described above, is
collectively called the "Premises."
2. Environmental Matters.
a. Except as may be set out in an addendum attached hereto, Donor warrants and represents that
to the best of Donor's knowledge, information, and belief, there have never been, nor are there
now, any underground storage tanks on the Premises; nor has there been any activity on the
Premises which has been conducted, or is being conducted, except in compliance with all
statutes, ordinances, regulations, orders, permits, and common law requirements concerning (i)
handling of any toxic or hazardous substances, (ii) discharges of toxic or hazardous substances to
the air, soil, surface water, or groundwater, and (iii) storage, treatment, or disposal of any toxic
or hazardous substances at or connected with any activity on the Premises; nor is there any
contamination present on or in the Premises; nor is there any of the following present on or in
the Premises: (i) polychlorinated biphenyls or substances containing polychlorinated biphenyls;
(ii) asbestos or materials containing asbestos; (iii) urea formaldehyde or materials containing
urea formaldehyde; (iv) lead or lead-containing paint; or (v) radon. The term "contamination"
shall mean the unconfined presence of toxic or hazardous substances on or in the Premises, or
arising from the Premises, which may require remediation under any applicable law. For
purposes of this Agreement, "hazardous substance(s)" shall have the meaning of "hazardous
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substance" set forth in 42 U.S.C. §9601(14), as amended, and of "regulated substance" at 42
U.S.C. §6991(2), as amended, and of any other substances which may be the subject of liability
pursuant to any environmental law of the United States or the City of Oak Point, Texas. If Donor
has any knowledge to the contrary, Donor shall indicate such on an addendum labeled
"Addendum as to Environmental Matters" is attached in which Donor has set forth the details of
such knowledge.
b. Donor hereby agrees to indemnify and hold harmless Donee from any and all claims, judgments,
damages, fines, penalties, liability, costs, and expenses (including reasonable fees for attorneys,
consultants, and experts) arising from the discovery of any toxic or hazardous substance on, in,
or arising from the Premises, as defined above, except (i) those which are a result of any activity
of Donee or (ii) the following items described on the addendum described in Paragraph 2(a):
_______________________________
3. Plans, Engineering, Title Examination, and Records; Warranties.
a. Donor agrees to provide to Donee, at no cost, immediately, but not later than five (5) days after
the Effective Date (hereinafter defined), any physical or topographic surveys, development
information, soil boring, or groundwater data, and other agreements affecting the Premises, all
title examination records, and a copy of the title insurance policy issued when Donor acquired
the Premises as well as any other records relating to the Premises.
b. At Settlement, Donor will assign to Donee all rights in and to any warranties applicable to the
Premises.
c. Donor warrants that all mechanical equipment on the Premises is in good working order as of the
date Donor executes this Agreement and will remain so as of Settlement.
4. Donor's Ownership; Leases Donor warrants and represents that it is the sole fee simple owner of the
Premises and has all necessary authority to sell the Premises; there are no other contracts for sale or
options involving the Premises; no other party has any right, title, or interest in the Premises; and there
are no leases affecting or relating to the Premises. Between the date Donor executes this Agreement
and Settlement, Donor shall not subject the Property to or consent to any leases, liens, encumbrances,
covenants, conditions, restrictions, easements, rights of way, or agreements, or take any other action
affecting or modifying the status of title or otherwise affecting the Property without the written consent
of the Donee.
5. Other Adverse Facts. Donor warrants that it knows of no materially adverse fact, affecting or
threatening to affect the Premises which has not been disclosed to Donee in writing. Between the date
Donor executes this Agreement and Settlement, Donor will notify Donee in writing of any events which
occur or any facts of which it becomes aware which would make any of its representations or warranties
false or misleading. Except as otherwise permitted by Donee in writing, in its sole discretion, each of the
warranties or representations made in this Agreement by Donor shall be true and correct as of the date
of Settlement.
6. Title. The Premises shall be conveyed free from all mortgages, deeds of trust, liens, security interests,
and other encumbrances.
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7. Inspections.
a. Donor shall give to Donee and its designated agents and representatives full access to the
Premises during normal business hours, to cause its agents or representatives to enter upon the
Premises for the purpose of (i) making physical and topographic surveys; (ii) conducting such
tests, investigations and studies as Donee may desire, including those related to engineering,
water, groundwater, sanitary, and storm sewer, utilities and environmental matters, as well as
soil borings; and (iii) performing tests, investigations, and studies to the improvements on the
Premises for (1) the presence of asbestos containing materials, (2) the presence of termites and
other wood destroying infestation and damage to the structure caused thereby, and (3) defects
in the structure, roof, HVAC, plumbing, and electrical systems. Donee shall, at its expense,
restore the Premises to its prior condition to the extent of any changes made by its agents or
representatives in the event it does not accept donation of the Premises. Donor shall furnish to
Donee during this time all information concerning the Premises which Donee may reasonably
request and which is in the possession of Donor.
b. Nothing in this Agreement shall bar the City of Oak Point, Texas or any agency thereof from
enforcing any applicable laws or regulations if contamination by toxic or hazardous substances is
discovered on the Premises.
8. Prior Agreements; Merger. This Agreement supersedes any and all prior understandings and
agreements between the parties and constitutes the entire agreement between them. No
representations, warranties, conditions, or statements, oral or written, not contained herein shall be
considered a part hereof. This Agreement may not be amended, altered, or modified except by an
instrument in writing signed by the party sought to be charged therewith.
9. Miscellaneous. Subject to the provisions hereof, this Agreement shall bind and inure to the benefit of
the parties hereto, their heirs, personal representatives, successors, and permitted assigns. No
assignment of this Agreement shall be permitted except with the written consent of the other party,
which consent shall not be withheld unreasonably. The warranties, representations, and terms of this
Agreement shall survive delivery of the Deed and shall not be merged therein.
10. Notices. Any notices required or permitted to be given hereunder shall be deemed to have been
properly given if sent by United States certified or registered mail, return receipt requested, postage
prepaid, or if delivered in hand, as follows:
If to Donee:
City of Oak Point
100 Naylor Road
Oak Point, Texas 75068
Attn: City Manager
If to Donor:
_________________________________
_________________________________
_________________________________
_________________________________
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or to such other persons or addresses as the parties may hereafter direct by written notice. Notices,
except those hand-delivered, shall be deemed delivered two (2) days after being deposited with the
United States Postal Service. Hand-delivered notices shall be deemed delivered upon actual delivery to
the person noted above.
11. Execution and Delivery of Agreement.
a. The date upon which this Agreement shall be finally executed by the authorized representative
of Donee (with the approvals described in Paragraph 11b) and Donor shall be the effective date
("Effective Date") hereof.
b. Notwithstanding the foregoing, this Agreement shall be effective and binding upon Donee only
upon approval by the City Council of the City of Oak Point, Texas.
c. Settlement under this Agreement, and the acceptance of delivery and recordation of the Deed
from Donor, shall be expressly subject to and contingent upon the resolution of approval of the
City Council of the City of Oak Point, Texas. The Donee may immediately terminate this
Agreement upon decision of the City Council of the City of Oak Point, Texas not to give final
approval of this Donation.
Donor hereby agrees that I have read the donation policy provisions of the City of Oak Point and agree
that they are acceptable and that this donation is made without any agreement from the City to provide
anything in return and is made without expectation of any other benefits from the City.
IN WITNESS WHEREOF, the parties have hereunto set their hands and seals.
DONOR:
By:___________________________
Title:_________________________
Date: ________________________

DONEE:
The City of Oak Point, Texas
By:___________________________
Title:_________________________
Date: ________________________
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Appendix Form 132B
NON-REAL ESTATE DONATION AGREEMENT FORM
The Non-Real Estate Donation Agreement Form must be signed by the donor and approved by the City
Council of City for gifts in an amount greater than $1500.00
THIS NON-REAL ESTATE DONATION AGREEMENT ("Agreement") dated this _____day of_________,
20__,
by
and
between
the
City
of
Oak
Point,
Texas,
("Donee")
and
___________________________________("Donor").
For and in consideration of the mutual covenants herein set forth, it is agreed as follows:
1. I/we would like to contribute $_____________ in cash to the City of Oak Point, Texas, with _____
restrictions _____no restrictions. (or)
2. I/we would like to contribute the following described personal property valued at $_____________
to the City of Oak Point, Texas, with _____ restrictions _____no restrictions.
Property Description:______________________________________________
If this Donation is with restrictions, the following restrictions apply: (please
specify) ______________________________________________________________________________
__________________________________________________________.
This Agreement transfers legal title of the Donation to the City of Oak Point, Texas. The City will notify
the Donor upon approval of this Donation by the appropriate parties.
Donor Information
Name of donor:
Address of donor:

__________________________
__________________________
__________________________
__________________________

Please make checks payable to the City of Oak Point. Please return this form to the City Manager.
Donor hereby agrees that I have read the donation policy provisions of the City of Oak Point and agree
that they are acceptable and that this donation is made without any agreement from the City to provide
anything in return and is made without expectation of any other benefits from the City.
DONOR:
By:___________________________
Title:_________________________
Date: ________________________

DONEE:
The City of Oak Point, Texas
By:___________________________
Title:_________________________
Date: ________________________

Date of City Council Approval for Donations greater than $1500.00:______________________
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Appendix Form 134A

EMPLOYEE AGREEMENT FOR
ACCEPTABLE USE OF TECHNOLOGY SYSTEMS

You are being given access to the City’s Technology Systems. Through the City’s Technology Systems,
you will be able to communicate with other employees, citizens, governmental entities, organizations
and people around the world through the Internet and other electronic information systems/networks.
You will have access to hundreds of databases and computer systems all over the world. With this
opportunity comes responsibility. It is important that you read and comply with Policy 134, Acceptable
Use of Technology Systems, and this Agreement.
Inappropriate system use will result in the loss of the privilege to use this administrative tool and
possibly other disciplinary action. Please note that the Internet is a network of many types of
communication and information networks. It is your responsibility to follow the rules for appropriate
use.
RULES FOR APPROPRIATE USE:
1.

The City’s Technology Systems are to be used only for City business purposes and as outlined by
Policy 134.

2.

You will be held responsible at all times for the proper use of your account, and the City may
suspend or revoke your access or take other disciplinary action against you if you violate the
policy.

INAPPROPRIATE USES INCLUDE BUT ARE NOT LIMITED TO:
1.

Using the system for any illegal purpose.

2.

Using the system for advertising or selling any item, product or service (whether personal or for a
business).

3.

Disabling or attempting to disable any Internet filtering device.

4.

Encrypting communications to avoid security review.

5.

Borrowing someone’s account without their permission.

6.

Downloading or using copyrighted information without permission from the copyright holder.

7.

Intentionally introducing a virus to the computer system.

8.

Posting messages or accessing materials that are abusive, obscene, sexually oriented,
threatening, harassing, damaging to another’s reputation, or illegal.

9.

Wasting City resources through the improper use of the computer system.

10.

Gaining unauthorized access to restricted information or resources.

11.

Gambling or playing a game for money or other stakes.
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CONSEQUENCES FOR INAPPROPRIATE USE:
1.

Suspension of access to the computer system.

2.

Revocation of the computer system account; or

3.

Other disciplinary or legal action in accordance with City policies and applicable laws.

EMPLOYEE AGREEMENT:
I understand that my use of the City’s Technology Systems is not private and that the City may monitor
my activity on its systems. I acknowledge that I have no expectation of privacy whatsoever with regard
to my use of the City’s Technology Systems. I have read Policy 134, Acceptable Use of Technology
Systems, and agree to abide by its provisions. In consideration for the privilege of using the City’s
Technology Systems and in consideration for having access to the public networks, I hereby release the
City, its operators and any institutions with which it is affiliated from any and all claims and damages of
any nature arising from my use of, or inability to use, the system, including, without limitation, the type
of damages identified in the City’s Policy 134.
____________________________________ _________________________________________
Employee Printed Name

Employee Signature

Date: _______________________________
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